APPENDIX G

NACM MIDYEAR AND ANNUAL CONFERENCE GUIDELINES

I.
PURPOSE

The following guidelines are for the purpose of establishing definite procedures for planning the midyear and annual conference(s) of the National Association for Court Management (NACM) and to ensure that conferences are in accordance with the expectations of the attendees and in accordance with the philosophy of the National Association for Court Management.  These guidelines are intended to reflect both the written policies and the traditions that have come to govern the midyear and annual conference(s) of the Association.

II.
GENERAL

A.
Revisions to the Guidelines.  It shall be the responsibility of the Board of Directors of NACM to review annually the existing guidelines and to propose revisions when necessary.


B.
Approval of Revisions.  All proposed revisions to these guidelines will be presented to the Board of Directors for final approval.


C.
Responsibility.  It shall be the responsibility of the President of NACM as assisted by the chairperson of the Conference Development Committee to oversee the guidelines once they have been approved by the Board of Directors.


D.
Attendance at Conference(s).  The conference(s) shall be attended by association members, and any other persons interested in the field of justice administration.

III.
CONFERENCE TIMES

The Association shall hold two conference(s) annually.


An annual conference shall be held during the summer, usually July or August.  A midyear conference may be held during the winter/spring, usually in February or March.

IV.
SITE SELECTION

A.
Article III, Section 1 and 2 of NACM Bylaws provide that the members of the Association meet twice annually at a time and place designated by the Board of Directors.  The selection of the site and of the approximate date of the meeting shall be made and announced no later than two years in advance.


B.
The criteria for site selection should include: 


   1) The Rotation of conference site(s) from east, to middle, to the west section of the nation, in order that all members have an opportunity to attend conference(s) at nominal expense.  Preferential consideration should be given to any NACM member (versus a commercial enterprise) who proposes their location as a conference site. (See page 13 for division of states.)     The Board may solicit bids for the conference site from the appropriate part of the country.  If there are no suitable bidders for the appropriate part of the country, bidders will be accepted from the next section of the country.  Should any other unforeseen circumstances arise, the Board may agree to change the rotation procedure.


2)  
An active NACM members(s) and/or Association(s) in the immediate area of the proposed location who will act as Conference Host.  Local and state support for the Conference Host should be available to aid in carrying out various duties as defined in these “Guidelines.”


3) 
Access by air that is reasonably priced, and a comfortable climate (i.e., not too hot in the months of July or August for outside activities).


4) 
Strong appeal as a desirable destination for members and non-members.


5)  
First rate lodging facilities that are reasonably priced with a variety of room rates available.


6) 
All the “Annual Conference and Midyear Guidelines” defined herein.

V.
CONFERENCE HOTEL

A.
Facilities being considered for the NACM  conference(s) should meet the following minimum criteria:


1)
Sleeping Rooms


2)
Meeting Rooms


3)
Exhibition Area


4)
Association Services Office


5)
Hospitality Suite

VI.
SITE TEAM


A.
A  subcommittee of the Conference Development Committee, consisting of the Immediate Past President and Association Services and Conference Services representatives are the designated Site Selection Team.  They shall visit proposed conference site(s) at minimum two years in advance of conferences.

B.
The purpose of the site visit is to:


1)
Meet with hotel staff
· inspection of facility
· negotiate contract

2)
Meet with exposition service
· discuss needs and type of exhibition
· negotiate contract

3)
Tour local attractions for conference events

VII.
NEGOTIATIONS AND CONTRACTS

A.
The site team shall be responsible for negotiating the following:


1)
Hotel contract, including lodging, meeting rooms, and any social events.


2)
Exhibition Service Contract

VIII.
LENGTH AND SCHEDULE

A.
The midyear conference shall be no longer than five days. The annual conference shall not exceed eight days in length.


B.
The general structure and time schedule of the educational programs and business meetings shall be determined by the Conference Development Committee in conjunction with the Board of Directors.

IX.
SOCIAL PROGRAM

A.
Social program(s) for participants at the NACM  conference(s) should be designed to compliment, not to compete with the educational program.  The dominant emphasis of the conference(s) should be on the educational programs, committee meetings, and the business sessions which encourage productive communication among participants.


B.
The cost of all social functions, with the exception of optional event(s), should be included in the registration fee.


C.
Social activities for spouses, if planned, shall highlight the unique features of the conference site without requiring the spending of large sums of money.


D.
A hospitality suite may be provided at the close of each conference day (general information should be included regarding times suite is open and funding).

X.
BUDGET


A.
A preliminary budget for the conference(s) shall be prepared outlining projected revenue and expenses.


B.
The preliminary budget shall be presented to the Board of Directors at the Board Meeting prior to a conference.

XI.
OFFICIAL AIRLINES AND CAR RENTAL AGENCIES

Negotiations shall be held with various airlines and car rental agencies to obtain the most favorable discount rates for all conference attendees.

XII.
 CONFERENCE DEVELOPMENT COMMITTEE CHAIRPERSON

The Conference  Development Committee Chair is responsible for all events held at the conference(s).  The Chair may designate such committee or subcommittee chairs and members as are deemed necessary for the effective performance of this responsibility.


A.
The purpose of  conference(s) is to provide educational activities suitable to the entire membership and to improve skills and knowledge in the areas listed below:


1.
Continuing professional education indigenous to the court management field (e.g. PDAC core competencies).


2.
Uses and transferability of technology.


3.
Continuing training in more general management areas such as finance and personnel.


4.
Personal/self development.


B.
Duties of the Chair


As indicated above, duties may be delegated to a co-chair or other chairs, such as program and social chair, as deemed necessary.  In any case, the Chair maintains responsibility to the Board for all conference-related activities.


1.
Develop a planning document with timeframes for the midyear and annual conference(s).


As soon as possible after the preceding annual conference, a framework, including time frames, for planning the next midyear and annual conference(s) educational programs should be written.


2.
Designate Committee and Sub-Committee Chairs.



a.
Social Program Chair



This person is responsible for the social activities at the conference(s), including volleyball, golf, tennis, racquetball, tours, spouse activities, children’s activities, special events, and maintaining the hospitality suite and transportation.  The Social Chair may choose to handle all of the above.  However, help will be needed for the hospitality suite, which may require a sub-committee chair and several members.  Related duties include oversite and working the hospitality suite and keeping it stocked.  This may requires people working in shifts.  Local support is encouraged to coordinate and maintain the suite.



b.
 Educational Program Chair




The Chairperson of the Conference Development Committee in conjunction with the committee members and any contracted consultant(s), shall develop and execute the conference educational program, with Board approval.


c.
Conference Site Host



The function of a conference site host is to provide liaison for conference planning purposes, chiefly, but not exclusively, in the social area. The duties of the site host may overlap with those of the social chair,; therefore, it is important to develop a written understanding of the activities each will undertake.  Often the site host will wish to handle aspects of the major social activity of the conference(s).  (The  Conference Development Committee Chair must monitor the budget closely, in keeping with the Board’s approval.)  The Conference Development Committee Chair acts as liaison between the site host and the NACM Association Services.  The host should send the Conference Development Committee Chair all correspondence and materials (with copies to the NACM President and Association Services) related to conference activities. The Conference Development Committee Chair may produce announcements for appropriate newsletters, magazines and mailings.  The site host should be invited to the Board meeting(s) to report on activities  and to finalize all information.  The host may also speak at the conference reception(s) or annual business meeting to clarify activities and generate enthusiasm.



d.
Exhibition Coordinator



The role of this individual is to coordinate all activities related to the vendor exhibition.  It is intended that the NACM President designate an individual who will serve in the role for several conferences.  In the absence of such a designation, the Conference  Development Committee Chair needs to ensure that a Coordinator is appointed.


3.
Develop a budget.


Conference budget(s) must be developed working within NACM’s annual budget and in coordination with the NACM Association Services and Secretary/Treasurer.  


4.
Develop the conference theme(s).


The purpose of a conference theme is to provide, in a concise phrase, a catchy summary of the conference’s principal focus.  A symbol or logo, consistent with the theme or site, is also helpful so attendees can quickly identify with a conference.  Conferences may have an educational and/or a social theme.


5.
Develop draft agendas.


A standard agenda is outlined in this manual.  It should be followed in a general sense, although changes are not forbidden.  (any significant change should be discussed with the President before becoming permanent.)  The Chair should make use of old agendas and talk with previous l Conference Development Committee Chairs about what works and what doesn’t.  The Chair should review the last conference attendees’ evaluations.  In consultation with the Board of Directors, the Chair will discuss special events and times when meetings should be held to avoid duplications.  Dates will be selected quickly for special events and the host will be contacted so he or she can give dates to entertainers, hotels, caterers, etc.


6.
Identify and contact speakers, presenters, panelists.



a.
After the elements of the program are established, the Conference Development Committee will oversee program content, selection of speakers and the evaluation of the program If possible, the Chair may identify more than one possible presenter for each topic to provide flexibility as to dates, times, costs and presentation styles.



b.
Once speakers have been identified, they should be sent letters detailing all requirements of them, thanking them, clarifying times and dates, transportation, fees, number of beds needed, number of days, per diem, conference theme, and who will prepare and disseminate handouts.  Copies of all correspondence should go to Association Services and the NACM President.



c.
The NACM Association Services must have all information necessary to produce contracts for speakers.


7.
Prepare publicity article for the Court Manager and Court Communique.


8.
Use Board meeting(s) to make final decisions with hotel staff on meeting rooms, meals and social activities, to the extent possible.


9.
Identify program session hosts/reporters to introduce speakers, presenters or panelists at the annual conference.


10.
Contact local officials and dignitaries to advise of conference(s) and invite their attendance.


C.
Suggested Schedule of Activities


1.
October-November


a.
Initiate contact with speakers and develop draft agenda to show blocks of time with tentative subjects.


b.
Prepare interest survey to vendors for the upcoming midyear and annual conference(s)


2.
November-December



a.
Make final agreements with speakers after review with President.



b.
Confirm arrangements in writing with speakers.



c.
Make tentative final plans with site host and social chair.



d.
Prepare article for The Court Manager and Court Communique.



e.
Distribute draft agenda(s) at the fall Board meeting.



f.
Prepare final agenda for the midyear conference.


3.
January-February



a.
Update and review agenda(s) with the Board at the midyear meeting.  Make final changes to the annual conference agenda.



b.
Prepare final agenda for the annual conference.



c.
Advertise final conference agenda in The Court Manager and Court Communique.



d.
Prepare mail-out with hotel reservation and conference sign-ups (NCSC).



e.
Contact speakers for draft of speech and hand-outs, resume, etc.



f.
Select session hosts/reporters to introduce speakers, monitor sessions and prepare follow-up reports on each session.  Send them a list of their duties.  Send their names to The Court Manager Editor and Association Services.



g.
Make final plans with hotel regarding meeting rooms, meals, social activities.



h.
Prepare agendas as needed for individual events (e.g. opening reception).  Contact any others responsible for events and obtain agendas from them.


4.
March-April



a.
Contact keynote speaker, mayors, county commissioners, and governor by letter, thanking them and inviting them to all events.  Also ask them to submit a letter to the NACM President for inclusion in conference materials.



b.
Prepare all brochures, notebooks, conference hand-outs, souvenirs, etc., and awards including committee awards (NCSC).



c.
Contact opening ceremony speakers and explain site and expectations.



d.
Contact exhibition coordinator and site host to see to last minute details.


5.
June-July



a.
Send another flyer if necessary (NCSC).



b.
Keep track of registrants and budgets (NCSC).



c.
Finalize all details with President and Association Services.



d.
Remind all hosts of their respective sessions and what is expected.



e.
Make final contact with all speakers and committee chairs.



f.
Thank speakers, hosts/reporters, and vendors.  This can be done in writing during or after the conference(s).

XIII.
SOCIAL PROGRAM CHAIRPERSON

Assist the Conference host and the Conference Development Committee Chairperson with the planning of social activities at the conference.  Schedule and coordinate the planning and execution of each selected activity with that activity sub-chairperson (not to interfere with education program).:

A.
Run/Walk - the site will be provided by the Conference Host.  This sub-chairperson is responsible for seeing that the sign-up lists are at the registration desk, giving directions to the course and selecting someone to compute the times.  This sub-chairperson will be responsible for providing prizes, costs limited to that provided in the conference budget, and presenting the prizes at the time selected.  Any transportation needs to be worked out with the sub-chairperson of transportation through the Social Activities Chairperson.


B.
Golf - the site will be provided by the Conference Host.  This sub-chairperson is responsible for seeing that the sign-up lists are at the registration desk, giving directions to the course and selecting someone to compute the scores.  This sub-chairperson will be responsible for providing prizes, costs limited to that provided in the conference budget, and presenting the prizes at the time selected.  Any transportation needs to be worked out with the sub-chairperson of transportation through the Social Activities Chairperson.


C.
Tennis - the site will be provided by the Conference Host. This sub-chairperson is responsible for seeing that the sign-up lists are at the registration desk, giving directions to the courts and selecting someone to gather the scores.  This sub-chairperson will be responsible for providing prizes, costs limited to that provided in the conference budget, and presenting the prizes at the time selected.  Any transportation needs to be worked out with the sub-chairperson of transportation through the Social Activities Chairperson.


D.
Tours - the tours and local events of interest will be recommended by the Conference Host.  It will be the responsibility of the sub-chairperson to make these tours and events available to conferees and guests.  Those activities selected should be of such a variety as to be of interest to as many people as possible.  Any expenses involved with any activity in this category will be borne by the participant.  This sub-chairperson is responsible for seeing that sign-up lists are at the registration desk, directions as necessary are provided and if transportation is required, this need is worked out with the transportation sub-chairperson through the Social Activities Chairperson.


E.
Special Events - this is the major social activity of the conference.  This should be something that exposes the conferees and guests to that which the locale is noted.




The arrangements for this activity will usually be made by the Conference Host. However, assistance may be needed to determine the number attending, with the distribution of tickets, shepherding to maintain the schedule, etc.  This activity may be included in the registration fee or may be separate.  If transportation is needed and is not contracted, these needs are to be worked out with the sub-chairperson of transportation through the Social Activities Chairperson.


F.
Transportation - this is the committee that arranges for the transportation for all activities that do not have contract transportation.  This could be car-pooling, information on public transportation or scheduling the conference van.  When the schedule permits, this committee will provide transportation for conferees to unscheduled activities.  A sign-up list at the registration desk is helpful for this.


G.
Hospitality - this committee is responsible for staffing the hospitality suite during the hours of opening.  The hospitality suite should not be open while any educational program is in session.  The sub-chairperson must see that the necessary supplies are in the room before the suite opens.  The sub-chairperson must see that the items needed are purchased before and during the conference, and are within conference budget allowances.  The sub-chairperson must see that the suite is cleaned and re-stocked each day ready for use by conferees. The sub-chairperson must see to it that no one is in the suite without a hospitality committee person present and no one past the announced hours of opening.



The sub-chairpersons along with the Social Activities Chairperson constitute the Social Activities Committee.  Each sub-chairperson may form a committee for that activity of a size determined to be needed for the scope of that activity.



Past experience shows that it is critical to involve the local members in the areas of transportation and local events.  Very often the local members will express a strong desire to staff the hospitality suite.  This should be encouraged but if it is not possible, then hospitality suite committee of six to eight should be formed with volunteers from the general membership.



Experience has shown that one person can do it all but not as well as a full committee as is preferred.  It has been done with and without help but, with a full committee, no one person need sacrifice but a few hours at the conference.

XIV.
EXHIBITION COORDINATOR

Exhibitors will participate in midyear and annual conference(s) if they feel they get enough exposure to justify their costs, far more than the booth fee.  The goal of the Exhibition Coordinator is to meet the needs and satisfy to the extent possible, the exhibitors’ expectations. Duties set forth below are devised to attain that goal.  For detailed descriptions of the coordinator’s work product, see the exhibition manual filed at the National Center for State Courts.  


A.
Select Exhibition Space.


Location is the most important aspect of exhibit coordination.  If the exhibition is not located as to draw a major percentage of attendees, attendees are automatically drawn to the exhibits.  This selection is performed at the first site visit.  If the exhibition space is not preserved prior to contract negotiations with the hotel, inferior space will be assigned.


B.
Negotiate Booth Fees with the Convention Service.


Hotels generally have several convention service companies that they work with.  The hotel sales staff usually will recommend a company for the conference in their location.  Early contact is essential, usually the first site visit include contact with the convention service.


  
Scheduling of the exhibition shall be coordinated with the overall agenda of the conference(s).


It is important that time be dedicated to the exhibition.  It is customary to dedicate an entire morning and for exhibitors to attend exhibits for one and one-half days.  The exhibitors may also participate in the overall program.


D.
Prepare Early Notice.


Exhibitors must plan well in advance for a conference.  An early notice should be sent to each exhibitor approximately ten months prior to a conference.  This notice sets their budget function in action and gives the coordinator an idea of expected attendance by exhibitors at the next conference.


E.
Prepare Exhibition Package.


Approximately four months before a conference, an exhibition package will prepared  containing all of the information an exhibitor needs to decide whether or not to finally participate. (This may be sent electronically).


F.
Assign Booth Space and Sign Contracts.


Exhibitors shall return a contract(s) to reserve space at the midyear and annual conference(s).  The booths  will be assigned on a first come, first serve basis.  The Exhibition Coordinator will follow up with exhibitors to promote participation. (Update booth layouts are located on the NACM website.  The booth layout and contract(s) may be distributed at exhibitions).


G.
Show Kits and Thank You Letters.


Approximately one month before the conference a thank you letter and show kits (prepared by the convention service) should be sent to participating exhibitors.


H.
Prepare Exhibition Program.


A program which describes each product being shown and the location of the exhibitors booth needs to be prepared and printed.  These programs will be distributed at conference registration.


I.
Secure Door Prizes.


Exhibitors select and display door prizes at the conference. Each exhibitor is responsible for selection of recipient and making sure the individual receives the prize.


J.
Security for Displays.


Arrange for security of exhibition booth during hours when exhibitors are not present.


K.
Maintain Exhibitor List.


The exhibitor list is very dynamic and changes often.  The National Center for State Courts maintains an updated list.  The Exhibitor Coordinator will forward any timely changes to Association Services.

XV.
ASSOCIATION SERVICES STAFF

The National Center for State Courts assists the officers and members in coordinating, promoting, and conducting the midyear and annual conference(s) board meetings of the officers and directors, an annual business meeting, and other special meetings and conferences.  This service includes the following:


A.
Distribute conference notices.  This includes assisting conference chairs with drafting materials for mailing, preparation of materials and actual.  A minimum of two notices are recommended prior to conference date(s) notifications.


B.
Plan and organize the conference(s) in whatever way desired by the conference and social chairs.  This includes helping to identify seminar topics and possible speakers, consulting on the actual schedule of events, planning of meal functions, etc.


C.
Correspond with conference speakers concerning such items as accommodations and reimbursement of expenses, audio-visual needs, educational materials and handouts, etc.


D.
Assist conference and social chairs in working with hotel staff to set up billing procedures, schedule rooms for various conference events, oversee planning and operation of meal functions and room set-up.  Staff will prepare a set of detailed function sheets for the hotel staff to follow for each conference event and, if desired, will work directly with the hotel to ensure that each function runs smoothly.


E.
Assist conference and social chairs in obtaining necessary materials and supplies for conference, such as conference notebooks or binders, name tags, signs, tickets, ballots, etc.


F.
Compile and prepare conference materials, packets for participants, hosts, and speakers.  Material may include educational materials, committee reports, meeting agendas, biographical information on speakers, participants list, speakers list, etc.


G.
Assist conference and social chairs in determining content and design of educational and social programs.  Handle production and printing of programs.


H.
Handle all conference registration.  This includes keeping registration list, handling money, and preparing participants list and name badges for attendees.  Collect and report all other  association monies connected with the conference.  Staff a registration area throughout the conference.


I.
Attend and provide support to association business meetings, board of directors meetings, and any other such meetings as requested.  If requested, staff can take minutes of meetings which will be transcribed and distributed within a reasonable period of time after the meeting.


J.
Assist with other miscellaneous tasks as requested by the conference and social chairs, the President, other officers, and Board Members, or chairpersons.


K.
Assist exhibition coordinator in whatever way desired in the planning and organizing of the conference exhibition.  This includes invoicing exhibitors for fee, preparing packets of materials and name tags, pre-conference correspondence, etc.


L.
Following the meeting, staff will handle the receipt and payment of outstanding bills and distribute any conference materials necessary.  Once conference bills are received, a conference financial report will be prepared and distributed to the conference and social chairs and the Board of Directors.

XVI.
FALL BOARD OF DIRECTORS MEETING

A.
The fall meeting of the Board of Directors is usually held in October or November.


 B.
The fall meeting shall be held at the site and facility of the upcoming annual conference.


C.
The fall meeting shall be attended by the Board of Directors, guests specifically invited by or with the advance approval of the President, and Association Services staff.


XVII.
MIDYEAR BOARD OF DIRECTORS MEETING

A.
The midyear meeting of the Board of Directors is usually held in February or March.


B.
The midyear meeting shall be held in conjunction with the mid-year conference.


C.
The midyear meeting shall be attended by the Board of Directors, guests specifically invited by or with the advance approval of the President, and Association Services staff.
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®   NATIONAL ASSOCIATION FOR COURT MANAGEMENT
PREVIOUS AND FUTURE NACM CONFERENCE SITES

	Year
	Annual Conference
	Midyear Conference

	1985
	Fort Worth, Texas
	

	1986
	Las Vegas, Nevada
	

	1987
	Portland, Oregon
	

	1988
	Palm Beach, Florida
	

	1989
	Mt. Crested Butte, Colorado
	

	1990
	Phoenix, Arizona (with the National Conference on Court Management)
	

	1991
	Philadelphia, Pennsylvania
	

	1992
	New Orleans, Louisiana
	

	1993
	San Diego, California
	Baltimore, Maryland

	1994
	Miami, Florida
	St. Louis, Missouri

	1995
	Chicago, Illinois
	Portland, Oregon

	1996
	Albuquerque, New Mexico
	Williamsburg, Virginia

	1997
	Washington, DC area (Arlington, Virginia)
	Minneapolis, Minnesota

	1998
	San Antonio, Texas
	Colorado Springs, Colorado

	1999
	San Jose, California
	Cincinnati, Ohio

	2000
	Atlanta, Georgia
	Kansas City, Missouri

	2001
	New Orleans, Louisiana
	Las Vegas, Nevada

	2002
	Portland, Oregon
	Williamsburg, Virginia

	2003
	Washington, DC
	Tucson, Arizona

	2004
	Grapevine (Dallas), Texas
	Savannah, Georgia

	2005
	San Francisco, California
	Biloxi, Mississippi

	2006
	Ft. Lauderdale, Florida
	Colorado Springs, Colorado

	2007
	Chicago, Illinois
	New York, New York

	2008
	Anaheim, California
	Charleston, South Carolina

	2009
	Boston, Massachusetts
	Portland, Oregon

	2010
	New Orleans, Louisiana
	Colorado Springs, Colorado

	2011
	Las Vegas, Nevada
	Baltimore, Maryland

	2012
	Orlando, Florida
	Minneapolis, Minnesota

	2013
	San Antonio, Texas
	Los Angeles, California

	2014
	Scottsdale, Arizona
	

	2015
	Louisville, Kentucky
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