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Helpful Hints when a National Representative visits your Department

The Department President is to provide a Page for the National Auxiliary Representative and
furnish the Page with the arrival and departure dates and times from/to the airport.
Department President will see that the Page has a copy of these visit hints and an up to date
detailed agenda. If a Page is not assigned, it will be the responsibility of the Department
President.

The National Auxiliary Representatives must verify time and date to arrive and depart with
the Department President prior to the Representative booking their flight. This is also a
good time to discuss attire and expectations.

Department President or Page should furnish/arrange transportation for the National
Auxiliary Representatives at all times. Remember to ask a good driver, the driver doesn't
have to be the Page or the President.

A Page to a National Representative should be an Auxiliary member who is personable and
able to provide the services below.

The Page will meet and greet the National Representatives as they arrive at the
Conference/Convention location. The Page will be responsible for the National
Representative's luggage and they will stay with the luggage as the National Representative
checks into the hotel room. The Page or the Department President will provide the
Representative with the most up to date Agenda upon arrival.

The Page, with luggage, will escort the National Representative to their hotel room and ask
if he/she can provide any courtesies/tasks that the National Representative would need.
(l.e. ice for her/ his room, a beverage, snack). The Page should be assigned a room near the
Representative, if possible.

The Page will escort the National Representatives to all scheduled meetings/functions. The
Page should schedule the time with the Representative, to arrive at the Representatives
hotel room. The Page will escort the National Representative to the meeting/function and
offer to carry personal items. The Page will not share the Representatives' room number
with anyone other than the Department President or Secretary.

During the Conference/Convention meeting, the Page is responsible for all requests that the
National representative may have. The Page is seated behind and to the right of the
National Representative. (depending on department & room set up)

If there is not a planned meal and/or the Department President has not made plans with
the National Representative, the Page should be their companion for that meal.
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There should be a small basket or goody bag for the National Representative in their hotel
room. The Chairman and the President should decide on what to put in it. Water is always
appreciated. Remember they are only in your Department a short time, please don't
overdo.

The Representative should be asked to leave the meeting room to allow for an official
escort per the Bylaws.

The Representative should be given materials pertinent to the meeting. i. e. The Agenda,
Financial Reports, Minutes, Script, Chairman Reports etc.

Make sure the Representative has time to address the members. If a visit to the VFW is
made the Representative should join the Department President. Let the Representative
know how many times you believe they will address the members. i.e. Joint Opening,
Banquet etc. Make sure you check with the VFW prior to a joint event. Will the President
introduce the Auxiliary Representative or will the VFW?

At the end of the Conference/Convention it is time for departure, the Page is responsible
for escorting the National Representative and luggage from their room to the
transportation provided for the return to the airport.

ADDITIONAL THINGS TO REMEMBER:
Invite the Representative to all meetings (This includes line officer and chairman meetings, unless
there is an issue that the Rep shouldn't be involved with)

Some reps like down time, others like to be involved with everything. Check with your
representative if you have down time. Do they want to go with you to a hospitailty room, or
just hang out somewhere with you and the members? Do they want to go to their room to
iron cloths or make notes for a banquet later?

It is not necessary to escort the representative back and forth to the restroom. Maybe, just
the first time so they can find it.

This should be a memorable event for both the Representative & the Page.
Also, remember to extend courtesies to the Representative even if they are from you own state.

The Representative is at your meeting as a guest, when they are your official Representative, not
as a member of your Department and should be treated as such.



