Chapter 13 Noncommissioned Officer Academy Graduate Association
106 Rescue Wing, New York Air National Guard

150 Old Riverhead Road

Westhampton Beach, New York 11788

July 2, 2007

MEMORANDUM FOR


CHAPTER ONE BOARD OF DIRECTORS AND SEMINAR COMMITTEE

FROM:   SMSgt Joseph Kruk, Seminar 38, Chairman
SUBJECT:   Seminar 38 After Action Report

1.
Chapter 13 of the Noncommissioned Officer Academy Graduate Association (NCOAGA), with support of the 106 Rescue Wing, Air National Guard, hosted the 38th Annual National NCOAGA Seminar in Long Island, NY at the Hyatt Regency Wind Watch Hotel.

2.
The contract was signed with the Hyatt Regency Wind Watch Hotel and reviewed by the NCOAGA Board of Directors.  

3.
Seminar Chairman met with the Event Planner at least 6 times prior to the seminar.  We were fortunate to have one Event Planner throughout the entire event and who worked diligently to ensure all expectations were met.

4.
Approximately 3 months prior to the event, I arranged to have our Committee Members along with a member of Security Forces visit the hotel to review the layout of the meeting rooms and banquet area.  At this time, I introduce each to the Event Planner to ensure that we were all in agreement on the arrangements.
5.
SEMINAR COMMITTEE’S – After designating our Committee, I felt it was important to have some of the members attend the Puerto Rico Conference, so they could get an idea as to what we needed in preparation of our seminar.  This also allowed us to accept Seminar 38 reservations in advance.  The Seminar “How To” attachment was a great tool in identifying all responsibilities.  However, because we only had 4-6 people who did most of the planning and execution, it was not possible to assign a separate person to each committee function.  The Committee met each month initially, and then weekly the last month before the Seminar.  Six months prior, I met with different base organizations to establish what area of support that would be needed during the week of the seminar.  Three weeks out, I met with the organizations to identify which members would be available to assist us.  The following organizations that helped were Communication Personnel, Base Photographers, Honor Guard, Civil Air Patrol, Transportation Section and the 106th Family Readiness Group.
6.
SPONSORS – To help offset some of the cost, we received donations from various businesses within our local community.  We recognized these sponsors by placing their business names in the back of our Seminar 38 book. These funds were used toward the cost of the Breakfast, Icebreaker (Hot Dog Night), Awards Luncheon, Banquet Dinner and Hospitality Room. In addition, the 106th Family Readiness Group organized an Art Auction Fundraiser that also raised money toward the Hospitality Room.  Chapter 13 personnel organized 3 separate dinners that raised money toward the Seminar expenses.  However, the dinners were not very successful.
7.
DONATIONS, Silent Auction – A few volunteers from the 106th Family Readiness Group donated some items toward the auction. This helped with the success of the silent auction.

8.
DONATIONS, Copier and Supplies – We were fortunate to have Universal Printers donate and delivered the use of two color copy/printers and two B/W copy/printers during the duration of the seminar.  Weeks prior to the seminar Universal Printers printed all copies of the flyers and a portion of the Seminar book.
9.
LESSON’S LEARNED – 


a)      It was not advantageous to have the seminar held at the same home location that the National President resides.  Because of the additional responsibilities that the National President has, it did not allow him to fully participate with the sponsoring chapter.


b)   Location of hotel is extremely important.  Hotel should be close to restaurants, area transportation and local shopping.  This accommodates not only members of the Chapters, but their family members as well. This should be discussed when selecting hotel accommodations.  Because our hotel was not near local restaurants/shopping, it put our Chapter in a situation where we deemed it necessary to keep the Hospitality Room open throughout the day and evening.  We felt that this helped offset the burden of the attendees that did not have transportation.


c)  Seminar Registration – When taking registrations, we suggest that a cancellation clause & date be added to the registration form that will define the terms for refunds in the event a member can not attend as scheduled.  This is important because registrations determine the headcount for hotel accommodations/luncheons/banquet and money allocated for certain events.



d)  Special Invitations – We recommend that special invitations include organizations like the Enlisted Field Advisory Council (EFAC) and other military organizations.  This will bring attention to our organization and show others how important the NCOAGA is.



e)       Incorporate the help of the Civil Air Patrol and Family Readiness Group or other base organizations.  We found that by utilizing these individuals it was extremely helpful with the success of the seminar.  This also helped educate the young members of the Civil Air Patrol toward a possible future with the military.


f)
         Unit Support – When selecting a Chapter to sponsor future seminars, it is a suggestion that the Board of Director looks at the sponsoring unit pre & post seminar as to the involvement with regards to ORI’s, UCI, Deployments etc.  Reason, this taps valuable resources from the sponsoring Chapter because no one will be available for support.

10.   Chapter 13 appreciated the support received from the 106th RQW and Chapter 1 Board of Directors.   We also are proud of the support we received from the hotel staff, volunteers, Civil Air Patrol members and the 106th Family Readiness Group.  The success of Seminar 38 was a tribute of all the personnel who donated their time that made this a great seminar to remember.









Respectfully,









Joseph Kruk, SMSgt, NYANG









NCOAGA Chapter 13 President









Seminar 38 Chairman   

