Aquatic Gardeners’ Association Conference
Information for Prospective Hosts
Requirements

1. General Information.  This document is intended to aid a local organization (Local) that is considering submitting a proposal to host the Aquatic Gardeners’ Association (AGA) Annual Conference.  Most of the information is provided as a guide to help the Local prepare a proposal and host the conference.  Certain items are necessary and are listed under section “2 Requirements.”  The conference will take place beginning on a Friday afternoon and ending on Sunday.  Proposals should be submitted to ___name_______, ___address_____________________.  Only proposals received by __name___ not later than 5:00 p.m., ___date___ will be considered.  The AGA Executive Committee selects the conference host based on the quality and germaneness of listed speakers and other events, financial impact on the AGA, geographical location, and the attendance cost to the members.  The selection will be announced by mail, email, or telephone call. 

2. Requirements for Conference and Items to be Addressed in a Proposal
2.1. General Information Requirements
2.1.1.1. Hotel -- Size of hotel and other features that demonstrate its appropriateness for the conference
2.1.1.2. Means of access to the hotel from the local airport, distance between airport and hotel, the availability of an airport shuttle service, closeness to major highways, etc.
2.1.1.3. Other local attractions or destinations of special interest (Public Zoos or Aquariums, museums, parks, fish/plant stores) to consider for field trips or conference events
2.1.1.4. Other Conference Activities:


2.1.1.4.1. Provide outlines for tours or fieldtrips to be scheduled beyond the scheduled times of conference activities, including fees, transportation options, meal options, etc.
2.2. Historical record

2.2.1. The Speaker Forums and Banquet presentations must be video taped to provide a historical record.

2.2.1.1. After the conference, the video will need to be edited and copies produced for sale.
2.2.2. A Treasurer’s report to the AGA Executive Committee needs to provide a final accounting of costs, revenues, and distribution of funds after the conference.
2.2.3. Recognition and thank you letters need to be sent to speakers and volunteers.
2.3. Finances
2.3.1. Any expenditure must be expressly approved by the AGA or its designee.
2.3.2. Registration Fees  -- the amount of the proposed Registration Fees
2.3.2.1. The discounts offered for early registration.
2.3.2.2. Collection of fees must be coordinated with work with the AGA website to ensure smooth integration with AGA's online payments.
2.3.3. Hotel

2.3.3.1. room charges for attendees
2.3.3.2. The contract document must be reviewed by the AGA Treasurer prior to execution.

2.3.4. Financial Plan -- Estimated Revenues and Costs

2.3.4.1.  Costs by Item

2.3.4.1.1. Including hotel banquet room and other room charges (such as auction room), catering, speaker subsidies, advertising, expenses, name tags, auction bags, postage, etc.

2.3.4.2. Revenues by Item

2.3.4.2.1. Including fees, auction proceeds, raffles, etc.
2.3.5. Financial Sharing --  50/50 division of costs and revenues between AGA and the local organization
2.4. Exhibits

2.4.1.  Manufacturers/Vendors that will present exhibits
2.4.1.1. Negotiations with the manufacturers shall be handled by the Local.
2.4.2. Competition

2.4.2.1. If competitive exhibits are to be shown, describe the type of competition.

2.4.2.2. Awards for winners
2.5. Food

2.5.1. Awards Banquet – Saturday night banquet at which the winners of the AGA Aquascaping Contest will be announced.
2.5.2. Nearby restaurants

2.5.2.1. Distance from hotel

2.5.2.2. typical price range for meals
2.6. Speakers
2.6.1. No commitments as to dates or subsidies should be made on AGA’s behalf without its express approval.  But a tentative list of those speakers that the Local proposes to seek should be listed. 
2.6.2. The conference should have at least 4 speakers that make individual presentations on Saturday

2.6.2.1. At least 3 of the speakers should speak directly about aquatic gardening.

2.6.2.2. The Local may simultaneously stage presentations by other speakers.  If so, list such anticipated presentations.

2.6.3. The speakers will participate in a roundtable Q & A session with the conference attendees Sunday morning.
2.7. Auctions

2.7.1. Plant Auction – Sunday morning auction to be run by the Local
2.7.1.1. the style of auction/bidding

2.7.1.1.1. percentage share of proceeds from each sale to the seller

2.7.2. Other auction(s) – For any other auction, for example, a fish auction, that the Local wishes to include, describe the following.
2.7.2.1.1. Type of items to be auctioned

2.7.2.1.2. type of auction
2.7.2.1.3. percentage share of proceeds from each sale to the seller
2.7.3. You need not be registered at the conference to attend the auction
2.7.4. The host club is responsible for the entire auction including furnishing an auctioneer, setting up an accounting procedure, providing runners, etc
3. Proposed Staffing
3.1. List of persons and distribution of responsibilities

3.1.1. At a minimum, a Conference Chairperson should be named

3.1.2. Contacts

3.1.2.1. That person that will act as the primary liaison between the Local and AGA regarding the Conference.

3.1.2.2. That person or those persons in the Local that can be contacted by AGA should the need arise
4. Club Information

4.1. Describe your club's history, focus, number of members, and any other salient facts.

Guidelines for Hosting AGA Conference
These Guidelines are intended to aid any prospective local organization (Local) that proposes to host an Aquatic Gardeners’ Association (AGA) conference.  It is provided as a guide but not as requirements – for requirements, see the Aquatic Gardeners’ Association Conference Information for Prospective Hosts –Requirements.
The Local should decide what number of staff will be useful and available to plan, organize, and conduct the conference.  The Local should decide also on the division of responsibilities.  One person cannot do the job alone.  It is suggested that the responsibilities, however divided, cover the following:

Conference ChairPerson -- Responsibility for overall conference planning, setting up committees, arranging meetings, establishing and enforcing deadlines. As much as possible, allow those willing to work on the conference undertake tasks that interests them and which most suits them.  Try to hand out assignments early enough to avoid task mismatches. 
Key liaison person with AGA Executive Committee, providing the AGA with frequent updates on the progress of the planning and organizing of the conference.  Ideally, this would be the person chairing the conference.
SPONSORSHIP
Be sure to solicit advertising for the conference booklet and product donations for raffles. 

Have a list of prospective donors compiled, and then divide it into groups for specific types of sponsorship e.g. a) large companies for under-writing, advertising, b) smaller companies for trophy sponsorship, c) smaller companies for product donations.  A different solicitation letter is then sent to members in each group.
An alternative is to produce one standard letter including all types of sponsorship and letting the addressee choose his/her type or types.  Remember they would not appreciate receiving more than one letter requesting support.  An all inclusive letter also is sometimes useful where a sponsor is amenable to supporting more than one area.

The areas needing donations are: a) money to cover speakers, publication and awards/trophies, b) raffle, c) auction, d) grab bags.

The solicitation letter should hit on the good points of the conference, its speakers, hobbyists, etc.  Make them aware that their name will be mentioned several times throughout the conference and the number of people your advertising is expected to reach. 

Make the prospective donors aware that you will accept anything and give them an address and telephone number of someone to contact (someone who is home a 1ot). 

When the items arrive, you can then determine where they will best be suited. 

Advertisement in the conference booklet is usually sold as full ($100), ½ ($75), and ¼($40) pages.  The cover is usually sold for more, inside front and back ($150) and outside back ($175).  Discounts should be allowed for hobby related companies/pet stores and AGA members. 

Check with the Chamber of Commerce in your area, banks and any conference bureaus for a list of prospective companies. Contact pet stores, order houses, aquarium set-up and maintenance companies, and manufacturers of aquatic supplies for donations. Check local manufacturer's, retail stores etc for sponsorship. 

Acknowledge sponsors when ever possible (auction, show bulletins club bulletins etc.)

Do not forget to send out thank you letters, this will be very helpful the next time you approach them. 
AUCTION
More than one auction might be conducted, with fish and equipment and supplies in separate or combined auctions and a plant auction.  You will need probably a treasurer and two writers to keep track of sold goods. The auction format may use auctioneers or written bids as a format.  With written bids adequate time must be allowed to allow bidders the change to run up the prices.  If auctioneers are used, two auctioneers make the auction go much faster.  
The greatest workload is at the close of the auction when all bidders have to pay for their purchases. 

Make sure the auction room is large enough, with a good supply of display tables. 

Al1ow ample time for your auction. This is very important.

Have all show items to be auctioned tagged so they can be easily handled and transactions completed and recorded quickly. 

Provide a refreshments table if at all possible; this is a good way to keep people from wandering off.

There are several ways to run the auction: a) cash & carry system, where several runners equipped with aprons and a small cash float deliver the purchase and receive payment, b) lot system, where each bidder receives a number which corresponds to a box in which are placed the bidders purchases. This makes the tabulation easier, making payment easier and then enables you to pay people their split at the auction, thus decreasing your mailing cost. 

If using the lot system, try to approach a supplier who will donate boxes as a form of advertising, also have a good supply of p1astic bags (grocery type, etc) available for purchases. 

The auction room is a good place to display posters thanking donors and sponsors. 

Remember to make good use of your advertising and get the public involved. 

A sales table (where consignors specify a price for each item) is another way of reducing pressure on the main auction. 

You have to decide how large an auction you can accommodate or want given basic facilities and time restraints and what you can reasonably expect.  Varying the split (i.e. club/consignor) may increase or decrease the number of items you receive. 

Make sure that regardless of the order in which they are submitted; all live consignments are sold.
Don’t forget, that you will need for the auction(s) things like calculators, staplers, pens, a sales form to document buyer's information, a sign for credit card purchases, shopping bags or cartons, bidding pads (for silent auctions.
HOTEL
Have one person deal directly with the hotel; keeping all correspondence and getting everything in writing. This will help keep problems to a minimum. Watch for hidden costs, try to anticipate everything.  Do not make any financial commitments without express approval from the AGA Executive Board or its designee.
Begin by making a list of suitable hotels in your area.   Suitable meaning, large enough, convenient by plane, bus, etc., and having a good reputation. 

Determine what exactly are your requirements. Read over previous conference reports to help get an idea of the number of people attending, and the number of entries for the fish room.   Rooms will be needed for the following:
· Registration (Fri. afternoon)

· Breakfast and/or Lunch options at Hotel for convenience (Sat.)

· Vendor displays (Sat. only)

· Speaker presentations (should accommodate at least 150 people)
· Banquet room (Sat. evening event) – Consider options for an off-site/ alternate location for the banquet, taking transportation options into consideration
· Breakfast option at Hotel for convenience (Sun. morning)



· Panel Discussion (Sun. morning)

· Auction(s) (Sun. morning-hall must be available by 7:30a.m. through early or late afternoon, depending on size and number of auctions)

The auction room must be large enough to accommodate several large tables and plenty of seating if it the format is a sit-down auction with auctioneers. Remember that a pubic address system will be needed. 

Determine the size of your room where auction items will be setup and stored prior to the auction(s). It must be secure, temperature controlled, have easy access to water supply if fish are among auction items, and have easy access for entries to be brought in. 

Determine the size and number of rooms required for the speaker forums. It/they must be large enough to accommodate a medium group of people and have public address equipment and perhaps visual equipment. Can the hotel supply these? 

A banquet hall will be needed for Saturday and Sunday with ample room to set up.  This might include a speaker presentation requiring Auido/videon equipment, awards tables, and a cash bar. 
Send a letter to each hotel on your list, stating your requirements and requesting a quote from them.  State the date by which these tenders are needed and that you will be making a shorter list based on the responses. These will be contacted by phone to arrange an inspection of their facilities. Also state the date of the final decision. 
. 

Let the hotel take care of all room registrations. Check for the extent and availability of (hopefully free) parking. 
Ask the hotel to provide registration forms that can be included in the conference booklet

Try to get the hotel to give you as many free rooms (for speakers) as possible to sponsor an early bird draw or anything else you can think of. 

Request a menu selection well in advance, so you have an idea what is available. Obtain a menu before making a final decision on the hotel. Menu prices at hotels differ, sometimes substantially. 

Set a per-person budget for the banquet (including tax & gratuity) but do not decide upon and confirm the menu until the hotel is prepared to guarantee the price in writing. 

Develop as specific a list of requirements as possible.  Anything you leave out might end up being an extra added charge (even an extension cord)!  With these requirements in hand take a few people to each hotel on your short list noting each ones good and bad points, so a decision can be made which is the most suitable. Eliminate immediately any that do not meet your minimum standards. 
Try to get a price that will allow as many people to a room as desired. 
The planning involving the hotel must consider and provide support for the needs of every aspect of the events and their setup, from table & chair layout to food service (include a contract proposal from the hotel regarding options on room rates, discounts, food service, etc.)  Whoever perform these tasks must be present during the conference to ensure the arrangements are carried out correctly and on time.
Marketing, Publication and Advertising
Contact local newspapers, radio stations by letter a few months before the conference and follow-up by telephone or person a week before.

Cable TV sometimes allows interviews to be taped and run several times.

Print small flyers for pet shops, schools, factories, Laundromats, libraries, etc.

Contact magazines, periodicals with an ad promoting the Conference. 

Ask club editors to include their bulletins in your flyers. 

Visit local clubs and send as much information as possible to out-lying clubs to generate more enthusiasm. 

Prepare a slide presentation to be given or sent to other clubs to encourage regular club members to attend.  

A hospitality suite or room helps break the ice and gives newcomers a place to meet other hobbyists.  Consider a free bar or small cash bar.  Set out munchies and set a reasonable time limit on the room.  It’s a good place to hand out items donated by corporate sponsors for this purpose.
Give your raffle(s) general appeal.  Not everyone is interested in the same thing.  Have tickets available early and promote them heavily.  Promote the sale by offering a free ticket for each book sold or a prize for the most tickets sold.  Cut cost by printing them yourself, but be sure to keep the quality good, that helps sell tickets.  Some have small raffles throughout the conference, but beware not to flood the market.  You may need a license, so check out local and provincial/state regulations. 

Consider a tour of local aquatic related sites or shopping expedition.  Make sure it has a general appeal. 

Advertising must be sought early and aggressively. 
Estimate the number of copies of the conference booklet required, the number of pages, and the amount of advertising space. 

Consider a contest amongst club members for a design cover. It may spark enthusiasm and you may find some hidden talent, which you can use later. . 

Set a deadline for all in put for your committee and stick to it. 

Check around for the best prices for printing your booklet (a local school that teaches this might give you a better price). 

Stress that you must receive the advertising copy in “camera ready” form and in approximate size required (reducing/enlargement can be costly). 

Keep all sizes of print to the printer’s standard. It’s cheaper. 

Quote advertising prices by portion of page and give dimensions of each size. 

All art work should be done in black pen on white paper, photo ready black and white proof. 

Arrange to get the hotel registration cards early enough to include in the booklet. 

The layout can be done in several nights of cutting and pasting, if you need to save money. For this job, two or three people are better than five or six. Block in conference material and fill in with ads, etc. 

Money also can be saved if you and your volunteers do folding and stapling. 

Speaker PROGRAM
There should be one keynote speaker, preferably with an international reputation, and four other speakers.  Seek out speakers who represent the planted aquarium industry as well as other experts (professional and amateur or knowledgeable hobbyists) with diverse topics.
The conference usually subsidizes the keynote and, if possible, each speaker’s conference registration fee, hotel room, transportation to and from the conference (gas mileage should be paid before they leave), banquet charge deferred, and a small gift as a token of our appreciation, to be presented at banquet

Telephone contact initially will speed up the speaker selection process.  Send a follow-up letter. Request that they book early for air reservations (there may be savings here). 

After speaker has confirmed in writing, they should be kept informed of the conferences schedules and sent a conference booklet. Request a curriculum vitae for information for the conference bulletin and the introduction at their presentation.
Speaker may include one or two local persons.  This helps keep costs low

Also, seek corporately sponsored speakers (e.g., the Marineland speaker program, or other vendors who are willing to give a talk such as Seachem)

Make sure the speakers and judges are aware of the terms of their agreement, in writing, prior to conference. 

Keep informed of their arrival and departure times and arrange to pick them up, if necessary.  Make sure they get settled in and that he/she knows where and when they will give their talk. 

Make a list in advance of all equipment (public address, visual aid, automotive, etc.).  Arrange for the equipment well in advance so that it will be available and setup when needed. 

Be prepared to give a brief introduction before each speaker’s presentation.

If possible, assign a host to each speaker for the duration of the conference.  A host can also help the speaker keep track of time during their talk by giving them a 5 minute warning.  Most important, they are a person the speaker can turn to at any time with questions or needs.  They do not have to dine with the speaker, but they should make sure the speaker has someone to dine with, and that the speaker does not feel left out.

Remember to check all equipment for malfunctions before the presentation begins. 

REGISTRAR /REGISTRATION
Someone must be readily available by phone, mail, e-mail, and fax 6 months prior to conference to answer questions and receive registrations.  This person must keep copies of each registration and check or money order received before forwarding to the treasurer. A Master list of all conference attendees, including speakers, paid registrants, vendors and compensated volunteers must be compiled to be able to submit an accurate count to the hotel of the numbers of participants for each event. Three copies of this Master list should be available at the registration desk to assist attendance documentation, confirm attendee information, and later facilitate recording auction purchases. Name tags should be made two to three days prior to the conference.  Packets with name tags, conference schedule, promotional flyers, hospitality items, setc. should be assembled for each attendee just prior to the conference and made available to those working the registration desk.
Let the hotel handle all room registrations. Mention the cut-off date frequently if there is a discount or special prize for early birds. 

Offer several different packages 1) weekend single/double 2) single Fri/Sat 3) single Sunday banquet 4) speakers (if not complimentary).

Set the price to make it appealing and economical. 

Doing both tickets and booklets at the same time and place may save you money. 

To help keep your records straight, do not accept any registrations from other people not filled out on a form. If it is taken at a meeting or over the phone still fill it out or write all the information down, this will cut down on errors. This information is very important. 

Receipts can be mailed. 

Expect many last minute sales. The last week you will need to stay by the phone. 

Set the conference registration table in a prominent location (near the hotel front desk).   When people arrive and have secured their room, the first thing they want to know is, “Where do I register or sign in?”
Have information about the hotel layout, conference events and local area close at hand. 

A small card file at the registration desk to place information as guest’s sign in (room number, who’s with them, etc) is very handy. 

AT the registration table, have name tags for all preregistered attendees and a few blank tags for.  
TREASURER

This person need not have your club treasurer and it can get confusing if both jobs are held by the same person.  The person must however be competent and reliable to handle large sums of money accurately and maintain exact records.  

Establish a conference budget early and decide where money should be channeled, e.g.

Conference brochures/booklets ………meals, hospitality suite, disc jockey

Auction……………………….speakers, judges, auctioneer

Advertising…………………… publication costs

Raffles…………………………room rentals, prizes

Some upfront money will be needed, but check into invoicing terms on larger items. You may get a discount if paid within a certain time limit. Also, ensure you have enough money to pay immediate expenses. 
Arrange with the hotel’s representative shortly after the conference to review their charges. Review their bill carefully.  Mistakes can be costly. 

While matching funds may be possible, it usually does not work out evenly. However, setting a budget for each area is useful. Work out an estimated profit and loss statement/budget even before you make your bid. Also make a worse case scenario budget (e.g. make high estimates of costs and low estimates of revenues) and see if the conference breaks even. This is a great comfort for club members. 

Several suggested accounts for the bookkeepers records are 1) advertising, 3) conference registration, 4) auction, 5) raffle, and 6) program and hospitality suite. 

For out of country entries, allow for reasonable exchange rates. 

Accept checks (from persons known to the club) for auction items. People spend more if they do not have to keep track of the cash they have on hand.
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