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Introduction

This handbook has been developed to provide help to persons responsible for planning and implementing a joint NCBEA and state organization annual convention; members of the governing board of the host state organization, the NCBEA convention liaison person, and the local program chair of the host state organization. The Handbook identifies the particular NCBEA activities to be included in a joint NCBEA convention liaison person.

The NCBEA Administrative Board is pleased to make this Handbook of recommended guidelines available to you as you go forward in your work in sponsoring a joint annual convention. It is a pleasure and privilege for NCBEA to be working with a host state organization in this important professional endeavor.

The NCBEA Annual Convention

Philosophy

The philosophy of the NCBEA convention is to provide the opportunity for professional growth of the membership. This will be accomplished through active involvement of the NCBEA Administrative Board and all state associations in the region.

Objectives

1. To facilitate dialogue among all business educators.

2. To extend the knowledge of members in various aspects of education.

3. To promote a positive image of business education.

4. To provide updated information and its implication for business education.

5. To provide for closer relationships and unity among the eight member states.

6. To provide good public relations among the five regions of NBEA.

NBEA Bylaw 3: Meetings

“The Association will hold an annual meeting at such time and place as shall be determined by the Administrative Board.

NCBEA Bylaw 5: Rotation of Meeting Sites

Section 1: “A regional convention will be held in conjunction with and according to the rotation plan adopted by the National Business Education Association.”

Section 2: “North Central Business Education Association is encouraged to meet in conjunction with and at the invitation of a state organization.”

NCBEA Administrative Board Responsibility

1. Five years in advance, the Administrative Board should compile, if known, the following dates and locations:

a. State events and state organization meetings involving business educators in the region

b. NBEA conventions

c. AVA conventions

d. DPE meetings

e. National meetings of student organizations (FBLAL, DECA, BPA, PBL, POP)

f. Five years in advance, the Administrative Board should work with state organizations to schedule the dates and location of each joint convention. The Marketing/Linkages Committee should publicize this information each year in the newsletter and communicate it to NBEA and other business education organizations.

NCBEA Convention Liaison Person

1. The host state organization shall be responsible for notifying the NCBEA president of the name and address of the NCBEA convention liaison person.

2. The convention liaison person shall work directly with the member state’s program chair and together they shall make regular progress reports to the NCBEA Administrative Board. Reports are due to the NCBEA Administrative Board at each succeeding meeting after the appointment. Interim reports to the NCBEA president should be made whenever information is requested or is available, and these reports should be forwarded to other Administrative Board members if they involve substantial change.

3. Reimbursement for travel expenses, etc., of the convention liaison person to attend NCBEA Administrative Board meetings shall follow the same guidelines that apply to board members.

Duties of the NCBEA Convention Liaison Person

1. Serve as liaison between NCBEA and the host state organization in planning and implementing a joint NCBEA and state organization annual convention.

2. Provide copies of this Handbook to the state convention chair and officers of the host state organization. Provide the state convention chair with copies of programs and final convention reports from previous joint conventions. These are available from the secretary.

3. Implement planning with the host state organization (at least one and one-half years in advance) all events at the joint convention.

4. Attend all convention planning committee meetings.

5. Consult with NCBEA president-elect (president during convention year) during the entire convention planning process.

6. Facilitate communication among all groups involved in convention planning.

7. Plan all NCBEA events in cooperation with the state convention chair and appropriate NCBEA personnel:

g. Comprehensive Leadership Workshop and/or Open Forum (NCBEA Past President)

h. NCBEA Past Presidents’ Breakfast (NCBEA president and past president)

i. Membership Directors’ Breakfast (NCBEA Membership Committee Chair)

j. State Presidents’ Breakfast (NCBEA President Elect)

k. Annual Business Meeting (NCBEA President)

8. The NCBEA president shall coordinate all of these events with the convention liaison person. The Open Forum and NCBEA Membership Directors’ Breakfast may be a combined event.

9. Suggest program participants (speakers, hosts, hostesses, recorders, committee members, etc.). Write to all state organization executive boards and all NCBEA Administrative Board members to obtain suggestions. Obtain name, address, phone number, and area of expertise. NCBEA Administrative Board members may, if the state convention chair desires, be available as convention speakers and/or assist in obtaining speakers from their respective states. The NCBEA convention liaison person shall prepare a list of potential program participants to submit to the state convention chair early in the planning process.

10. Facilitate the planning of a program to assure representation from:

All states in the region

All levels (secondary, post-secondary, collegiate, private, etc.)

Minorities

Male/female

Student organizations (invitations sent by NCBEA president to all groups—equal treatment to those who accept)

NABTE

11. Keep well informed on budgetary matters pertaining to the convention. The convention liaison person should be aware of all financial transactions and must approve all items which are charged back to NCBEA for which NBEA has assumed separate financial responsibility (see Financial Policies Relative to Joint Conventions). The convention liaison person will keep the NCBEA Administrative Board informed of financial commitments for separate financial responsibilities during the convention.

12. Provide the state convention exhibit chair with a list of previous exhibitors and other suggestions.

13. Work with state convention chair in arranging facilities for all NCBEA events and recommending recipients of complimentary rooms (if available).

14. Work with state convention chair and NCBEA newsletter editor to prepare and forward all convention information to the editor by the due date.

15. Provide state convention chair with information needed for printing convention programs.

16. NCBEA Convention Administrative Board members and titles 

17. NCBEA and NBEA past presidents

18. Information concerning speakers or dignitaries for which NCBEA is responsible

19. Order of events for NCBEA meal functions

20. Work with the state convention chair to have an NCBEA exhibit space at the convention. Encourage NBEA members or NCBEA Board members to staff the exhibit.

21. Work with NCBEA president, host state president, and state convention registration chair to assure all invitations are forwarded or included in convention packets.

22. Prepare a final written report about the convention, including financial statements, evaluation, and recommendations for improvement. Two copies of the report and two copies of the convention program should be submitted to the NCBEA secretary; one for the NCBEA permanent files, and the other for the next convention liaison person. A third copy of the report and a copy of the convention program should be submitted to the NCBEA president-elect.

Financial Policies Relative to Joint Convention

1. The joint convention registration fee is determined by the local convention committee and reviewed by the host state board, the NCBEA president, and the NCBEA convention liaison person prior to publication. Attendees must be members of the either the state association or NCBEA. Provisions will be made for collecting state association and NCBEA dues at the convention.

2. If feasible, one master account will be established with the headquarters’ hotel and the state convention chair will bill NCBEA for those charges for which NCBEA has assumed separate financial responsibility.

3. Separate financial responsibility will be assumed by NCBEA for the following:

l. Comprehensive Leadership Workshop and/or Open Forum Event (if conducted)

m. State Membership Directors’ Breakfast

n. Past Presidents’ Breakfast

o. State Presidents’ Breakfast

p. Other NCBEA related expenses

NCBEA Convention Activities

Executive Board Meetings:

1. One meeting shall be scheduled prior to the opening of the convention—announced in the program along with the time and place.

2. The second meeting, if needed, will be held during or immediately after the close of the convention with the time and place announced in the program.

Comprehensive Leadership Workshop and Open Forum Event: (Refer to attachments that detail the Leadership Workshop and the Open Forum Event.)

1. It is highly recommended that a comprehensive Leadership Workshop and/or Open Forum event be sponsored by NCBEA in conjunction with the convention.

2. The NCBEA past president serves as director of the Leadership Workshop and the Open Forum Event and is responsible for planning, scheduling, and implementing each one.

3. It is recommended that the workshop and/or forum be held on the day of the opening session of the convention, preferably immediately preceding the opening session.

4. The decision to hold the workshop and/or forum should be made prior to the early planning stages of the convention so that the activity can be included in the program planning.

5. The workshop and/or forum is a separate financial responsibility of NCBEA.

6. It is recommended that NCBEA State Membership Directors’ Breakfast be combined with the Open Forum.

Delta Pi Epsilon Event

1. The event could be a brunch, breakfast, luncheon, reception, or dinner.

2. The event would be classified as a regular convention event hosted by DPE.

3. The convention liaison person and the state convention chair should work with the national DPE office and/or with local chapter or combined chapters in the host state or in the NCBEA region to determine the group hosting the event.

4. The event should not be in conflict with the NCBEA scheduled events.

Official Recognition of Exhibitors
Provision should be made by the NCBEA Administrative Board and host state organization board to officially recognize the exhibitors at the convention.

Presidents’ Reception
1. It is strongly recommended that there be just one Presidents’ Reception, with NCBEA and the host state organization participating jointly. The following presidents will be in the receiving line:

q. Current state presidents

r. Current NCBEA president

s. Current NBEA president

t. Current regional presidents

2. The time and place of the reception should appear on the convention program.

Convention Opening Session

1. Both NCBEA and the host state organization should participate visibly in the opening ceremony.

2. It is suggested that the presidents of NCBEA and the host state organization both make welcoming remarks in this order:

u. The host state organization president

v. The NCBEA president

3. The NCBEA banner should be displayed at the opening session.

Note: The following breakfasts may be combined sessions.

NCBEA State Membership Directors’ Breakfast

1. While a time and place should be designated for this event, it is not an open event.

2. The NCBEA Membership Committee chair or NCBEA president should extend the invitation to the state membership directors at least three months before the event.

3. The following persons should be invited to attend:

w. NCBEA president

x. NBEA executive director

y. NBEA membership director

z. NCBEA student representative

aa. State membership directors

4. The nature of the event should be communicated by the NCBEA Membership Committee chair or NCBEA president to the NCBEA convention liaison person at least three months before the convention, including the facilities, etc. needed.

5. This event is a separate financial responsibility of NCBEA.

6. This event may be combined with Open Forum

NCBEA Past Presidents’ Breakfast

1. While a time and place should be designated for this event, it is not an open event.

2. The NCBEA president and past president are responsible for planning and implementing this event.

3. The nature of the event should be communicated by the NCBEA past president to the NCBEA convention liaison person at least three months before the convention, including the facilities, etc., needed.

4. The event is a separate financial responsibility of NCBEA.

State Presidents’ Breakfast

1. While a time and place should be designated for this event, it is not an open event.

2. The event is planned and hosted by the NCBEA president-elect.

3. Minutes of the meeting should be taken and copies distributed to the following:

ab. All state association presidents in the region

ac. Members of the NCBEA Administrative Board.

4. The nature of the event should be communicated by the NCBEA president-elect to the NCBEA convention liaison person at least three months before the convention, including the facilities, etc., needed.

5. Both the state president and vice president/president elect from each state should be invited to the event. The NCBEA president-elect is responsible for these invitations.

6. The event is a separate financial responsibility of NCBEA.

NCBEA Business Meeting

1. When scheduling this event, care should be taken so that it is not in conflict  with other convention events, particularly the host state association business meeting.

2. The time and place of this event should appear on the convention program.

3. At least one hour should be provided for this meeting.

NCBEA Awards and Recognition Event

1. The event is planned by NCBEA. This is a regular convention event (usually an awards luncheon) and should be indicated on the program, along with the time and place. If it is solely an NCBEA event, it should be hosted by NCBEA. (It may be desirable to combine the NCBEA awards and recognition event and the host state’s awards and recognition event with both NCBEA and the host state organization participating jointly in the following activities.)

2. The speakers’ table should include the following:

ad. The host organization president

ae. The speaker (if there is a speaker)

af. NCBEA president

ag. NBEA president

ah. NBEA Executive Director

ai. NCBEA president-elect

aj. Award presenters

3. A second speakers’ table may be used to set the NCBEA Administrative Board members. An alternative plan may be used in which members of the NCBEA Administrative Board are seated as hosts/hostesses at the tables throughout the dining hall. The entire NCBEA newsletter staff should be included when determining seating arrangements.

4. Several additional reserved tables may be requested for the following:

ak. Past presidents and their spouses

al. State presidents and their spouses

am. State membership directors and their spouses

an. Representatives from student organizations

ao. Other special guests, who might include the following

1) NABTE president

2) ISBE president

3) Vice president of the BE Division of ACTE
4) DPE national president

5) DPE executive director

6) NBEA regional presidents

7) Spouses of those seated at head table

5. Persons to be seated at the speakers’ table and other special tables should be notified in advance.

6. Persons at the speakers’ table should meet as a group 20 minutes prior to the meal time and enter the dining area in the order in which they are to be seated.

7. The NCBEA president shall determine who will receive complimentary tickets. Those tickets will be a separate financial responsibility of NCBEA.

8. The president should present the persons at the various tables during the program. A suggested format follows:

ap. Persons at the speakers’ table should be introduced individually

aq. Members of the NCBEA Administrative Board should be introduced individually

ar. Persons designated under 4 (numbers 1-6) above should be introduced individually

as. Representatives from student organizations should be introduced individually

9. A suggested program format follows:

at. Invocation

au. Introduction of persons at the speakers’ table

av. Presentation of NCBEA Administrative Board members

aw. Greetings from NBEA, NABTE, Regional Associations, and DPE

ax. Speaker

ay. Presentation of persons seated at special tables(s) if special groups are designated

az. Announcement of new NCBEA Administrative Board members

ba. Presentation of awards

bb. Recognition of local convention committee members as a group

bc. Adjournment

10. An awards brochure shall be prepared by the NCBEA Awards Chair for the awards event. The brochure contains the picture and biographical data of the award recipients for the Distinguished Service Award.

11. A program booklet shall be prepared by NCBEA for the awards event. The program booklet should include the following:

bd. Identify the current members of the NCBEA Administrative Board and the officers of NBEA.

be. List all past recipients of the NCBEA Distinguished Service Awards along with the date of the award.

bf. List all past presidents of NCBEA. The date and the site of the convention shall be listed for each past president.

bg. List all past recipients of the Student Representative Recognition Award. The date and institution should be included as space permits.

To help maintain this past record of NCBEA history, the listing to cover items b, c, and d above are listed in this Handbook (Appendix) through to the current year. The current president is responsible for keeping the listing accurate and up to date
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