OFFICIAL VISITS GUIDE

PROTOCOLS, PROCEDURES AND CHECKLIST FOR THE REGION GOVERNOR 

AND THE OFFICIAL VISITOR 

General Information
The purpose of the Official Visitor’s presence at Region Conferences is to connect the Federation Board and Headquarters (staff) to the region leadership and club members.

Governors may request a specific official visitor via the Official Visit Request Form.  SIA will endeavor to accommodate Governor’s request with due regard for the federation officer or board member’s personal schedule and availability, language skills and prior year’s visitation schedule. 

Official Visitor Finances
The Federation pays travel expenses for Official Visitors to attend Region Conferences. The Region is expected to pay for conference registration, meals and lodging.  If extra nights are required due to travel arrangements, the region is expected to pay the associated expense. 
Pre-Conference Arrangements

_____
Initial Contact.  The region (Governor, conference coordinator, or region staff) should make the initial contact within two weeks of receiving notification of their Official Visitor.  At this time, you will want to share conference plans to date, agree to official visitor travel schedule, both arrival and departure, and offer assistance as needed.

_____
Hotel and/or Conference Location.  The region will provide the name, address and telephone number of the hotel and/or conference location. This information will be shared with Headquarters. 
The region will provide a single room unless you have made specific arrangements with the Official Visitor. Most often, international visitors will experience jet lag and a restful retreat is most welcome. 


If the Conference is held in a location away from the hotel, advise the Official


Visitor as to when and how she will be transported to the conference location. 

_____
Transportation Schedule.  The Official Visitor should advise their contact (Governor, secretary, staff) of their air flight or other transportation (train, automobile, etc.) schedule and send a copy of her flight itinerary to the Governor and Federation Headquarters. 
The region should confer with the official visitor to assess if she would like the following:

· Meet the official visitor at the airport and be escorted to the hotel. 
· Needs time to unpack, review her notes and rest before the first event begins. 
· A steward to accompany her if needed. 
· Assistance with travel arrangements following the conference 

_____
Call to Conference.  As soon as it is available, the region shall send a copy of the Call to Conference to the official visitor and federation headquarters. A communication shall be sent to the Official Visitor pointing out any special activities, special dress requirements, theme parties, participatory gift exchanges or anything else.
_____
Conference Program Greeting.  If it is the Governor’s desire to have the Official Visitor write a brief greeting to be included in the Conference Program please notify her at least 45 days before your deadline. Very often, Official Visitors are at the same time preparing conference workshop materials, additional speeches, and preparing to attend a second or third region conference. 
_____
Interpretation.  The region is expected to provide interpretation for region conferences, where needed. Typically, Official Visitors are not assigned to regions where they are not fluent in the language or translation cannot be provided locally by volunteers. A bilingual steward is most helpful to facilitate conversation and ensure the Official Visitor knows what is happening at the conference, especially when debate is occurring or there are changes to the conference schedule. 

_____
Inviting SIA Executive Director/CEO and SIA’s Leadership Team The Federation will fund the travel and incidental expenses for the SIA Executive Director/CEO to visit Federation’s regions. The region is expected to fund any conference registration, lodging and all meals. Allow time during the conference schedule for the Executive Director/CEO to address the attendees and participate in events where appropriate. It is very helpful to convey in writing no later than 75 days ahead of conference any special messages you want delivered by the Executive Director/CEO.  Refer to the official visitor protocol above regarding stewards and confer with the SIA Executive Director/CEO.
_____
Inviting Staff to Conference.  Staff is always excited to attend a region conference and share their expertise with members. If the region has asked them to participate in the program (conduct a workshop, for example), the region is expected to pay for all associated expenses including travel, conference registration fees, lodging and meals. The same courtesies should be extended as you would to other guests. If Federation staff is invited as a guest of honor, staff should be introduced early in the conference schedule, seated in places of honor (if appropriate) and extended similar courtesies, such as those listed under the Transportation Schedule.
_____
Official Visitor’s Speech.  The region must schedule approximately 25 minutes on the Conference Agenda for the Official Visitor speech. Governors may request translated copies of the speech for inclusion in the program. 
_____
Region Conference Content Provided by SIA.  Due to the importance of providing a consistent member experience from region to region, Governors will allot time on their conference agendas for SIA developed content to ensure consistent messaging. These items will be determined annually based upon branding and strategies. The materials will include but are not limited to an Official Visitor Speech and other presentations (designed to be delivered by the Official Visitor and/or region chairs) on impact (program), engagement (membership and leadership development), philanthropy (fundraising), and recognition (public awareness).
_____
Installation of Officers.  The main purpose of an officer installation is to impress the new officers with their responsibilities and the importance of their work. It should be done so that new officers rededicate themselves to the objectives of the region, and so that the other members will be inspired to further the work of the organization. For guidance, see the Installation of Club Officers and use this as template for region installations.

Installation of Club Officers

Installation of Club Officers

Installation of Club Officer
_____
Presentation of Awards.  The region will ensure the Official Visitor has a role in presenting the Federation Live Your Dream Awards to the region winners and other awards such as recognizing clubs in the region who achieved 100% of the Club Roadmap Metrics and any Best in Federation Awards. Please allow time on the program schedule to accommodate these award presentations. 

Region Roadmap Conversation
_____
Invitations.  The region shall invite the Official Visitor to attend the region board meeting. In the even year, the incoming region board of directors (candidates or elected) are to attend the Region Roadmap Conversation. Other visitors, such as Federation staff, should also be invited. SIA also recommends having incoming region board members attend as silent observers in support of effective transition.

_____
Purpose.  The purpose of the Region Roadmap Conversation is to discuss the wellbeing of the region. 

_____
Process.  During the region board meeting, the Governor will add the Region Roadmap Conversation to the agenda to review and discuss any challenges or successes. The Official Visitor will facilitate the conversation and note items for follow-up with SIA Headquarters. Following the conversation, both the Governor and Official Visitor will complete an evaluation provided by SIA Headquarters.

_____
Additional Support.  This is often the time when the Region leadership can ask questions, share areas of concern, and seek advice. Further, the region leadership can share what issues may arise during the Conference Business session, and what the Official Visitor might expect to hear from the membership.  
Conference Procedures & Protocols

_____
Titles and Forms of Address. Official Visitors are members of the Federation Board of Directors. They should be referred to by their office (e.g. President “first name” or President-elect “first name”) or as Federation Director “first name” (e.g. Director Mary). Fundraising Council members should be addressed as Council Member “first name”.
Staff should be addressed with their title and then “first name”. 
_____General Sessions.  At General Sessions, the Official Visitor should be seated to the 
Region Governor’s right if working from a Head Table. If you have strictly “working” head tables (that is, only those seated will be speaking during the session) and the Official Visitor is not scheduled to speak, introduce her, ask her for a brief greeting at the first session and note that she will be speaking at a later session. If the President or President-elect attends your conference but is not the Official Visitor, she is still seated at a place of honor, either at the Head Table or in a front row or front table. She should be asked to address the attendees sometime during the Conference and should be allotted up to 25 minutes for her presentation.

_____
Meal Functions. Please check with the Official Visitor and other guests prior to their arrival about any dietary preferences or allergies to certain foods. If the Official Visitor has a designated place to sit during meals, please let her know.
If head tables are utilized for dining, the Official Visitor should be seated to the right of the Governor and the dinner speaker(s) to the left of the Governor.  
If certain meals, such as breakfast, are not scheduled, ask the guests if they prefer to have room service, which will be charged to the room, meet someone in the dining area, or prefer to be “on their own”.  

_____
Workshops.  If the Official Visitor has been asked to conduct a workshop by the Governor, the Governor should discuss the content needs and requirements prior to the event, as early as possible. Please allow the Official Visitor sufficient preparation. 
Other Critical Information

_____
Photographs & Facebook.  Please obtain written permission of all attendees prior to your region conference before sharing their photographs on social media.
_____
Business Cards.  Members will want the Official Visitor’s business card so Official Visitors should take several dozen. Protocol in Japan suggests cards be exchanged with your name facing the recipient, given with two hands and accepted in the same manner. Cards should not be stuffed in a pocket but held, then placed on a table or in one’s purse or briefcase later. 

Region Conference Reports by the Official Visitor & Governor

The Official Visitor and the Governor shall each complete a Region Conference Report no later than two weeks after the conference is completed. Each Report shall be submitted to Federation Headquarters. The Official Visitor shall submit their report with their expense report. Reports can be shared upon request.
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