

Golf Committee

Opening Ceremony Committee

Revised APRIL 2012
T

hese guidelines have been prepared for the Opening Ceremony Committee ("the committee"), responsible for planning and supervising the joint opening ceremony for NAPS and the National Auxiliary at a national convention.  This task requires the cooperation and assistance of all local committee members. The local branch president and local convention chair are the masters of ceremonies at this event until the national president is introduced; the committee chair is the branch's stage manager. The individual selected as chair must be extremely detail oriented, and the importance of this event may not be overstated. A successful opening ceremony may set the tone for a successful convention week.PRIVATE 

BEFORE THE CONVENTION

The setting for the opening ceremony, the list of invited guests, and the order in which events occur are dictated by the preferences of NAPS' national president, tradition and accepted rules of protocol. 

Once a site is confirmed the chair then proceeds to develop a tentative plan for the program, invite local dignitaries, and prepare a script for the remarks of the branch president and local chair. This is the welcoming event for the convention and for the city hosting the convention. The program must be planned and executed flawlessly so that the guests enjoy themselves and are motivated toward a successful convention.

Opening

The local committee invites a local cleric to provide a brief nondenominational invocation. In the letter of invitation, clearly state that he/she is to give an invocation, not a homily.

Welcoming Speakers

The opening ceremonies begin with welcoming speeches by local governmental and postal representatives. Tradition and protocol dictate who is invited and in which order they address the delegates. Final determination of who receives invitations to speak is determined jointly by NAPS Headquarters and the chair. In most cases when the invited guest is for whatever reason unable to attend, a substitute for that individual is not needed. The convention chair invites and introduces these guests:

Governor or Lieutenant Governor

Only when the host city is relatively close to the state capital will one of these individuals accept an invitation from the local committee. If they offer to send some official below the level of lieutenant governor, however, decline the offer, politely.

Postmaster

If the Postmaster is unable to attend, decline an offer to send a substitute.

Mayor

This individual usually accepts the invitation; decline any offer to send a substitute.

The national president invites and introduces these guests indicated below.

· members of Congress, postmaster general, area or district manager, guest speakers,

· Auxiliary president,

Letters of Invitation

When inviting dignitaries to attend the opening ceremonies, it is almost never too early to send a letter with the pertinent details. The letter includes the following information:

· the date, time and place of the event,

· the name and phone number of the person to call to discuss the event,

· a request for written confirmation of the individual's acceptance, and the address to which it is sent.

If the invitation is accepted, the chair sends additional correspondence later with an indication of such things as how long the individual is expected to speak (no more than five minutes for local governmental and postal officials), and which door to use when entering the facility.

In the weeks immediately preceding the convention regular telephone contact is maintained to confirm the speaker's attendance and confirm any last minute details.

Memorial Service

At each convention the local branch conducts a memorial service to remember NAPS and Auxiliary members who have died since the last convention. Planning for this event is delegated by the local convention chair to someone other than the committee chair. The memorial is planned in consideration of the multi‑denominational audience. It should last no more than ten minutes.

Entertainment

Entertainment during the convention is the responsibility of NAPS Headquarters. Local entertainers, however, may be selected for the opening ceremony by the committee with the approval of the national president. There generally is no budget for opening ceremony entertainment. To ensure the availability of the best local person or groups, this project must be handled months in advance of the convention.

The chair selects entertainment that reflects the host city and the surrounding area. For example, in San Antonio the entertainers included a mariachi band and dancers. In Louisville the Steven Foster singers performed at no charge because of the publicity they received for the tourist attraction at which they usually perform.

NOTE:
The entertainment should last no more than thirty minutes.  Remember that there are many welcoming speeches that, even if short, consume a large portion of the allotted time.

Fees and Honoraria

Only the national president must authorize in advance the payment, as necessary, of any honoraria. Local committee member may not sign contracts.
The chair and NAPS Headquarters must agree on any honoraria payments before they are promised. The chair forwards in writing names and addresses of all individuals to whom honoraria is to be sent. 

Script

To ensure that the opening ceremonies proceed at the appropriate pace and that the master of ceremonies know exactly what to say and when, and to ensure proper production crew managing in the facility in which the event is held, the committee prepares a detailed script of the ceremonies and provides copies to the masters of ceremonies and production crew manager.

The script may include prepared introductory remarks written by the masters of ceremonies for themselves, but the document consists primarily of introductions prepared by the committee. (If the chair is not an experienced writer, he or she delegates this work to another local committee member, preferably one who works in communications.)

The script indicates when someone is on stage and he or she goes offstage. If a stage crew is not available and chairs must be moved on and off stage by committee members, this too is indicated. (Whether or not chairs and a lectern are left on stage during the entire proceedings or are removed to make room for entertainers depend on the available space and the entertainers' requirements.)

Several days before the convention the committee reviews the script. Sunday morning the chair reviews the script with the three resident national officers, the local branch president and local convention chair.

DURING THE CONVENTION

The morning of the opening ceremony (Monday) begins very early for the chairperson, who must arrive at the selected facility before any other participants. The chair reviews last minute details with the facility manager, posts reserved seating signs, and reconfirms travel arrangements with the convention VIP committee.

Ushers

While some commercial theaters require the use of their own ushers, at most conventions members of the local branch handle this responsibility. Delegates appreciate being able to recognize easily local convention committee members, so special shirts, blazers or vests are worn. (All costs incurred for such items come out of the host committee’s budget.)

Reserved Seating

The ushers reserve up to 150 seats in the first few rows. Current and former NAPS and Auxiliary Executive Board members (the local registration chair and NAPS Headquarters determine the number attending) occupy most of the reserved seats, along with NAPS Headquarters staff members. The ushers also hold enough seats on the first row for members of the local committee, who take their seats after completing their duties as ushers (unless they are working on stage or backstage). Ushers stand at the reserved section to ensure that other delegates do not take these seats. Signs indicating which rows are reserved are also posted.

Refreshments

Coffee and water may be provided off stage in a VIP waiting room for speakers. If the waiting area is not directly next to the stage, the chair acts as NAPS' stage manager and brings the individual to the stage area several minutes before the individual is introduced.

During the weeks preceding the convention the chair may discover better and more efficient ways of conducting the committee's business. If the chair has an idea for a better way of doing anything associated with this committee, NAPS Headquarters wants to know about it.

AFTER THE CONVENTION

Within three weeks after the convention the chair writes letters of appreciation for signature by the local branch president to all local dignitaries who participated in the opening ceremonies. (NAPS Headquarters prepares letters to members of Congress, the Board of Governors, the PMG and other postal officials.)

No later than ninety days after the convention has ended the chair sends any comments or information on problems encountered that may not have been completely resolved by the end of the convention week to the national president.
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