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Dear Colleagues: 
 
 

NAEA carefully selects destination cities to host the largest professional development 
opportunity worldwide for visual arts educators. Sites are carefully chosen that have the 
desired combination of a rich array of visual art resources and high quality and cost-effective 
facilities for meetings, housing and transportation. 

 
Each year, the NAEA President appoints a National Convention Program Coordinator to bring 
vision, energy and cohesion to the process of planning the annual convention. The National 
Convention Program Coordinator works closely with the NAEA Executive Director and staff 
through each step of the process. Additionally, officers and members of the art education 
association in the host state are invited to work with the National Convention Program 
Coordinator and NAEA by participating in the planning of the convention. This collaborative 
approach ensures a rich and dynamic program of activities for NAEA members that extends 
beyond the hotel(s)/convention center to the many treasures and resources found within the 
host city. 

 
This handbook serves as a general guide for use by the National Convention Program 
Coordinator and the Host State/Local Committee members. The information provided 
addresses general roles and responsibilities and is intended to ensure that member 
participation in the planning and execution of a national convention is both exciting and 
professionally fulfilling. 

 
 

Mario R. Rossero 
Executive Director 



For the National Convention Program Coordinator 
 
 

Phase I: Cast a broad net among key movers and shakers and solicit ideas, 
Nov 2021 - opportunities 
March 2022 National Convention - Talk with other recent National Convention 

Program Coordinators if you plan to be in attendance. Conference calls 
can be set up as an option. 
Talk with State association president and identify who will join your 
planning team if you plan to be in attendance 
Start playing with a vision board of possibilities 

 
Phase II: Develop a vision/concept for the experience 
April - Meet with NAEA staff team – in person or virtually 
May 2022 Begin to narrow and prioritize speakers, artists 

Contact key presenters to solicit interest and availability/honorariums 
 

Phase III: Proposals are reviewed 
June – August Solidify presenters for General Sessions, Super Sessions, Local Artists 
2022 Series, Offsite Workshops, etc. (in coordination with NAEA staff) 

Finalize opening night event 
Wrap up – signed, sealed and delivered for promotion/registration 
September 2022! 

 
Phase IV: Final details – local committee hosting, etc. 

SHOWTIME! 



THE NAEA CONVENTION: Fulfilling the Mission 
 

The National Art Education Association (NAEA) champions creative growth and innovation 
by equitably advancing the tools and resources for a high-quality visual arts, design, and 
media arts education throughout diverse populations and communities of practice. 

 
The Association’s national convention is held annually to advance its mission and address 
strategic goals. Opportunities abound for improving practice through professional 
development, for volunteer service by members and recognition of member contributions to 
the field of visual arts education, for advancing research and knowledge and for developing 
leaders within the profession. Nationally/internationally recognized speakers, researchers, 
education practitioners and artists present more than 600 sessions covering the ever-changing 
and dynamic field of visual arts education. 

 
Emphasis is on teaching, learning and leading within the profession and the field of visual arts 
education. All convention events focus on content and substance toward advancing NAEA’s 
mission and realizing Association goals outlined in NAEA’s Strategic Vision. 

 
While there are numerous opportunities for socializing among convention attendees, NAEA 
does not sponsor or fund social events. Groups including state or special interest groups, 
schools, or exhibitors who wish to sponsor receptions or other social events may contact 
NAEA for assistance if the convention program and hotel contractual commitments permit. 
Notices concerning such events will not appear in the convention program, nor will NAEA 
make arrangements with hotel(s) concerning food and beverage. Food and beverages must 
be arranged through the hotel/convention center and cannot be brought in from the outside. 

 
All who are involved in the planning of the NAEA convention are encouraged to keep the 
association’s mission and convention policy in mind. 



SELECTION OF THE HOST CITY 
 
 

Over NAEA’s seventy-five year history, a rich knowledge and understanding has been gained 
of what members look for and want in a convention city. The NAEA staff has looked at 
hundreds of hotels and convention centers and visited dozens of cities and knows when the 
accommodations are adequate, the exhibit space will work for the commercial displays, and 
the meeting rooms will be sufficient to hold the general and individual sessions that comprise 
the convention program. 

 
At its March, 1999 meeting, the NAEA Board of Directors adopted a report from an NAEA 
Convention Site Selection Committee that included a mission statement, a criteria and rating 
scale, convention date window, and rotation schedule. Additionally, staff continues to explore 
new sites based upon convention attendee evaluations and member input. The mission 
statement of the NAEA Convention is to broaden the professional world of teachers by: 
advancing national issues, connecting educators directly with artists and their works, 
promoting professional development through presentations, exhibiting current resources and 
materials, providing a forum for career networking, recognizing excellence in the field, 
conducting business of the association, and displaying NAEA member benefits. 

 
The Convention Committee applied a five point rating scale that included hotel and convention 
center space, including sleeping and meeting rooms; exhibition area; art, architecture, and 
artifacts available to members at the site; convenience and accessibility of air travel; newness 
to national conventions; and weather. 

 
The Board adopted a flexible policy of rotation among the four regions with a commitment to 
rotate, but not in a predictable, “locked-in” pattern. NAEA’s policy is to secure bids among 
multiple sites; thus actual dates, years, and locations cannot be determined or announced until 
hotel/convention center contracts have been signed. For purposes of contract negotiations, the 
Board approved a window of convention dates from March 1 - April 30. 



COLLABORATION: Responsibility 
 

Conventions as large and as complex as the NAEA national convention can be successful only 
if all who have roles to play in the planning and execution process clearly understand their 
roles and responsibilities. 

 
The following three groups work collaboratively with oversight provided by the National 
Program Coordinator and NAEA Executive Director, Chief Operating and Finance 
Officer, and Chief Learning Officer: 

1. The National Convention Program Coordinator is responsible for bringing both vision and 
concept to the planning of a convention experience that addresses the mission statement of the 
national convention and meets member expectations. The Division Directors and the Interest 
Group Chairs identify readers to review proposals submitted under each Division and Interest 
Group, respectively. The Research Commission will review those submitted under Research, 
and the ED&I Commission will review proposals submitted under ED&I. The Coordinator 
appoints readers for those other review categories that are separate from those listed above. 
This group of collective readers/reviewers is responsible for identifying the many concurrent 
sessions that are offered and the quality of the sessions; special program sessions, individual 
sessions, and on-site workshops may also be included. NAEA reimburses the National 
Convention Program Coordinator for hotel, travel, and per diem for a potential advance site visit 
to the host city. He/she is responsible for registering for the Convention. 

 
2. The Host State Committee is made up of members of the host state art education 
association and others who, if they choose to participate, are responsible for organizing and 
proposing off-site (out-of-hotel) events. Possibilities include local tours, Artist Series speakers, 
off-site workshops, and any other off-site events/programs that committee members may elect 
to propose and organize. The Host State Committee is also responsible for organizing and 
staffing a hospitality table at the conference to help delegates with local information about the 
city. Once proposed, all such activities are reviewed and must be approved by NAEA. Host 
State Committee members are expected to be NAEA members and register for the 
Convention. NAEA cannot provide any reimbursements for attending the planning meeting for 
the Convention. 

 
3. The NAEA staff is responsible for all operations and oversight including administration and 
finance related to the convention, including any and all Contracts for Services, arrangements 
with the hotel(s)/convention center, scheduling buses, determining costs for registration and 
ticketed activities, and scheduling all events. The staff also produces all Convention 
advertising, marketing and promotion, the published program schedule (print, online, and 
mobile app), and preregistration information. On-site registration and all administrative 
functions and operations during the convention are the responsibility of the NAEA staff. While 
all staff are involved in the convention planning and execution, the NAEA core convention 
team includes: A.J. Calbert, Chief Finance and Operations Officer; Kathy Duse, Convention 
and Programs Manager; Krista Brooke, Chief Strategy and Communications Officer; and 
Dennis Inhulsen, Chief Learning Officer. 

 
Please note that only the Executive Director is empowered to sign contracts and/or 
commit NAEA to conducting any events/activities. 



The full commitment, cooperation and thoughtful coordination of the individuals who comprise 
these three groups ensure an exemplary member experience for those who are planning and 
executing as well as for attendees! 



Wednesday, April 12 Friday, April 14 Saturday, April 15 Sunday, April 16 
Delegates Assembly 

 
Preconventions (if in 

person): 
Museum (all day) 

Museum Ed Div. 
   Research (all day) 

   Research Commission 
   Supervision & Admin.          
(all day)  Supv/Admin. 
Division Director 

Registration Open 
7:30 – 5:00 

 
Exhibit Hall Open 
10:00 – 4:00 

Registration Open 
7:30 – 5:00 

 
Exhibit Hall Open 
10:00 – 3:00 

NAEA Board Meeting 
8:30 – 10:00am 

 
Others: 
Forward 
recommendations 
to Kathy Duse by July 1; 
preconventions 
can be half or full day; 
generally have 5-7 add’l 
preconventions 

 
NAEA Registration Opens 
2:00 – 7:00 

Interest Groups Awards 
Ceremonies 
(different times) 

 
Tours/Workshops 
Need 3-5 local tours or 
offsite workshops; must 
be half-day (no longer 
than 3 hours offsite and 
must not overlap 
General Session) 

 
NAEA selects and will 
coordinate bus 
transportation, if needed 
Complete and submit 
forms to Kathy Duse by 
July 1 
 
Super Sessions 
Program Coordinator 
can select from Call for 
Presentations Process 
or invites others 
 
2nd General Session 
4:00 – 5:20 
 
Artist Series 
Need 3-4 local artists 
(total for convention over 
3 days); 
50-min sessions 
NAEA selects based on 
your recommendations; 
generally a $500 
honorarium is provided 
Send names and contact 
info to Kathy Duse by 
August 1 
 
Regional Award 
Ceremonies 
 
Hands-on Workshops 

Offsite Tours and 
Workshops  
 
Super Session 
  
Artist Series 
 
3rd General Session 
8:30 – 9:50  

 
Hands-on Workshops 
4:00 – 8:20 

 
Leadership Reception 
(Invitation Only) 

 

Thursday, April 13 
 
Registration Open  
7:30 – 6:00  
 
Concurrent Sessions  
9:00 – 6:00  
 
Exhibit Hall Open  
10:00 – 4:00  
 
Tours  
Need 5-7 local tours; can be 
half or full day (must not 
overlap General Sessions)  
NAEA will coordinate bus 
transportation, if needed  
Complete and submit forms 
to Kathy Duse by July 1  
 
Opening Gen. Session  
8:30 – 9:50am 
 
Division Awards Ceremony 
  
Hands-on Workshops 
  
Opening Night Event and 
Artisans Gallery  
7:00 – 9:00  
 



GENERAL PLANNING TIMELINE 
 

All events take place one year prior to the conference 
 

MONTH TASK DETAILS RESPONSIBLE 
PARTY 

February-March Proposal form 
finalized 

Finalize any categories 
to be added or deleted 

NAEA Office 

March - June Identify Reviewers • Contact Board 
Division Directors 
to appoint readers 
for divisions 
(NAEA); 

• Contact Interest 
Groups chairs to 
appoint readers 
for Interest 
Groups (NAEA); 

• ED&I 
Commission to 
review ED&I 
sessions; 

• Research 
Commission to 
review Research 
sessions; 

• Appoint readers 
for misc. 
categories (can 
change from year 
to year): Global 
Connections, 
Leadership, 
Media Arts  

Reviewers should not be 
members of the local host 
state committee and 
should be from various 
states and regions and be 
current NAEA members. 

NAEA Office  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
National Convention 
Program Coordinator 
 
 

March - Ongoing Identify General 
Session speakers (2) 

Begin to identify speakers 
and reach out (without 
confirming) to explore 
availability and 
cost for keynote 
speakers 

Program Coordinator 

March – Ongoing Identify possible 
preconvention 
workshops — 3 to 5 

All day workshops 
either in convention 
center/hotel or offsite 

Program Coordinator 

March – May Host State 
Committee Chair 
Appointed 

Is usually the state 
association president or 
appointed by the 
President 

Host State 
Association 
President 



March – May Identify Host State 
Committee Chairs 
and Committees 

Committee Chairs consist 
of Tours, Artist Series, 
Offsite Workshops, 
Hospitality, 
Volunteers 

Host State 
Committee Chair 

May – June Preplanning Meeting NAEA staff meet with 
Program Coordinator 
and Host State 
Committee Chairs to 
begin planning 

NAEA Office 

June Session Proposals 
available to all 
reviewers 

All proposals are 
reviewed online by 
designated readers 

NAEA Office 

May — June Host State Committee 
identifies and secures 
proposals for tours, 
off-site workshops, 
and Artist Series 

Proposals must be 
submitted on the 
enclosed forms 

Host State 
Committee 

May — June Identify bus 
transportation 
company for 
conference; secure 
AV company 
services 

 NAEA Office 

June Identify Super 
Sessions and/or 
other special 
sessions 

NAEA Office will forward 
all proposals to Program 
Coordinator 

Program Coordinator 

June — August Scheduling of 
sessions begins 

 NAEA Office 

July - Sept All speakers, 
workshops, special 
events are identified 

 
Speaker, workshops, 
special event contracts 
are finalized 

 Program Coordinator 
 
 
 
NAEA Office 

September Electronic letters of 
acceptance/non- 
acceptance are sent 
out to all who 
submitted a proposal 

 NAEA Office 

November Electronic letters with 
program scheduling are 
sent out 

 NAEA Office 



December Write Welcome letter for 
Convention 
Program/200-250 words 

NAEA Office to 
provide deadline 

Program Coordinator 

February Registration closes for 
the conference 

  

March – April Convention   



GENERAL PLANNING TIMELINE 
 

This timeline is to be used to guide the work of all three groups participating in the convention 
planning so that everyone is familiar with the many activities that must take place throughout 
the year preceding the convention. Specific dates may vary somewhat from year to year 
depending on the actual dates of the convention. 

 
JANUARY - MAY of the year preceding this convention: 

 
During this time, NAEA staff communicates with the NAEA Board Division Directors to identify 
the readers who will review and select the proposals for presentation within the various division 
categories and also identifies readers for the various Interest Groups and the other review 
categories as stated on the proposal form. 

 
•Host State Committee identifies its members. This committee should be limited to six 
persons, including the chair (who may or may not be the state association president), and the 
persons who will be responsible for identifying tours, Artist Series, and offsite workshops, 
special events, hospitality, and volunteer coordination. These persons will begin to identify 
their own committee members during this time; how large these committees should be will be 
determined by what their role will be and how the chair wishes to utilize them. While 
widespread participation is to be encouraged, committee size should be determined by the 
tasks to be accomplished to ensure effectiveness. All Host State Committee members are 
expected to be NAEA members and register for the Convention. NAEA cannot provide any 
reimbursements for attending the planning meeting for the Convention. 

 
MAY/JUNE 

 
In consultation with the Program Coordinator and the chair of the Host State 
Committee, the NAEA will schedule and host a planning meeting in the convention 
hotel (or virtually). This meeting is usually held in late May or early June and will bring 
together the National Program Coordinator, the Host State Committee Chairs 
(composed of the six persons identified above) and the NAEA core convention team 
staff to review roles and responsibilities and preliminary plans and ideas. 

 
•Program Coordinator will facilitate a discussion describing the vision and/or concept for the 
convention; major speakers will be presented for consideration and other program ideas will 
be generated. 

 
•Host State Committee will be provided an orientation to their role and the various tasks they 
will undertake. Responsibilities include identifying and contacting people who might lead tours, 
conduct workshops, or provide special events. The process for developing and securing 
proposals will be explained. Committee members are also encouraged to suggest ideas for 
off-site activities and discuss their viability with the entire planning group. The various forms, 
particularly the off-site activity proposal forms, will be distributed and thoroughly explained. 

 
•NAEA staff will host the planning meeting and provide an overview and orientation for the 
Host State Committee members. A thorough understanding of the process and procedures will 



ensure that the Program Coordinator and Host Committee members understand both the 
possibilities and limitations of their respective roles. While the NAEA staff encourages fresh 
ideas, they often understand the potential challenges and can help both the coordinator and 
host committee members save time and effort in their work. 

 
JUNE, JULY 

 
•NAEA will receive electronically approximately 2,500 proposals for presentations at the 
convention (the deadline for receipt of them is May 15). 

a) review of all proposals takes place online and designated readers are provided the 
necessary information to review proposals in early June. 
b) readers must have reviewed their designated proposals online by the deadline given. 

 
•The Host State Committee will develop proposals for all offsite events. This includes 
identifying and contacting persons whom they feel could provide outstanding experiences for 
NAEA members in workshop settings (generally hands-on, but not excluding museum or 
gallery workshops), tours, and other events. Each of these events must be presented 
(preferably typed) on one of the official proposal forms. All information requested must be 
included or the proposal cannot be considered. Each separate event proposed must be 
presented on a separate proposal form (multiple events cannot be considered if they are on 
the same form). 

 
•The NAEA staff will set up the electronic programs and files used to schedule the program 
and to create the published convention materials. NAEA will secure and review all proposals 
for audio visual, bus and other companies who provide services during the convention. 

 
SEPTEMBER 

 
• Program Coordinator will finalize all special program elements, including selection of 
General Session and any special session speakers. All information concerning these persons 
will be forwarded to the Executive Director, who will negotiate the contracts that are required. 

 
• NAEA Staff activities are varied. The staff will begin its solicitation of exhibitors and begin to 
prepare the online registration launch. NAEA will prepare and send electronic letters of non- 
acceptance and acceptance for submitted proposals and will begin the process of convention 
scheduling. This involves a significant amount of detailed scheduling of approximately 900 
sessions. 

 
OCTOBER 

 
• Host State Committee activities at this time are limited and members should only expect to 
keep in touch with their sub-committee members as required and be ready to assist in 
providing any information that might be needed by the convention planner. 



• NAEA Staff focus will be on marketing the convention and preparing various publications 
relative to it; completing convention scheduling. 

 
NOVEMBER 

 
• Program Coordinator will continue to work with members of the Host Committee members 
to insure that the committees are arranging what they need for the Convention.  

 
• Host State Committee members will only need to maintain communication with people who 
will be presenting at offsite events to insure any problems that come up can be discussed with 
the convention planner. They may wish to meet as a group to outline plans for the next several 
months. 

 
• NAEA Staff work during this period will involve continuing marketing efforts and selling 
exhibitor booths for the convention. At this time NAEA will prepare acceptance letters that will 
be sent electronically, together with members' individual presentation schedules, to every 
person who will be presenting at the convention except General Session speakers. The 
preliminary agenda is prepared and uploaded to the NAEA website and online registration 
begins. 

 
DECEMBER 

 
• Host State Committee members should have no convention responsibilities during this time. 

 
• NAEA Staff work will include continuing with preregistration and ticketing procedures and 
continue to work on other pre-convention activities as required. NAEA will work with bus and 
audio visual companies in the preparation of contracts for their services and will prepare for 
the hotel/convention center day-sheets showing the specifically scheduled times for all 
convention activities. 

 
JANUARY 

 
• Program Coordinator should normally have no convention responsibilities during this time 
except to periodically communicate with the NAEA office on any updates. 

 
• Host State Committee members should have no convention responsibilities during this time, 
but should maintain contact with each other to insure that everyone who has agreed to work 
with the convention has not changed their mind. 

 
• NAEA Staff will continue to accept preregistration materials. NAEA will complete the camera- 
ready copy of the convention program catalogue. 



FEBRUARY and/or MARCH 
 

• Host State Committee members should begin activating their committees and the 
Hospitality Chair should begin developing a schedule of activities for his/her group. This 
person should work with the Volunteer Coordinator to be sure enough people are scheduled to 
fulfill the hospitality requirements for the convention. 

 
• NAEA Staff will continue preregistration functions and develop the choreography for General 
Sessions and special presentations of award winners. 

 
MARCH or APRIL (Normally the convention month) 

 
All groups involved in the planning will see the vision and their months of work come together 
in an exemplary convention experience for NAEA members! 



IMPORTANT POINTS TO REMEMBER 
 

1. No individual may make any commitments on behalf of NAEA except the Executive 
Director. Seeking external funding for any convention event cannot be undertaken without first 
receiving written approval of the Executive Director. 

 
2. Deadlines must be kept and exceptions cannot be made with regard to any aspect of any 
offsite event or part of the program. This is necessary because of publication requirements 
and the time it takes to schedule the convention and prepare publications as well as legal and 
contractual problems that can arise. 

 
3. Information on proposals for offsite events must be complete by July 1 or they cannot be 
considered for inclusion in the program. 

 
4. The principal contact person for members of the Host State Committee is the NAEA 
Executive Director. To insure the best possible communication among all groups, Host State 
Committee members should communicate preliminary plans and ideas with the Program 
Coordinator or NAEA convention team staff. Any issues and/or problems should be brought to 
the attention of the Executive Director. 

 
5. Any and all events should advance NAEA’s mission and reflect substance and content that 
supports NAEA goals. 



 
NAEA PRECONVENTION WORKSHOP PROPOSAL 

 
Please provide complete information; indicate if any requested information does not apply so it is clear 
that no data has been inadvertently omitted. Use one form for each workshop. 

 
Location of Workshop (name):     

 
Workshop Title:     

 

Contact:    
 

Artist or Leader:    
 

Address of Workshop:     
 
 
 

Contact Phone:  Fax:  E-mail:    
 
Participant limits: Minimum  Maximum    

 
Time required onsite    

 

Estimated Travel time:  Distance (miles):    
 
Bus transportation will be required:  Yes   No 

 
This event must be held on Wednesday, March 12, 2023 

 
Fixed cost of workshop materials regardless of number attending: $    

 

*Honorarium: $    
 

*Where possible, workshops should be conducted by NAEA members and no honorarium is paid. 
However, some workshop leaders/artists will not be members and an honorarium may be negotiated. 
Only the NAEA Executive Director is authorized to enter into any agreements for workshop costs, and 
commitments made by committee members will not be honored. 

 
Workshop Description—you may add attachment if necessary (for preregistration materials; be brief 
but very descriptive, since most potential participants will have little or no idea about the workshop content 
or the artist’s or leader’s qualifications): 



 
NAEA PRECONVENTION WORKSHOP MATERIALS LIST 

 
Please list all materials for which NAEA will be expected to provide reimbursement AFTER THE 
CONVENTION. Base quantities and dollar amounts on the maximum number the workshop will 
accommodate. Please be advised that no reimbursements will be made without original receipts. 

NAEA determines final pricing for all workshops. 
 
TYPE OF MATERIAL COST PER UNIT QUANTITY AMOUNT 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ESTIMATED COST PER PERSON: $   TOTAL:  $   



 
NAEA OFFSITE WORKSHOP PROPOSAL 

 
Please provide complete information; indicate if any requested information does not apply so it is clear 
that no data has been inadvertently omitted. Use one form for each workshop. 

 
Location of Workshop (name):     

 
Workshop Title:     

 

Contact:    
 

Artist or Leader:    
 

Address of Workshop Location:     
 
 
 

Contact Phone:  Fax:  E-mail:    
 
Participant limits: Minimum  Maximum    

 
Time required onsite (3 hours maximum):    

 

Estimated Travel time:  Distance (miles):    
 
Bus transportation will be required:  Yes   No 

 
Preferred day and time:    

 
Indicate any day of week NOT available (location closed, etc.):    

 
Fixed cost of workshop materials regardless of number attending: $    

 

*Honorarium: $    
 

*Where possible, workshops should be conducted by NAEA members and no honorarium is paid. 
However, some workshop leaders/artists will not be members and an honorarium may be negotiated. 
Only the NAEA Executive Director is authorized to enter into any agreements for workshop costs, and 
commitments made by committee members will not be honored. 

 
Workshop Description—you may add attachment if necessary (for preregistration materials; be brief 
but very descriptive, since most potential participants will have little or no idea about the workshop content 
or the artist’s or leader’s qualifications): 



 
NAEA OFFSITE WORKSHOP MATERIALS LIST 

 
Please list all materials for which NAEA will be expected to provide reimbursement AFTER THE 
CONVENTION. Base quantities and dollar amounts on the maximum number the workshop will 
accommodate. Please be advised that no reimbursements will be made without original receipts. 

NAEA determines final pricing for all workshops. 
 
TYPE OF MATERIAL COST PER UNIT QUANTITY AMOUNT 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ESTIMATED COST PER PERSON: $   TOTAL:  $   



NAEA CONVENTION TOUR GUIDELINES 
 
Tours are arranged for convention attendees to provide them the opportunity to visit, in an 
inexpensive and reasonably comfortable manner, art-related sites in the convention city or 
nearby area. It has been the experience from past conventions that unless the tour provides 
something that is not otherwise available (i.e., by regular commercial tours or by taking a cab or 
city bus) and is not clearly and strongly art-related, attendees are not interested and such tours 
are not successful. 

 
The Host Committee tour organizers should try to identify sites of interest, explore ways of 
putting together tours of 2-, 3-hour duration (including all travel time), and contact the people who 
might serve as tour leaders as well as those persons at the sites in charge of making 
arrangements for visitors. Clustering several sites into a single tour seems more interesting to 
attendees than a visit to a single site, but that will depend on the richness of what there is to see, 
hear about, or photograph at the sites. 

 
These proposed tours should then be entered on the Tour Proposal Form with all the information 
that is requested, and with a description that is clear and which makes the tour sound interesting. 
Tours cannot be scheduled to leave before 10:00am on the first day and should return to the 
convention site no later than 3:00pm. Times may need to be adjusted depending on the General 
Session schedule (no events/sessions/meetings can be held against a General Session). 

 
By July 1 tour and offsite workshop proposals should be forwarded to Kathy Duse for possible 
inclusion in the program schedule. For those rejected, the tour organizers should send a brief 
note to the people who would have been involved, indicating that for reasons of scheduling 
and/or cost, the tour/workshop in which they would have been involved will not take place. 

 
For tours that are accepted, the organizers need to revisit all of the people involved in the 
accepted tour and make them fully aware of what has been accepted and what will be expected. 

 
NAEA cannot make money on tours, but it also has an obligation not to lose money. Cost to the 
tour participant will include all contracted charges (including a lunch if one is scheduled), bus 
expenses, and small administrative charge, divided by the number taking the tour. In general, the 
price of all the tours that are offered will be cost-averaged (so that all cost the same, or nearly 
the same) for purposes of reducing the cost of the accounting and registration procedures. 

 
A major concern is that there should be no surprises for anyone at the time the tour takes place; 
everyone should know exactly what they are to do, what all charges are, and when and where 
the tour will go. 



 
NAEA TOUR PROPOSAL 

 
Please provide complete information; indicate if any requested information does not apply so it is clear 
that no data has been inadvertently omitted. Use one form for each tour. 

 
Location of Tour (name):     

 
Tour Title:     

 

Contact:    
 

Tour Leader:    
 

Address of Tour Location:     
 
 
 

Contact Phone:  Fax:  E-mail:    
 
Participant limits: Minimum  Maximum    

 
Time required onsite (3 hours maximum):    

 

Estimated Travel time:  Distance (miles):    
 
Bus transportation will be required:  Yes   No 

 
Preferred day and time:    

 
Indicate any day of week NOT available (location closed, etc.):    

 
Site admission per person:     $                                   
Meal: $  
Other (please be specific):      $    
*Honorarium: $    

 
 
TOTAL FOR ALL:  $    

*Where possible, workshops should be conducted by NAEA members and no honorarium is paid. However, 
some workshop leaders/artists will not be members and an honorarium may be negotiated. Only the NAEA 
Executive Director is authorized to enter into any agreements for workshop costs, and commitments made by 
committee members will not be honored. NAEA determines final pricing for all workshops. 
 
Tour Description—you may add attachment if necessary (for preregistration materials; be brief but 
very descriptive, since most potential participants will have little or no idea about the tour content): 



HOSPITALITY COMMITTEE GUIDELINES 
 
One of the most critical responsibilities of the Host State Committee in the smooth running of the 
convention is the role played by the person or persons who are responsible for the Hospitality 
table which is open throughout the convention, and arranging for and scheduling the persons 
who must be there at all times. 

 
The Hospitality table is provided to give convention attendees a place to go for answers to 
questions about the convention (these are examples only; NAEA members are inventive in the 
questions they ask): 

 
•where is such and such a room or session? 
•where are good (or inexpensive) places to eat? 
•how much does it cost to take a cab/Uber/Lyft to some location in the city? 
•where can I go to get my glasses fixed? 
•how do I find my long lost friend who is supposed to be here? 
•can I leave a message for someone? 
•where is the lost and found? 
•what time does such and such a tour or workshop leave? 
•what hotel or convention center is such and such a session, workshop in? 
•where do I get the bus to such and such a place? What will the fare be? 

 
It is also a place for attendees to pick up literature about the host city, its museums, nightclubs, 
or special sites they want to visit and where they will ask about what is worth seeing. 

 
It is also the place where the state art education association can sell souvenirs of the convention 
(t-shirts, etc.) to help raise funds to defray any of their convention expenses (or just to raise 
money). This is the only authorized location for any sales at the convention except for the exhibit 
hall where commercial vendors may sell. 

 
The Hospitality/Volunteer Coordinator(s) are also responsible for recruiting, scheduling, and 
supervising the state association members who will serve to help getting persons onto buses for 
tours and offsite workshops, or guiding them to any function where bus service is not provided. 
At some conventions, volunteers have also been assigned to serve as greeters and to introduce 
a speaker (Super Session or Artist Series). 

 
Obviously, these roles are critical and require people of exceptional reliability and with excellent 
organizational and people skills. The NAEA staff will assist in whatever ways it can, but the major 
responsibility, for obvious reasons, rests with these key persons on the Host State Committee. 
Whoever these persons are, they should confer with the NAEA to be sure they understand the 
full extent of the tasks that must be done. If the requirements are clearly understood and 
carefully organized, the tasks are not quite as formidable as they sound, but their importance to 
the success of the convention is tremendous. 
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