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ARTICLE I
POLICY AND GUIDELINES FOR HOSTING FALL AND MID‑YEAR B.O.D. MEETINGS

GENERAL INFORMATION

In order to satisfy these minimum guidelines the following must be included:

Beginning in 2005, a host committee organization needs to submit to the Administrative Vice President a letter of intent to bid.  The letter may be submitted no earlier than two years prior to the meeting to be bid, nor later than 120 days prior to the meeting at which the Convention and Bid Review Committee will review the bid.  The letter of intent should include at a minimum the names of the Host Organization’s central committee (Chairperson, Facilities, Hospitality, Treasurer, Legal Counsel, etc.) and the proposed hotel location.  The letter of intent will be presented to the Executive Committee for announcement to the general membership, preferably two (2) years prior to the meeting.  After announcement, the Host Organization Committee must submit a final bid with a signed hotel contract in accordance with the provisions of the bylaws (Article XVI, Section 1).  Executive Committee and Board of Directors approval are required for the final bid, and hotel contract and, if necessary, for an extension of time to get a signed hotel contract.

Bid must be received by the Administrative Vice President forty five (45) days prior to the meeting at which the vote will be taken.

Room requirements for Fall BOD, and for Mid-Year BOD, 90-120 rooms typically.

Per the By-Laws, the Fall BOD Meeting must be between the second and last weekend in September (except as specified in Article XVI, Section 1, as amended September 21, 2002), and the Mid-Year BOD Meeting must be between the second and the last weekend in January except as specified in the bylaws.

You must include a letter from the State Senate Organization authorizing the bid, and agreeing to follow the bid policy, such as providing the Presidential suite and the payment of registration rebate as later defined in this policy.

The bid must include: registration price and deadline, late registration fee, meals, hospitality, any additional activities, room rates, with any room restrictions and hotel payment requirements (i.e., deposit charged to credit card at time of reservation, maximum number of persons in the room, additional charge per person, cancellation notice, etc.) and airport transportation information. You should obtain a meeting bid checklist and questionnaire from the Administrative Vice President.  If the meeting is held in conjunction with a US Junior Chamber meeting, hotel selection should be made with proximity to the Jaycee host hotel in mind.  Any arrangements with the USJC deemed appropriate by the Board of Directors will be made directly by the US JCI Senate in consultation with the Host Committee. All negotiations and/or requests regarding any arrangements with the hotel will be made by the Host Committee.

ROOM RATE SHALL NOT ALLOW FOR ANY UP CHARGE

Hotel agreement to the proposed contract must indicate their willingness to host the meeting at their facility. It must include booking agreement showing room rates, comp room totals and any addendum information; facility layout; meeting room size and capacity; and hospitality room size and capacity. It also needs to spell out agreement of hospitality room usage and if corkage is required.  Any plans to offer outdoor hospitality should include provisions for those with health issues (e.g. offering an indoor air-conditioned room with seating for those unable to deal with excessively hot weather.)  Recommend committee send confirmation notices to those who register by the early registration deadline.

HOTEL AND LOCATION

It is preferable to have most functions in the general area of the hotel, especially for meetings and meals. If something unique is offered, (Saturday evening for example), a trip outside is okay, as long as transportation is provided to all registered attendees.

The hotel should be chosen for its willingness to accommodate the Host's Committee desired type of hospitality and ability to accommodate the desired activities and meetings within your budget as explained later.

Most rooms required will be double occupancy; a mix of double-double and kings is desirable. A two-room suite must be provided at no charge to the National President by the Host Committee for Thursday, Friday and Saturday nights. Overall facility quality must be good, but luxury is not essential. Recommend AAA or 3 diamond rating as a minimum.  

Easy access from air and ground transportation is desirable. Convenient and reasonable transportation to and from the airport should be provided. (A complimentary shuttle is preferred). Transportation nationally elected officers is suggested at a minimum. Nationally elected officers should be informed in advance what will and will not be provided by the host committee.  A copy of the signed contract for the hotel must be on file with the Administrative Vice President forty-five (45) days after the vote of acceptance.

HOSPITALITY ROOM

Must be large enough to accommodate all attending persons (typically 225-275) sitting or standing comfortably; need to have facility for a bar and serving area as required. Adequate tables for eating and conversation should be provided as well as an open area for mixing. Provisions need to be made for Senate sales tables and a registration area. Locked storage will need to be available for sales material in the immediate vicinity of hospitality or elsewhere in the hotel if manpower is available to move products. Extra tables for other displays need to be available if needed. The room will need to be available for accompanying persons to congregate and socialize during the meeting.

The following would be the suggested minimum expected hospitality:  

Preferred hours:  8:00 AM to 2:00 AM.

Thursday evening:  beverages including beer, non-alcoholic beer, wine, limited bar, soda (including diet, and caffeine-free), coffee and bottled water.  Light snacks (i.e. chips, pretzels, nuts)

Friday:  Continental breakfast.  Same beverages as above.  Light snacks.

Friday evening:  Same beverages as above.  Hot hors d’oeuvres, cheese and crackers, chips and salsa.

Saturday:  Continental breakfast.  Same beverages as above.  Light snacks.  No alcoholic beverages served during business meeting, but hospitality room stays open for those who wish to socialize.

Sunday morning:  Continental breakfast.

It is understood that, other than the meals described below, meals are not a necessary part of hospitality. 

Separate smoking and non-smoking areas are preferred, however main hospitality area and all meeting areas will be non-smoking. Only one bar is necessary.

Hospitality will need to be available from Thursday evening through Sunday noon. (See “Activities” section below regarding Thursday hospitality.)

MEETING ROOMS

Three meeting rooms are required on Friday. One room must be available all day, set up “U-shaped” or boardroom style with seating for 20 around the table and additional seating for 15 around the room. The second and third room must be available on Friday from 3 p.m. until midnight set up the same way, if possible, for 35 to 50. Can be set up theatre style, if necessary. A US Flag will be displayed in all meeting rooms.

Saturday general business meeting will need a head table for 10 with a two-microphone/two-podium PA system. The PA system MUST be of sufficient quality to be clearly audible throughout the meeting room.  The US Flag, provided by the Host Committee, must be displayed. The Sergeant at Arms will provide the Jaycee Creed, US JCI Senate Flag and the Canadian Flag.  The balance of the seating (based on registrations) to be theatre style.

MEALS

A Saturday lunch and/or dinner to be provided for all registrants at the Meetings. Meals should, at MINIMUM, include:  appetizer and/or salad, main course, dessert and beverage.  A buffet is acceptable to cover this requirement.

ACTIVITIES

Activities will need to be coordinated with the Administrative Vice President. The weekend agenda of meeting times to be provided to Host Committee by the Administrative Vice President 30 days prior for room assignments and finalized no later than 20 days prior.

Thursday -

Many early arrivals will come in; committee may arrange to pick up nationally elected officers; basic hospitality set up needs to be done for Thursday evening.  A nominal charge may be imposed for Thursday evening hospitality. While Thursday hospitality is expected to be provided, it is an optional item for the attendee.

Friday - 

Registration, hospitality, product sales, transportation from airport. Executive Committee, Future Directions Committee, Constitution & By-Laws, Convention & Bid Review, Finance Committee, Freshman Senators and Presidents Information Exchange meetings will take place. Other tours and activities as you wish to set up for the afternoon.

Saturday - 

Registration, hospitality, product sales, transportation from airport, Board Meeting from 8am to noon. One or two meals, and any other activities you may wish to set up.

Sunday -

Hospitality, transportation to airport.

If the meeting is held in conjunction with a US Junior Chamber meeting, time should be structured and coordinated to allow those who wish to participate in the maximum number of both Jaycee and Senate activities to do so.

PUBLICITY

Publicity to be handled mainly through Senate Scene, Mentors, and direct mailings. The registration form will be published in as many issues as there is space available after the previous meeting in Senate Scene and in two issues of MENTORS. Hotel information regarding deposit and maximum numbers per room must be on the registration form.  The host committee will be responsible for advertising in the Mentors equal to two full page ads.  Ads in the Mentors are to be paid for by the host committee.

Approved January 20, 2005 by the Executive Committee, US JCI Senate

MANPOWER

Manpower will be needed to set up hospitality, handle registration, and tend bar, fix food, shuttle people to and from airport. A General Chairman, Hospitality Chairman and eight to ten workers will be needed. In addition, a Chairman and workers may be needed depending upon other activity planned for the weekend.

INSURANCE

The US JCI Senate will provide insurance for the meeting (not to include Corps activities) at a cost to the Host committee of one fourth (1/4) the annual premium. This fee is due to the US JCI Senate Treasurer six months prior to the meeting. Refer to the current budget for cost estimates of the insurance.

FINANCE

The majority of cash flow for this project comes from registration and this fee shall be set by documentation and justification of the proposed registration fee, preferably between $45 and $55 with $5 going to the US JCI Senate.  This registration will need to cover the cost of the lunch and/or dinner and the hospitality room as well as the two-room suite for the President of the US JCI Senate. A partial daily registration may be assessed by the host organization committee.  If daily registrations exceed 15% of reported full registrations, a $5 daily fee may be assessed by the US JCI Senate.  A late registration fee may also be assessed. The $5 rebate per fully registered attendee is payable to the US JCI Senate Treasurer Sunday of the meeting weekend.  A $25 off-site fee may be assessed by the host organization for anyone staying outside the host hotel, or designated overflow hotel, and anyone rooming outside the event room block in the host hotel or overflow hotel.  A list of attendees shall be provided to the Administrative Vice President and Treasurer within forty-five (45) days after the meeting.

BID REVIEW AND APPROVAL

The President shall appoint a bid review committee consisting of the Administrative Vice President, one Past National President, one current State President and up to two Senators at large, to review all bids to ensure they meet the bid criteria.  Legal Counsel will also be provided the bid for review.

If the bid meets the criteria, the AVP will submit the bid for approval of to the Executive Committee for approval; after Executive Committee approval, bids will be submitted to the board for a vote.

If the bid does not meet the criteria, the AVP will submit to the Executive Committee with a recommendation to accept or reject, if the Executive Committee accepts the bid, it will go to the board for a vote.

The President and Legal Counsel of the US JCI Senate will sign an agreement with the Host Committee accepting the bid on the condition the Host Committee conducts the meeting in accordance with the policy and By Laws in effect at the time of the acceptance of the bid and any additional terms negotiated with the executive committee or board with the bid approval. The Executive Committee can revoke the agreement with a two-thirds vote if the Host Committee organization fails to comply with the terms of the agreement.

ATTACHMENTS

The following is a guideline to adhere to when preparing your Fall or Midyear bid:
U. S. JCI Senate

Fall/Midyear Board of Directors Meeting

Sample Schedule
Location, Date

Thursday 

6:00 PM - 2:00 AM
Registration

 

Ballroom Hallway

Noon - 2:00 AM

Hospitality Available


Meeting Rooms 1 & 2

Friday 

8:00AM - 2:00 AM
Hospitality Available


Meeting Rooms 1 & 2

Noon - 5:00 PM

Golf Tournament

 

5:00 PM - 6:00 PM
Finance Committee
 

Ballroom B

6:00 PM - 7:00 PM
Constitution & By-Laws
Committee
Ballroom C

6:00 PM - 8:00 PM
Dinner




Rear Parking Lot

7:00 PM - 8:00 PM
Bid Review Committee


Ballroom B

8:00 PM - 9:00 PM
Freshman Senators Orientation

Ballroom B

8:00 PM - 9:00 PM
Future Directions Committee

Ballroom C

9:00 PM - 11:00 PM
PIE Presidents Meeting


Amphitheater

9:00 PM - 11:00 PM
Executive Committee


Ballroom B

Saturday 

7:00 AM - 8:00 AM
U.S. Senate Foundation Breakfast
Café Restaurant

8:30 AM - 11:30 AM
Business Meeting


Ballroom C & D

Noon - 2:00 AM

Hospitality Available


Meeting Rooms 1 & 2

Noon - 1:00 PM

Lunch




Ballrooms A,B,C, & D

1:00 PM - 5:00 PM
Optional Tours (or continuation of business meeting if needed)

7:00 PM - 8:30 PM
Dinner




Ballrooms A,B,C, & D

Sunday 

8:00 AM - Noon

Hospitality Available


Meeting Rooms 1 & 2

MEETING ROOM REQUIREMENTS

These are the minimum requirements and may have to be adjusted as we get closer to the actual meeting dates.  A lot will depend on your registration numbers.

FRIDAY

Executive Committee Meeting - Seating for 20 around a “U-shaped” or conference table with seating for an additional 10 observers. Please make sure a US flag is in the room.

Future Directions Committee Meeting - Seating for 20 around a “U-shaped” or conference table with seating for an additional 10 observers.

Finance Committee Meeting - Seating for 15 around a “U-shaped” or conference table with seating for an additional 10 observers.

Constitution & By Laws Committee Meeting - Seating for 10 around a “U-shaped” or conference table with seating for an additional 10 observers.

Convention and Bid Review Committee Meeting - Seating for 10 around a “U-shaped” or conference table with seating for an addition 10 observers.

PIE Presidents Meeting - Seating for 40, if possible with a U shaped seating around the outer edges so that no one's back is to anyone. There should be chairs around the outer walls of the room for observers and other committee representatives.

Freshman Senators Orientation - Requirements will vary depending upon attendance and planning by the Freshman Senators chairperson.  Meeting time is flexible.

Products – Display space provided in or near the hospitality area.

[Note:  Committee meetings must be scheduled in close consultation with the AVP to avoid conflicts.  For example, Legal Counsel is expected to attend Finance, Bid Review and Constitution and Bylaws.  Therefore those meetings should not overlap.  Finance and Bid Review committees each include a state president so those meetings should not overlap P.I.E.  The Future Directions Committee has expressed a desire to send representatives to all other committee meetings as observers, and hold its meetings last.]

SATURDAY

Foundation Breakfast - They would like an area in the Hotel Restaurant or other suitable location with seating for 20. Final breakfast arrangements will be made by the Foundation President upon his/her arrival. The cost of this event is borne by the Foundation members.  

Business Meeting - Room set up theatre style for 200 with a raised divided head table and free standing podium with PA system and US flag. Three 8 foot tables at the back of the room for products and reports. Ice water and glasses on the head table and at the back of the room.

Products – Display space provided in or near the hospitality area.

ARTICLE II
POLICY AND GUIDELINES FOR HOSTING US JCI SENATE NATIONAL CONVENTION

GENERAL INFORMATION

The US JCI Senate National Convention and Elections are held between the second complete weekend and the last day of June.

Beginning with the 2005 National Convention, the State Host Committee organization needs to submit a letter of intent to bid to the AVP 90 days before the meeting where the bid will be reviewed by the bid review committee (up to two years out).  The letter of intent should include at least the names of the central committee (Chairman, Facilities, Hospitality, Treasurer, Legal Counsel, etc) and the proposed hotel location. The letter of intent will be presented to the Executive Committee for acceptance, preferably two years prior to the event.

After acceptance of the letter of intent by the Executive Committee, the Host committee must submit a final bid with a signed hotel contract at least one year prior to the meeting. Executive Committee and Board of Directors approval are required for the final bid and hotel contract and if necessary for the extension of time to get a signed hotel contract.

HOTEL AND LOCATION

NEGOTIATIONS

Plenty of time should be allowed for negotiations and subsequent review of the hotel contract by Legal Counsel in order to meet the designated deadline. The final signed hotel contract should be submitted along with the final bid to the US JCI Administrative VP as indicated on page P-1. The hotel contract must contain room rates, suite rates, cutoff dates, meeting room availability (Tuesday through Saturday), banquet costs, and comp room numbers.

ROOM RATE SHALL NOT ALLOW FOR ANY UP CHARGE. Contract must also include any local policies regarding numbers of persons in rooms, rates per person, credit card billing, information on vehicle parking restrictions, etc.

LOCATION

It is desirable to have most activities in the general area of the hotel. Transportation should be provided for any activity that is away from the hotel area.

The hotel should be chosen based upon willingness, ability and capacity to accommodate the food and drink associated with Senate hospitality at a reasonable cost; sufficient meeting and banquet space; adequate number and quality of rooms at a fair price; and willingness to work with the Host committee.

SLEEPING ROOMS

There will be a need for approximately 175-200 sleeping rooms.  Most will be double occupancy; a mix of double doubles and kings or queens is desirable. Two to four suites are usually needed. One 2-room suite must be provided at no charge to the US JCI Senate President for 6 nights.  Complementary rooms over and above the first 4 will be negotiated with the host committee on a room night basis.

Overall facility quality must be good, but luxury is not essential. AAA or 3-diamond rating as a minimum is suggested. Easy access from air and ground transportation is desirable. Convenient and reasonable transportation to and from the airport should be provided. A complimentary shuttle is preferred. Transportation for the Executive Committee is required at a minimum.
The hotel must be able to accommodate the meetings and meals as well as the hospitality for the week. It is desirable to have most functions in the general area of the hotel, especially for meetings and meals. If something unique is offered, a trip outside is okay, as long as transportation is provided. 

HOSPITALITY ROOM

Must be large enough to accommodate all attending persons (typically 350-450) sitting or standing comfortably, will need to have facilities for a bar and serving area as required. Adequate tables for eating and conversation are to be provided as well as an open area for mixing. Provisions will need to be made for Senate sales tables, US JCI Senate Foundation, and other displays as required. Locked storage must be available for sales materials in the immediate vicinity of hospitality or elsewhere in the hotel if manpower is available to move products. The room will need to be available for accompanying persons to congregate and socialize during the meetings. Separate smoking and non-smoking areas are preferred. Only one bar is necessary.

Any plans to offer outdoor hospitality should include provisions for those with health issues (e.g. offering an indoor air-conditioned room with seating for those unable to deal with excessively hot weather.)  Recommend committee send meeting confirmation notices to those who register by the early registration deadline.

When providing outdoor hospitality (tent) it may be necessary, depending on locale and state to comply with specific health, fire and/or liquor ordinances and regulations. Special permits, licenses, insurance (Liquor Liability) and/or inspections may be necessary. These will be the responsibility of the Host Organization and, in all cases, provision MUST be made to indemnify The US JCI Senate as well as the Host Organization.   

Arrangements shall be made with the hotel for storage of food for hospitality and keeping beer and ice in their coolers. Lockable storage room(s) shall be provided in the area of the hospitality room for products, hospitality supplies, registration materials, and display materials. It is desirable that the hospitality room be in an area that can remain set up at all times, and can be separated from the banquet/meeting area. Allowance for corkage, food services, ice and cooler availability, and late hours shall be included in the hotel contract. Conflicts with other hotel guests should be kept to a minimum. The room will be available for accompanying persons to congregate and socialize during the various meetings held.

Hospitality must be available from Day 0 (arrival day) through Day 5 (departure day) as follows at a minimum:


Day 0 - Noon-2am


Day 1 - 8am-2am (bar closed during business meetings)


Day 2 - 8am-2am (bar closed during business meetings)


Day 3 - 8am-2am  


Day 4 - 8am-midnight


Day 5 - 8am-Noon

REGISTRATION

Registration area must be easy to locate and open. Days and times follow at a minimum:


Day 0 - Noon-10pm


Day 1 - 8am-10pm


Day 2- 8am-Noon

Daily registration should be located in the hospitality room after the close of your main registration area.

FINANCIAL

The US JCI Senate will provide seed money to the host organization on, or after July 1, in the year prior to the meeting provided a contract between the host organization and the US JCI Senate has been properly executed.

By January 1, (18 months prior to the hosted convention) the Host committee chairman will present a budget proposal and registration proposal to the administrative vice president and Bid Review Committee for approval and recommendation to the Executive Committee. Items to be detailed in the proposal include but are not limited to:

Operating Budget, including all anticipated income and expense and proposed disposition of any surplus.

Hotel Contract

Registration, proposed and pre-registration. Pre-registration is suggested until 6/1. Registration will include:

Banquet

Hospitality fee

Insurance 

Publicity

On-Site registration fee include:

Daily Hospitality

Banquet

A representative full registration fee is distributed as follows:

$25 fee to the US JCI Senate 

$75 for the Hosting Senate Organization

$100 Total early registration

You may assess a late registration fee.
You may assess a $50 one-time off site fee for each attendee not staying in the Host Committee organization hotel. This encourages persons attending to stay in the Host Committee facility which will add to the total room count and justify meeting room requirements and needs. If the Host Committee signs the hotel contract, it will retain the off-site fee collected.  If the US JCI Senate signs the hotel contract, it will retain the fee.

A partial daily registration of up to will be assessed by the Host committee.  If daily registrations exceed 15% of the reported full registrations, a $5 daily fee may be assessed by the US JCI Senate.

GUEST EXPENSE POLICY:


Hotel and Registration expenses of the guests of the United States JCI Senate 

             are the responsibility of the United States JCI Senate.


Hotel and Registration expenses of the guests of the Host Committee are the 


Responsibility of the Host Committee.

You will also be expected to collect on your registration form fees for raffle, golf tournament entries or other activities as requested by the AVP.  Raffle fees shall revert to the US JCI Senate.  Other fees shall be distributed as negotiated or as directed by the AVP.

The convention treasurer must be prepared to settle up with the US JCI Senate treasurer on Day 3 afternoon for all full registrations, USJCC registration amount, or any other monies collected on behalf of the US JCI Senate.  Raffle proceeds will be settled with the Raffle chairman prior to the raffle. Within 45 days the treasurer must provide the AVP and national Senate treasurer a list of all registrations and a total room night count by day of the week, as well as any additional monies due after the Friday accounting settlement.

INSURANCE

The US JCI Senate will provide insurance for the meeting (not to include any Corps of Corps activities) at a cost to the Host committee of one half (1/2) the annual premium. This fee is due to the US JCI Senate Treasurer at the Mid Year BOD meeting. Refer to the current budget for cost estimates of the insurance.

PUBLICITY

Publicity is to be handled mainly through the Senate Scene, Mentors, and direct mailings. The registration form will be published in as many issues as there is space available after the previous meeting in the Senate Scene and in two issues of Mentors. The Host committee will be responsible for advertising in the Mentors equal to two full-page ads. Ads in the MENTORS are to be paid for by the Host committee.

MANPOWER

Manpower will be needed to set up hospitality, tend bar, fix food, shuttle people to and from the airport, man registration area, etc. A general chairman, hospitality chairman and twenty five to thirty workers will be needed. In addition, a chairman and workers will be needed for any extra activities planned for before or after the convention.

There must be manpower for all activities from the Host committee and the host Senate state. Volunteers from other areas are always needed and welcomed.

COMMITTEE STRUCTURE

CHAIR(s)

The Executive Committee of the USJCI Senate will review the Host committee structure of the final bid. In the event there is not an acceptable bid, the President may contract with a state Senate organization or other contract vendor to promote, manage, arrange, implement and/or conduct the hosted meeting. Contracted state Senate organizations or vendor shall be taken to mean Host committee as used herein.

COMMITTEES

The following committees are needed, (required manpower estimates are only estimates - more help is always needed). A maximum number of senators and spouses should be involved.

General Senate Chairman: (1 or 2 persons - Publicity, Promotion) appoints various committees.

Facilities Coordinator: (2 or 3 persons). Acts as contact with hotel on all facility, food, beverage, etc. problems, registrations for rooms falls into this area, coordinates meetings with the Administrative VP.

Hospitality Coordinator (3 to 5 key persons, 20-30 workers). Coordinates hospitality room manpower, obtains food, arranges for adequate bar service and all hospitality room functions and facilities.

Pre-Registration Coordinator (1 or 2 persons).  Communicates with registrants before they arrive, receives and handles registration forms, and sends out confirmation notices.

Registration (5-6 persons). Hands out packets, monitors hospitality room door, sells daily ribbons and extra tickets, provides information, directories, etc. message board.

Activity/Banquet/Transportation Coordinator (4-6 persons). Arranges transportation for off-site events. Arranges airport shuttle service.

EVENTS DAILY SCHEDULE

The events daily schedule is to be coordinated with the Administrative Vice President, and may vary somewhat from that suggested below:

DAY 0 

This is early arrival day. The committee should set up hospitality, registration, and sales areas; and issue pre-registrations to early arrivals. All supplies should be on site. Hospitality and registration should open in the late afternoon. The Krekorian Golf Tournament may be held on this day.

DAY 1 

The first full day of hospitality, beginning with continental breakfast (informal). Normally this day is hosted by the Host Committee. Committee meetings, including the Executive Committee meeting are held during the day.  The Senate memorial service is normally held during the morning. The Senate states party/raffle is normally held on this day. (Registration and sales booths are open during the day).

DAY 2 

The hospitality room, along with the sales booth, registration, and displays are open all day, beginning with breakfast. The general business meeting can begin as early as 9 to 10 am, break for lunch (hospitality) and end at 5 pm depending upon what is to be covered.  A number of unofficial, but traditional events, such as Silver Foxes, Splinter Corps, etc. may be held on this day.  US JCI Senate Foundation activities are in the evening.

DAY 3 

Hospitality, sales booth, registration and displays continue. The Foundation breakfast and meeting is in the morning. The Senate elections are in the afternoon.  The new executive committee meeting/planning may be held in the pm. (The bylaws require that the new executive committee must meet within 48 hours of the election.)  Tours in am and/or pm.

DAY 4 

Hospitality, sales booth and displays continue. Past Presidents and First Lady Breakfasts in am (space arranged for by Host Committee—financial arrangements made by President).  State officer training may be held in the morning.  National officers training in the afternoon.  Tours in am and/or pm.  There may be a presidential reception (financial arrangements made by President) followed by the formal installation banquet (5:30 pm to 9:00 pm). Music or activity could be added after the banquet. 

DAY 5 

Hospitality till approximately noon.

NOTES

Activities during the day and evening can help reduce manpower and food and drink required in the hospitality room.

Try to serve food unique to the locale, except for the installation banquet.

Activities should be unique to the locale.

Arrange transportation for general Senate activities located away from the hotel complex.

EVENTS

MEETINGS

Several meetings will be held throughout the week, the major ones being the executive committee, the general business meeting, and the elections. In addition, the senate foundation will meet and state officer training will be held. Other small meetings will be held at other times during the week. All meetings are to be coordinated with the administrative vice president who will supply a schedule with exact times and dates of meetings to the Host committee.

Theatre seating with a head table and a two-microphone/two podium PA system capable of being clearly audible throughout the meeting room is required.  The US Flag displayed is required for both business meeting and elections (300-500) person capacity. The Sergeant at arms will provide the Jaycee Creed, US JCI Senate Flag and the Canadian Flag.  Smaller rooms are needed for the following: Executive Board – 50-100; State Officers Training – 25-50; Foundation – 25-50; other miscellaneous – 25-50. Smaller rooms need not have PA but a head table and chair seating is needed. Committee meeting room tables should be set up “U-shaped” or boardroom style.   Exact times and scheduled meetings will be coordinated with the Administrative VP. A US Flag will be displayed in all meeting rooms.

SENATE RAFFLE PARTY/RAFFLE

This event will be coordinated with the raffle committee through the administrative vice president. The Host committee shall arrange for the room, room set up, and PA system for this event. Raffle tickets (provided by the raffle committee) will be sold at the registration up until the event as directed by the Raffle Committee. It is likely that this event will be structured somewhat differently each year so early coordination with the raffle committee is important. Admission to the Senate Raffle Party is a part of the registration package. Tickets for the raffle are a separate item.

HOSPITALITY

Other than overall organization, coordination of hospitality is the most important function of the Host committee. The Host committee may provide coffee and donuts and perhaps bloody marys, in the hospitality room each morning. The Host committee shall provide snacks and appropriate food to be served for hospitality; beer, wine, soft drinks, including diet and caffeine-free soda, and a standard bar all week; and snacks for "in between", as a part of registration. When providing beer, allowance should be made to have non-alcoholic beer available as well. The hospitality room bar is closed for all official functions i.e.; mini states party/raffle, general business meeting, senate get acquainted party (if held), elections meeting, installation banquet. The room may be left open for accompanying persons to congregate and socialize during meetings and elections.

Closing hours should be negotiated with the hotel to allow for late closing. Hospitality should be open from 4pm on the day prior to convention beginning to 2am. Open 7am to 2am during convention week and from 8am to noon on the day following the convention week.

Daily hospitality room ribbons should be available for sale at the registration area and reasonable control exercised at the door to assure that only those for the senate program or hospitality only are admitted.

INSTALLATION BANQUET

Held at about 6:00 pm on the last day, this formal dinner should be designed as a high quality event in every way. This is also the largest event of the week in terms of attendance. Extra tickets should be available for this event at the registration area. A cut off date earlier in the week will likely be necessary to assure an accurate count. Menu, setup, times and head table requirements should be closely coordinated with the administrative vice president.

TRANSPORTATION

Adequate transportation should be ascertained for every event not held at the hotel. Transportation shall be provided for events held away from the hotel. Transportation tickets may be sold.

REGISTRATION

The Host committee will prepare a registration form and submit it for publication in the Mentors by no later than the December issue deadline prior to the convention. In addition to handling out packets; registration answers all questions; distributes the Senate program and weekly agenda; sells single tickets for the raffle and the installation banquet; sells daily ribbons for admissions to the hospitality room and replaces lost ribbons. Multi colored ribbons will be required to handle different types of registrations and to show the difference between day ribbons. The registration committee is also responsible for manning the door of the hospitality room, restricting entrance guests and updating the message board.

PUBLICITY

The majority of meeting publicity can be done through the Mentors and Senate Scene issues. An article about the meeting should appear in each publication. Additional mailings should be made to the state On-To chairmen, regional vice presidents, and at least one mailing to the officer mailing list (directory) reaching all states. Attend all US JCI Senate BOD meetings to report progress and promote the convention.

SAMPLE USJCI Senate Meeting Schedule 











Est.

Day/Event


Time


Location             
Attend.

Day 0

Registration


6 pm-10pm

Lobby

Hospitality


6 pm-2 am

Rhododendron

100

Day 1

Hospitality


8am-2am

Rhododendron

200

Registration


8am-8pm

Lobby

Memorial Services

8:30am-9:30am

Ballroom A & B

175

Constitution & By-Laws

10am-11:30am

Adams


15

P.I.E. 



10am-noon

Washington

50

Lunch



noon-1:30pm

Rhododendron

200+

Finance



12:30pm-2pm

Adams


15

Freshman Senators

2pm-3pm

Washington

30

Convention & Bid Review
2pm-3:30pm

Jefferson

10

Future Directions

3:30pm-5pm

Adams


15

Outgoing Exec. Committee
3:30pm-5:30pm

Washington

40

Senate-States Party Setup
2pm-4pm

Ballroom A, B, C, D
400

Senate-States Party

6pm-8pm

Ballroom A, B, C, D
400

Reverse Raffle


8pm-11pm

Ballroom A, B, C, D
400

Day 2

Hospitality


8am-2am

Rhododendron

200+

Registration


8am-8pm

Lobby

Business Meeting

8:30am-12pm

Ballroom C&D

400+

Lunch



12pm-1pm

Rhododendron

200+

Tour #1



1 pm-4:30 pm

Meet in lobby

Splinter Corps


1pm-3pm

Jefferson

40

Silver Foxes


1pm-3pm

Washington

50

Foundation Raffle Setup

4pm-6pm

Ballroom A, B, C, D
300

Foundation Reception

6pm-7pm

Ballroom A, B, C, D
100

Foundation Raffle

7pm-12am

Ballroom A, B, C, D
300

Day 3

Hospitality


8am-2am

Rhododendron

200+

Registration


8am-noon

Lobby 

Foundation Breakfast

7am-8am

Cardinal
Restaurant
30

Found’n Meeting/Elections
8am-10am

Cardinal
Restaurant
30

Lunch



12pm-1:30pm

Rhododendron

200+

Elections


1:30pm-3pm

Ballroom C&D

400+

Incoming Exec. Board

3pm-5pm

Washington.

50

Karaoke


9pm-12am

Rhododendron

SAMPLE USJCI Senate Meeting Schedule (continued)











Est.

Day/Event


Time


Location             
Attend.

Day 4

Hospitality


8am-5pm

Rhododendron

200+

Past Presidents Breakfast
9am-10:30am

Adams


20

Past First Lady Breakfast
9am-10:30am

Jefferson

20

Friendship Jaycees

9am-10:30am

Washington

25

Tour #2



10:30am-4:30pm
Meet in lobby

Presidents’ Workshop

10:30am-12pm

Washington

50

Treasurers’ Workshop

10:30am-12pm

Jefferson

50

Lunch



Noon-1:30pm

Rhododendron



2002-03 Board Training

1:00pm–3:00pm
Washington

75

President’s Reception

6:30pm-7:15pm

Ballroom Foyer

300+

Year-End Banquet

7:30pm-10:30pm
Ballroom A, B, C, D
450

Dance & Hospitality

10:30pm-1am

Rhododendron 

Day 5

Hospitality


8am-noon

Rhododendron

100

Product Sales in Hospitality Room

NOTE: HAL KREKORIAN MEMORIAL GOLF OUTING shall be scheduled so as to best   

accommodate golf course availability and convention meeting schedule.  This must be scheduled no later than the September Board meeting prior to convention.


This scheduling shall be with the concurrence of the Krekorian Golf Chairman, the 


US JCI Senate AVP and the Host Committee Chairman.

CONCLUSION

The United States JCI Senate National Convention is a family social event organized around the June Meeting; Elections of officers; the Installation Banquet and the Presidential Reverse Raffle, the Senate's major fundraiser.  

The US JCI Senate National Convention is an event operated and controlled by the Senate through its appointed Host Committee, the host senate state, and the host senate region or regions in a manner consistent with policy and guidelines of the US JCI Senate and is subject to the approval of the Board of Directors and Executive Committee of the United States JCI Senate. No arrangement, agreement, or contract may be entered into by third parties, Host Committees, or other groups, unless so designated and/or approved by the President and legal counsel of the US JCI Senate.

The President and legal counsel of the US JCI Senate will sign an agreement with the Host Committee organization accepting the bid on the condition the Host Committee organization conducts the meeting in accordance with the policy and bylaws and any additional terms negotiated with the executive committee or board with the bid approval. The executive committee can revoke the agreement with a two-thirds vote if the Host organization fails to comply with the terms of the agreement.

Articles I and II of the above policy were recommended for adoption by the Convention and Bid Review Committee and approved by a vote of the Executive Committee on June 22, 2003.

ARTICLE III
MEMORIAL AWARDS

OUTSTANDING STATE PRESIDENT  

Each year at the Annual Meeting the President may present an award to the Outstanding SOM (State Organization Member) President.  This award, established in 1992, is named in memory of Thomas E. Humphrey #12758, and is sponsored by the Michigan JCI Senate.  The award shall contain the following inscription:  “This award is given in memory of Thomas E. Humphrey—Presented to the Outstanding Senate President who best exemplifies the qualities of love, loyalty, leadership, and hard work and dedication displayed to family, friends, and the United States JCI Senate.  (Award was established by Executive decision under the Presidency of Hal Krekorian, June 24, 1992)

OUTSTANDING REGION VICE PRESIDENT

Each year at the Annual Meeting the President may present an award to the Outstanding Region Vice President.  This award, established in 1996, is named in memory of Donald D. “Donnie” Alvis #32447, and is sponsored by the Virginia JCI Senate.  This award is subject to renewal every five years in the event the US JCI Senate wishes to name it for another individual.  The award shall contain the following inscription above the image of two outstretched hands:  “In these hands lie the destiny of a great organization.”  (Approved (subject to renewal every five years) September 21, 1996 by the Board of Directors. Letter from VA JCI Senate offering to perpetuate the award—until cancelled by the US JCI Senate or the VA JCI Senate—accepted by US JCI Senate Executive Committee without vote January 12, 2001)

OUTSTANDING AMBASSADOR/NATIONALLY ELECTED OFFICER

Each year at the Annual Meeting the President may present an award to the Outstanding Ambassador OR to the Outstanding Nationally Elected Officer.  The criteria for this award—first established in 1993 to recognize only ambassadors—were modified in 2002.  The award is named in Memory of Ira Moser #32475, and is sponsored by the Florida JCI Senate.  The award shall include the following:  “Sponsored by the Florida JCI Senators, Inc. in memory of JCI Senator Ira Moser #32475, our 19th President.”  (Approved June 14, 1993, amended January 12, 2002 by the Board of Directors)

OUTSTANDING APPOINTED OFFICER

Each year at the Annual Meeting the President may present an award to the Outstanding Appointed National Officer.  This award, established in 2002 and sponsored by the Ohio JCI Senate, is named in memory of Ron Robinson #13889, and is subject to renewal every five years.  The award shall indicate that it is sponsored by the Ohio JCI Senate.  (Approved January 12, 2002 by the Board of Directors)

OUTSTANDING SENATOR

Each year at the Annual Meeting the President may present an award to the Outstanding Senator.  This award, established in 2006 and sponsored by the Massachusetts JCI Senate, is named in honor of Jim Calder #5514, and is subject to renewal every five years.  The award may include the following:  “Sponsored by the Massachusetts JCI Senate in honor of Jim Calder #5514.”  (Approved March 28, 2006 by the Executive Committee)

OUTSTANDING STATE NEWSLETTERS

Each year at the Annual Meeting the President may present up to five awards to recognize the Outstanding State Newsletters.  This award, established in 2003, and sponsored by the Texas JCI Senate, is named in memory of Nolan Terrill #38137, and is subject to renewal every five years.  (Approved June 23, 2003 by the Board of Directors)

To achieve uniformity in award dimension, it was decided in 1997 that all “memorial awards” shall be 9 inches wide by 12 inches high. 

ARTICLE IV
MEMBERSHIP IN JCI SENATORS OF THE AMERICAS AND THE CARIBBEAN (ASAC)

The United States Junior Chamber International Senate Executive Committee approves membership in the Association of Senators of the Americas and Caribbean.

 

A director to ASAC shall be an appointment of the president and may be for a term greater than one year. The appointment shall be effective July 1, 2003. In the interim, the US JCI Senate president shall serve as director.

 

The director shall have the status of Ambassador but shall not receive funding from the USJCI Senate at this time.

 

(Approved January 17, 2003 by the Executive Committee)

ARTICLE V
WORLD CONGRESS COORDINATORS/FUND

DUTIES

World Congress coordinators may establish an On-to fund, place articles in Mentors, conduct a raffle and speak at JCI Senate meetings as he/she promotes the World Junior Chamber International Congress meetings.

FUND

Should the World Congress coordinator choose to establish an On-to World Congress fund, signatures on the fund account will be that of the Chairman during the World Congress year and the U. S. JCI Senate President.  The congress coordinator will be expected to distribute 100% of the account assets of the On-to fund to JCI Senators participating in the fund plan during the year in which the JCI Congress is held.

ARTICLE VI
AMERICAN TELECOMMUNICATIONS SYSTEMS (ATS) FUND DISTRIBUTION

Preamble:  On August 11, 2003 the United States JCI Senate, Inc. entered into an Affinity Agreement with American Telecommunications System (ATS) for marketing long distance telephone services on Executive Committee approval at our National Convention (Romulus, MI) in June, 2003.  The Executive Committee at our Fall Board Meeting (Anaheim, CA) on September 26, 2003 approved a motion to split evenly with the participating states, the proceeds received from ATS pursuant to our agreement, provided the individual states promote the program at least quarterly in their newsletters and at their business meetings.

1.
Distribution Determination:  The US JCI Senate Treasurer will determine the amount due each qualifying state from information provided by ATS.  Distribution amounts to a state shall be computed according to the revenues generated by the Senate customers in that state.

2.
Distribution Sequence:  Distribution to each qualifying state shall be made quarterly, semi-annually, or annually by the US JCI Senate Treasurer, depending on the amount of funds generated by that state.  The Treasurer, with the approval of the Executive Committee, shall set the distribution thresholds.  (States will have to generate certain minimum incomes to qualify for quarterly or semi-annual distributions.)

3.
State Obligation:  The state’s promotional obligation requires a quarterly display ad, or promotional copy at least, but not limited to, ½ page in size.  States may determine their quarterly publishing schedule, but any state failing to publish a newsletter with qualifying ATS promotional material shall forfeit its distribution for that quarter.  Such distribution shall revert to the treasury of the US JCI Senate.

Further, states seeking distribution under this program shall provide the US JCI Senate treasurer with a copy of their newsletter containing ATS promotional material, together with a copy of the signed minutes of their meeting containing reference to the promotion of the program.  Such newsletter and minutes shall be sent promptly via United States Postal Service first class mail, or by e-mail at time of publication.
4.
States Must Be In Good Standing:  Distribution shall be made only to states that are in good standing with the US JCI Senate.  Income arising from states not in good standing shall revert to the treasury of the US JCI Senate.   

ARTICLE VII
OATH OF OFFICE

The following oath of office shall be administered to the newly elected officers:

“I do solemnly swear that I will faithfully execute the office of (say your office) of the U. S. JCI Senate, and will, to the best of my ability, serve as a living example of this organization’s philosophies and beliefs, and that I will uphold the Constitution, Bylaws and Policies of this organization so help me God.”

During the ceremony the individual’s right hand shall be raised.







Approved June 22, 2003 by the Executive Committee, US JCI Senate



