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                  NUTSEA
National Utility Training & 

Safety Education Association
Annual Conference Host Guidelines

Hotel 

(suggested minimum of 8-13 months advance confirmation)

· Contact the hotel
· Coordinate meeting dates
· Establish room price

· Sleeping room block (attendance has been about 85-90 participants)
· Meeting room availability
· Rooms for all meetings

· Office space

· Banquet

· Reception

· Break out meetings (round table, regional meetings, etc)

· Contract should include:

· Planning meeting 6-8 months in advance of Conference

· Number of rooms in room block

· Cut off date to obtain rooms in block

· Cancellation policy
· Cost


· Any comp rooms

· Catering

· Deadline for meal count

· Firm prices

· Percentage of error

· VIPs (Board, Executive Secretary & speakers)

· Receive comp rooms

· Reservations are usually made by Host 

NUTSEA Executive Committee Planning Meeting
The planning meeting will generally be held 6-8 months in advance of the Conference and will be held at the location of the upcoming Conference.  The Executive Committee will need a meeting space for two days.  Hosts should plan to attend this meeting and report on event planning progress, schedule of events and meeting budget.  Host should arrange for a tour of meeting rooms which will be used during the Conference.
Registration

(suggested mail out 90 days in advance of the Conference)

· Registration should include:

· Contact person at host utility

· Hotel information

· Registration form with cost of  Conference

· Cancellation policy

· Cut off dates for hotel and registration

· Draft schedule of events

· Local information

· Contact local Visitors and Convention Bureau

· Request services as appropriate

· Obtain materials for Conference packets

Conference

· Prepare meeting packet for each registered participant
· Name badge (designate CLCP graduates with ribbon)
· Program/schedule of events

· First timer pins

· Certificate of Training

· Local information

· Spouse materials

· Office (should be supplied with the following)
· Laptop

· Printer

· Basic office supplies

· Extra meeting packets

· Cash box

· Telephone

· Copier arrangements

· Functions

· Registration table
· Executive Session & meal before start of conference

· Regional Meetings (SAIA/Quad State)

· Opening Session

· Invocation

· Keynote speaker

· Color guard

· Passing of hard hats (supplied by host)

· General Sessions

· Members only luncheons

· Past Chair

· G&T

· Distribution Ops

· New members

· Statewide/JT&S

· Welcome Reception

· Workshops

· Roundtable discussions

· G&T

· Distribution ops

· JT&S

· Banquet

· Head table

· entertainment

· prizes

· Business Meeting

· Executive Session post meeting

· Spouse program
· Awards

· O.G. Anderson Safety Award

· chosen by Host

· sponsored by A.B. Chance

· Host should contact A.B.Chance after award selection

· Ernest Shearer Award

· Chosen by Indian Statewide

· H.C. Potthast Award

· Chosen by NUTSEA Potthast Committee which is comprised of last three recipients of the Potthast award.  This Committee composes a biography of the recipient and contact his /her supervisor to ensure recipient will attend

· Ray Pantel Award -Sponsored by SAIA

· Claude Frazier Award - 
Sponsored by G&T Section

· Other Conference details

· NUTSEA banner hung in main meeting room

· Arrange audio/video needs for all speakers

· Furnish evaluation forms for each session for each participants
· Ensure meeting room is set appropriately (classroom, chevron style, etc)

· Procure door prizes

· Seek sponsorships

· Post bulletin board near registration table

· Door prize tickets

· Thank you notes to sponsors

· Procure speaker gifts for each speaker

Budget and expenses

Host should aim to budget conference expenses which equal revenue expected from registration fees and sponsorships.  Host utilities should forward invoices to the NUTSEA staff for processing and payment.  Host utilities will track and log registration forms and payment and send checks to NUTSEA staff.
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