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T

hese guidelines have been prepared for the

local chair (“the chair”) of a NAPS national convention. This guideline provides a very general overview of the local committee’s responsibilities and a list of specific committee guidelines available for local convention committees. All convention guidelines provide general direction and information about individual and group responsibilities. They, of course, cannot be completely comprehensive. Each convention site offers different surroundings, facilities and transportation opportunities, making it impossible to write a step-by-step guide applicable to every national convention. 

When looking for additional information or details not included in the guidelines, the key to remember is ask before acting. The two best sources of information are the NAPS Meeting planner, NAPS Headquarters (resident officers and staff) and the individuals who managed the convention and committee at the previous convention. Don’t reinvent the wheel. Ask first, then act.

BEFORE THE CONVENTION

Virtually all of the chair’s work occurs before the convention. There are significant additional responsibilities during the convention week, but once the convention begins, most of your work is done.

Organization












The initial steps involve recruiting the team of individuals willing to commit their time and energy to the convention (and they’ll need plenty of both), assigning them to the various local committees, and selecting committee chairs. With most conventions there are changes in the core group of volunteers, but by giving interested NAPS and Auxiliary members a complete understanding of their obligations and time commitments, the chair can significantly reduce the dropout rate during the two-year period leading up to the convention. Put another way, the chair is ultimately responsible for the effectiveness of the committees, but that job is made easier by spreading the work around to as large a group of responsible, committed members as possible.

For some local committees, NAPS Headquarters prepares convention guidelines because the level of detail requires it. For other committees, no guidelines exist because the work required is not so detailed that written instructions or reminders would be helpful.

For most conventions the following committees are recommended. You may decide to merge two committees, or add one or two, based on your needs and number of volunteers. For each we list a recommended number of committee members, whether guidelines exist for the committee, and how many months before the convention its work should begin.


NO. OF
GUIDELINES
WORK

COMMITTEE
MEM.
AVAILABLE
BEGINS

Golf
4
Yes
18 mo.

Opening Ceremonies
6
Yes
12 mo

Invitations
2
No
12 mo.

Publicity
1
No
18 mo.

Delegate Packet
6
No
12 mo.

Often an individual member serves on more than one committee. The Delegate Packet Committee, for instance, requires the work of only one or two individuals up until the week before the convention. Only then, for one evening, do all committee members meet together to stuff the customized attaché cases with material supplied by NAPS Headquarters and whatever local tourism information and complimentary items the chair gathers from local merchants and businesses.

For the names and telephone numbers of the chairs of each committee from the preceding convention, contact NAPS Headquarters. We urge each committee chair to speak with his or her predecessor at least once before assuming responsibility for a committee.

NAPS Functions

The local convention chair should assign one individual to be responsible for a particular function, such as the Opening Ceremony.
All remaining responsibilities may be assigned to a small committee of one or two members, or to an individual branch or Auxiliary member. It is imperative that the chair delegate this work whenever possible, because the number of items that cannot be delegated keep the chair quite busy, especially during the months leading up to the convention.

Budget













How much does your branch have to spend locally on a national convention? Probably not as much as you would like to have, but NAPS Headquarters works with the chair to make minor changes if certain costs are higher (or lower) in one location than in another.

The host branch receives up to $5,000 from NAPS Headquarters to defray the expenses incurred by the branch for the national convention. Expenses incurred above this amount are the responsibility of the branch. Receipts for all reimbursable expenses are required.

NAPS Headquarters sends the host branch a check in the amount of $1,000 during the month of December prior to the convention. The branch must submit receipts totaling at least  $1,000 to NAPS Headquarters before receiving additional funds. NAPS Headquarters advances additional funds in $1,000 increments upon submission of $1,000 in receipts by the branch unless a request for a larger advance is received in writing by the president explaining the necessity for the additional moneys.
The host branch prepares a budget by October of the year before the convention for anticipated expenses so the branch is not left with a large unanticipated deficit for which NAPS Headquarters will not reimburse the host branch. The following budget lists the required expenses that must come out of the $5,000 allowance. Costs are estimates based on previous conventions.

Telephone Calls, Faxes
$1,500.00

Office Supplies, Photocopies, etc.
300.00

Convention Meeting Expenses
1,000.00

Branch Photo for the Convention Program
300.00

Other 
  1,900.00


TOTAL
$5,000.00

Any advanced funds not documented by receipts must be returned to NAPS Headquarters no later than October 1 of the convention year and are placed back into the General Convention Fund.

The local committee derives additional income from fund-raising efforts of their choosing. Previous examples include selling t-shirts and mugs, scheduling day trips to local sight seeing venues and raffles.

Local Branch Responsibilities








There are several projects handled by the local committee, sometimes independent of NAPS Headquarters and sometimes only with its approval. This section provides an overview of some of the more important categories of tasks, defines whether the local committee or NAPS Headquarters handles them, and suggests how the chair might delegate responsibility for accomplishing tasks assigned to the local committee.

Contracts

NAPS Headquarters negotiates and signs all contracts. 

Publicity

The local chair coordinates this with a committee member, assisted by the local convention and visitors’ bureau to produce articles for The Postal Supervisor.

Banner, Badges and Area Signs

NAPS Headquarters approves, designs and orders these materials.

Delegate Attaches and Souvenirs
NAPS Headquarters orders these items and handles shipping to the local branch in time for them to be stuffed with inserts about the host city. 

Printing

NAPS Headquarters handles printing of all convention materials.

Communication Channels

Most communication with NAPS Headquarters will be with the president or national convention chair. Advance work can usually be accomplished by mail. Closer to the time of the convention, usually in early June, weekly teleconferences are held between some of the local branch officers and members and all three resident officers and some of the office staff. But whenever any member of the host branch has questions any officer or staff member provides assistance whenever possible. 

Time Line













The most important responsibility for the local convention chair is ensuring that projects are completed according to a schedule. Completing assignments as soon as possible is as important as dividing the various projects among as many local convention committees as possible. Setting and following a set of deadlines will keep the entire process on time. More importantly, timelines can be the difference between the host branch members enjoying the convention and enduring it.
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