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1 July 2005

MEMORANDUM FOR

 CHAPTER ONE BOARD OF DIRECTORS AND SEMINAR COMMITTEE
FROM:  CMSgt Janice O. Richardson, Seminar 36, Chair

SUBJECT:  Seminar 36 After Action Report

1.    Chapter 7 of the Noncommissioned Officer Academy Graduate Association (NCOAGA), with support of the North Carolina Air National Guard, hosted the 36th Annual National NCOAGA Seminar in Charlotte, NC at the Adams Mark Hotel.

2.   The contract was signed with the Adams Mark Hotel and reviewed by the NCOAGA Board of Directors for needed adjustments.  Adjustments were made to the contract as the requested.

3.  It is very important for the Seminar Chairman to visit with the hotel at least every 6 months during the first 18 months and at least quarterly as the Seminar approaches.  Review, Review and Review again to be sure that the hotel and chairman are very clear on expectations, we had 4 different event planners as there is turnover in this type of business. Even though the contract and notes were left behind the interpretation changed as individuals changed.  We did have the same hotel manager throughout the planning and execution of the Seminar event, he was always there to introduce me to the change in personnel and assure me that our contract would be honored as written.
4.   Approximately 3 months out I took our COMM Flt personnel down for a site visit with the hotel personnel to be very clear on expectations for support to include placement of stages, flags etc that could impact the room layout for the hotel, sound equipment and servers when meals would be served.  – I took the advice from MSgt Shultz and scheduled the banquet in a different room than we were using for the business sessions.  This is a good move when you are setting up flags etc for the banquet.  The hotel made a lot of exceptions for our event due to the relationship I had established with them from the beginning.
5.    SEMINAR COMMITTEE’S – When we started the planning for the Seminar we tried to fill each committee as recommended by the guidance in the handbook.  The guidance is excellent, however we found that we basically ended up with 4 committee’s overall that took the lead and the other areas fell within their area of coverage.  We had about 8 – 10 people who did most of the planning and execution, as with most projects of this magnitude, until the first day of Seminar and then we had additional people to come in and work with us at the hotel.  At first we met once each month and adjusted our meeting schedules as we approached Seminar – we were meeting weekly the last 2 months prior to Seminar and this proved very beneficial to our planning committees.
6.    DONATIONS, Food and Beverages:  Donations were huge for the success of our Seminar.   We had a retired Deputy Chief of the Charlotte Mecklenburg Police Department who supplied individual names of people located in several businesses who were willing to make donations to the community.  All beverages to include water, soft drinks and alcohol beverages were donated for the hospitality room and most of the food was donated or purchased with donations from food services or grocery store’s. The estimated donation value for the hospitality room and states night was $ 4,000.00. We spent less that $ 300.00 for the hospitality room   We initially planned for our expense to be approximately $ 3,000.00 for the hospitality room and States Night, however our donations exceeded this amount and we used the excess soft drinks and water for our Memorial Mall ceremony and Operation Santa Claus Christmas party.  
7.     DONATIONS, Transportation and Entertainment:  Triangle Rental donated the 4 (15 passenger) vans that we used to move people around for the day time events for the youth and spouses and we used them as needed in the evenings.  Our only expense for the vehicles was fuel.  Entertainment for youth – Carowinds tickets were donated by a local business, Chunky Cheese gave a discount and tokens for the youth to eat and play games the day they visited Lowes Motor Speedway. 
8.      DONATIONS, Silent Auction:   Our unit ESGR representative has numerous contacts with the local NASCAR community.  He was very successful in getting donations for the silent auction.  Retiree’s also spent time requesting and collecting donations and helped out tremendously with the success of the silent auction and overall Seminar.
9.     DONATIONS, Copier and Supplies:  Even though we had an issue with getting the copier the day it was suppose to be delivered – the donation was a huge savings as well as office supplies donated by Office Depot.  Supplies that were not donated were greatly discounted.  Another savings idea is printing.  We solicited bids for the printing of our Seminar Book and programs and found our best buy to be the local Central Piedmont Community College.  The college had a full graphic department which will give discounted rates to organizations and since the summer months aren’t two busy we were able to get printing done on short notice.
10. LESSON’s LEARNED – 
(a) We had several special guest that we had planned to seat together and had put napkins on the backs of chairs to hold the seats, however it would have been better if we had printed name cards for the reserved seats as the napkins were ignored and we were scrambling to seat our special guests.
(b) Plan on refunds as some people will pay and advance and not be able to attend the Seminar.

(c) Return Checks – we did have some return checks for various reasons, however all the checks were made good and caused no problem.

11. Chapter 7 is very proud of the support we received from the 145th AW, Chapter 1 Board of Directors, the hotel staff, volunteers, and community leaders.  We feel that the success of Seminar 36 is a direct reflection of the great people who gave of themselves to make this a successful Seminar. 
Respectfully,

                                                                       Janice O. Richardson, CMSgt, NCANG






           NCOAGA Chapter 7 President






           Seminar 36 Chairman

