	TRES DIAS	


GUIDELINES FOR HOSTING AN INTERNATIONAL ASSEMBLY MEETING





Planning for a meeting of the International Tres Dias Assembly should ideally begin eleven to twelve months before the meeting is scheduled.  The first item of business is for the local community which is hosting the Assembly to appoint a General Chairman.





The General Chairman shall determine the committees the local community plans to use.  Recommended committees are as follows:





Administration			Facilities				Food





Housing				Transportation			Palanca





Music					Outside Activities		Auxiliary





A chairman for each of the above committees (in the case of the Auxiliary Committee, a Chief Auxiliary) shall be appointed by the General Chairman and approved by the local Secretariat.  The General Chairman, along with the chairmen of each of the above committees, shall comprise the General Planning Committee. 





In addition, the following officer positions are required; however even though the persons to fill these three officer positions are recommended by the local community, they must be officially appointed (according to By-Law 5.6.1) by the Vice President Administration of International Secretariat:





Financial Secretary:  Receive all funds and keep a separate record (from the local community) of such receipts.  Be available to receive monies on Friday evening and Saturday morning of the Assembly.  Report to the International Secretariat, all receipts from Assembly activities.  Other duties as outlined by the General Chairman.





Treasurer:  Be responsible for making all necessary expenditures of the International Assembly.  Keep separate records (from the local community) of all expenditures relating to the Assembly.  Report to the International Secretariat, all expenditures by line item category.  Working with others on the General Planning Committee, develop a budget for the Assembly - - which budget shall be submitted to the Administration Committee of International Secretariat at its Spring Meeting preceding the Assembly.  Other duties as outlined by the General Chairman.














Recording Secretary:  Act as the official secretary and recorder of all actions (motions, elections, etc.) taken by the Assembly while it is in session.  Present to the Assembly and obtain its approval of such minutes; furnish copies of the Minutes to the President and Recording Secretary of the International Secretariat.  


Other duties as outlined by the General Chairman and/or the Chairman of the Assembly.





Brief descriptions of the committee assignments are as follows:





Administration:  Assemble all information from other committees as is necessary - which needs to be provided to potential guests;  prepare and mail an information packet, including Registration Form, maps and written directions (from Transportation Committee), etc. to all communities and to International Secretariat members.  Receive correspondence back from all communities and International Secretariat members.  Disseminate to committees, the information they need (which is received back from guests).  Register persons on Friday evening and Saturday morning of the Assembly.  Provide folders, note paper, pen (or pencil) and name tags to the guests.  


Purchase all non-food and non-Palanca related supplies needed.  Act as the public relations communicator to the outside (non-Tres Dias) community.  Be the supervisor of all administrative activities of any kind not otherwise specifically assigned to another committee.  Determine the number of official delegates in attendance and also the number of observers in attendance; also determine the number of votes in attendance and by proxy.  Give an official report of these numbers (when called upon by the Assembly Chairman) during the Assembly.  Other duties as outlined by the General Chairman.





Facilities:  Secure a facility suitable to the needs of the Assembly and the International Secretariat (which immediately follows the Assembly).  Prepare a list of local churches to recommend (for Sunday services) and indicate the times of their services.  Prepare a layout of the facility (to include rest rooms, emergency exits, dining facilities, etc.) and list where each activity will be held and the approximate time.  Work with the Food Chairman and the Chief Auxiliary on the needs of their committees. Prepare a list of local hospitals, doctors and other emergency services.  Other duties as outlined by the General Chairman.



































Food:  Meet with the facility food personnel (if there is such a staff) to determine their capability and to see their facilities.  Plan and secure the food for Friday night snacks, Saturday morning continental breakfast, snacks throughout the day Saturday and for Sunday morning continental breakfast.  Plan a menu for the noon lunch and evening banquet on Saturday.  Work in conjunction with the Palanca Chairman to determine appropriate table settings/ decorations.  Provide servers as required.  Provide paper goods, etc., as required.  Other duties as outlined by the General Chairman. 





Housing:  Visit several hotels/motels in the area - obtaining room rates, services and availability of rooms; also provide directions to these hotel/motels and communicate to the Administration Committee.  Indicate dates by which reservations must be made.  Recommend one or two motels as the best values (not necessarily lowest price).  Secure the names of those in the community and other Cursillo-type communities in the area who are willing to host guests on Friday and Saturday night; also determine what they are willing to furnish (breakfast for example) and what kind of rooms they have available (for example, single bed, double bed, smoking or non-smoking household, pets or no pets in house, whether they can furnish transportation to the Assembly from their home, if needed, etc.).  Make assignments of guests to homes; put hosts/hostesses in touch with guests prior to the Assembly and be at the facility on Friday night and Saturday morning to match guests with hosts/hostesses.  Other duties as outlined by the General Chairman.





Transportation:  Select a travel bureau to work with and prepare information suitable to disseminate to guests regarding the air, rail and bus service available into the city of the meeting.  Advise the names of the major airline(s) serving the local airport(s).  Prepare information on the limo and taxi service from airport(s), train and bus terminals to area motels and to the meeting facility.  Prepare information regarding automobile rental agencies.  Prepare a map and directions to the meeting facility from major roads, airport(s), train and bus terminals.  Secure the names of those persons willing to pick up guests at airport(s), rail or bus terminals and bring them to their motel/house where they will be staying or to the meeting facility.  Also, be aware some guests may need transportation to the meeting location on both Saturday and Sunday morning, back to their place of domicile on Saturday evening and to the airport, train or bus terminal on Sunday following the conclusion of the Secretariat meeting.  Other duties as outlined by the General Chairman.

















Palanca:	Determine what palanca is to be given to attendees and  arrange for such palanca to be made or purchased.  Work in conjunction with the Food Chairman in planning for any table mats, decorations, etc., which will be used at meals and make or purchase such materials.  Other duties as outlined by the General Chairman.





Music:  Assemble a team of musicians and practice so as to become proficient at filling in at all times on Friday evening (when host/hostesses are being introduced to their guests) and periodically on Saturday - as may be needed - as filler when votes are being tabulated, etc.  Act as the music worship team during the liturgy on Saturday.  Prepare a small amount of entertainment music which might include music relating to the culture of the area.  It is well if a theme song is chosen (hopefully to coincide with the Scriptural theme of the Assembly).  Other duties as outlined by the General Chairman.





Outside Activities:  Develop information regarding what activities are available to guests in the city or nearby area at the time of the Assembly.  Prepare a one or two page list of vacation ideas for guests coming into the area.  Prepare a list of local radio stations and their frequencies.  Secure brochures/pamphlets, etc. which will be made available at the facility on Friday and Saturday or could be mailed (upon request) prior to the beginning of the Assembly.  Plan organized activities (one or two) in the area for Friday during the day or Sunday afternoon - - for which persons may sign up when they send in their registration.  Be available for questions from guests.  Other duties as outlined by the General Chairman.





Chief Auxiliary:  Assemble a team of auxiliaries who will be servant-oriented - - to set up the facility, be available on  Friday evening and all day and evening on Saturday (and a couple of people on Sunday morning) to hang banners, pass out song sheets/books, liturgies and other documents and to perform all other type of auxiliary duties as may be required.  Take down the facility on Saturday night and/or Sunday morning.  Other duties as outlined by the General Chairman.









































Other:  Once the General Planning Committee is selected, they should assemble in a meeting to discuss and choose a Biblically-based theme for the Assembly.  Further, it is important each committee chairman understands his/her responsibilities and also that all chairmen understand what each committee is responsible to do - - so one committee does everything it is assigned - - and only what it is assigned - - (doesn't overlap into areas designated to another committee).





When it is clear what the responsibilities of each committee are, it is highly recommended that committee chairmen be empowered to fulfil their roles, without undue interference from the General Chairman or from other individual committees.  The various committee chairmen ("General Planning Committee") should meet periodically (possibly monthly) to report on their progress.  It is at this time that this "General Planning Committee" should correct any committee or individual who is either exceeding its (his/her) authority, not fulfilling its responsibilities or (in the opinion of the General Planning Committee), not properly performing the tasks assigned.  





The General Planning Committee will be responsible to determine the subjects and number (usually six to eight total -including mandated ones) of non-mandated Workshops (three Workshops are currently mandated by International Secretariat; these are: "Essentials", "Dynamics" and "President's Dialogue").  After a determination is made about what workshops will be conducted, begin to select at least one leader for each workshop.  The "President's Dialogue" Workshop will be led by the International Secretariat President.  However, the local community is encouraged to provide leaders for all other workshops.  If the local community cannot provide all leaders, they may request assistance from the International Secretariat.  





The General Planning Committee should also develop a theme for the Assembly and secure a Key-Note Speaker who can speak with authority and with charisma (in the non-religious sense) on a subject closely allied with the theme selected.  The Key-Note Speech (no longer than twenty minutes) should be given early in the day on Saturday in order to set the tone for the Assembly.























Meeting Place (Facility):  The meeting place should ideally be easily accessible from major highways.  It should have ample off-street parking for the group. It would be convenient if there were space close to the building so that those few persons having campers might park them and have electrical outlets.





A large meeting room is needed which can accommodate up to 120 persons.  Tables and chairs are desirable for at least fifty   persons (International Secretariat members and official delegates).  Chairs (without tables) may be used for observers (local pescadores or pescadores traveling with their spouses who are delegates) and local pescadores who are assisting with committee responsibilities.  The meeting room should be equipped with the following:





1)	A public address system,


2)	A chalk board with chalk and an eraser or


	An easel with a white pad and a black marker pen,


3)	An overhead projector and screen (or wall suitable for 	projection),


4)	A table with three chairs for the Assembly Chairman, the 	Recording Secretary and a speaker-in-waiting,


5)	A podium with microphone,





Depending upon the layout of the meeting room, a table where the International Secretariat's Services Committee can have a display of materials will be needed; an alternative is to place this table outside the main meeting room in a foyer or similar location.





Also, a table for registration of delegates and observers is needed at the entrance to the meeting room or in a foyer adjacent to the meeting room.  The registration table should be "manned" by several local pescadores who will have a calculator, money for change (about $50. in bills; $20. in singles, a couple of $5.'s and a couple of $10.'s).  The registration table should also have the packets for delegates and for observers; also, name tags (different color for delegates than for observers).  Colored ribbons are recommended for officers.  A different color ribbon is suggested for all members of International Secretariat (including officers).  This means officers will have two ribbons; ribbons may be attached to the back of name tags.  An extra supply of name tags should be available for those persons who did not pre-register.  





The Meeting Place should have at least six breakout rooms where workshops can be held to accommodate up to twenty persons.

















Food





Break Food:  At least two tables should be provided for break food; one should have nibbles (neither feast nor fast) and the other should have beverages.  Preferably both cold and hot beverages will be provided.  Obviously, since the Assembly is almost always held during the second weekend in July, more cold beverages will likely be consumed.  Set up the flow of traffic so that it can move easily without making people wait (for example, coffee, hot tea or chocolate usually is a road block since many persons take extra time to add cream or sweeteners; it is suggested a table for these beverages be positioned a short distance from nibbles and other beverages.





Continental Breakfast:  A continental breakfast is recommended for Saturday and Sunday mornings.  Orange juice, coffee, tea, hot chocolate and donuts, muffins or sweet rolls is fine.  If the local community wishes to provide something more, it is welcome, but not expected.  It should be noted that if a complimentary breakfast is served at the motel(s) being recommended and a significant number of guests are residing at this/these motel(s), somewhat less food will be required at the continental breakfast.





Lunch:  The type of lunch served is at the discretion of the local community.  However, it is recommended that a relatively light lunch be provided (e.g. soup and sandwiches or salad and sandwiches, possibly some fruit and a simple dessert; also beverages).





Dinner:  The type of dinner is also served at the discretion of the local community.  A pot luck is always enjoyable, inasmuch as it provides something everyone can enjoy and requires less work on the part of the Food Committee.





Banners:  The banners from each community should have been shipped by the community hosting the Assembly the previous year or brought from the previous Assembly by the community hosting the following year's Assembly.  The local community may use the banners at its Sequela's or other functions during the year. A couple of months before the Assembly, banners should be inspected by the local community and repaired if necessary.  Also, the International Banner should have added to it, names of any new communities which have been added since the last Assembly.  The local community should call the Vice President Membership of International Secretariat to obtain the names of any new communities.  




















Banners, Continued.  When positioning banners at the Assembly, the International Banner should be given a prominent position in the center.  It should be flanked on the left by the banner of the community hosting last year's Assembly and on the right by the community hosting this Assembly.  The second banner (on the right) should be that of the  community expected to host the following Assembly.  Other banners can be positioned at the discretion of the local hosting community.  It is normally the responsibility of the Auxiliaries to hang the banners; be advised this does take a significant amount of time and due to the number of banners, can be a laborious task.





Clergy:  It is requested that the Spiritual Director from the local community (or a local pastor) be present to pray for the Assembly at its beginning with a "short" devotion and prayer.  If this is not possible, a lay person from the local community may handle this need.  It is also requested that a local Spiritual Director be available during the Assembly and at the Secretariat meeting which follows it in order to provide spiritual advice when and if needed.





Local President:  It is requested that the President of the local community (or his designate) make a few comments to welcome the guests and to give a brief history of the community.





Contact Person:  The name of one contact person from the local community should be published in the Registration materials who might be called to answer any questions, arrange for any special needs (for example, a wheel chair, medical diet, etc.); obviously, this does not mean that a person on a routine diet should request special foods.





Meeting Packet (Folder):  The meeting packet should include an agenda, paper, pen or pencil, The President's Annual Report, Financial Report's of the International Treasurer and Financial Secretary (if available in advance), a diagram of the facility showing emergency exits, meeting rooms, rest rooms, etc., and any other hand-outs planned.  The Agenda will be prepared with the coordination of the International Vice President Administration.  The President's Annual Report will be prepared by the President and either shipped in advance or brought on Friday afternoon.





Music:  The local community should provide song books and/or song sheets and/or overheads for the group.  Sufficient musicians should be available who can lead the group in song and who know the songs being sung.  One person should be the leader of the group and either name the songs to be sung or be prepared to take requests (discretion of the Music Chairman).  








Music, Contunued.  It is desirable that the Music Team be available on Friday evening for a short Songfest during the time host/hostesses are being paired up with their guests; however, this is not a requirement.  





The Music Team should definitely be available Saturday morning at the beginning of the Assembly for a Songfest; also, during the day on Saturday, a Music Team is highly desirable to fill in during vote tabulations and as a means to get the attention of the Assembly when it is time to bring them back into session following recesses, etc.





Saturday Night Sequela:   If there is to be a Saturday night Sequela (and a Sequela is not required), it should be an abbreviated one, which is designed to conclude no later than 8:30 P.M. - - to allow time for guests to fellowship with their hosts/hostesses and to have a restful evening before a long day on Sunday - - which will include an early morning meeting and a full day of travel.





Registration:  





1)	Prepare a couple of reasonably large signs indicating  	"REGISTRATION" and "INFORMATION".





2)	Have a calculator.





3)	Have about $50. in bills (20 singles, a couple of $5.'s and a 	couple of $10's.).





4)	Pre-make name tags of those who pre-register (usually most 	persons).  Name tag should be one color for a delegate and 	another color for a person who is an observer.  





5)	Provide colored ribbons for officers; use a different colored  	ribbon for a member of International Secretariat.An 	officer 	would have two ribbons (one as a member of 	Secretariat and another as an officer). Local community 	persons who are on committees should also have a means of 	easily identifying 	them (ribbons, hats or whatever means the 	General Chairman determines is best).





























6)	Set up registration sheets by community, then alphabetically 	within community.  Capture the following information on the 	sheet:  community name, number of official votes (obtained 	from "Elections Committee"), name 	of individual, function 	(officer, Secretariat member, delegate, observer), paid (yes 	or no) and arrival (yes or no), address and telephone number. 


	IT IS IMPORTANT THIS INFORMATION BE RETAINED AND FURNISHED TO 	THE INTERNATIONAL SECRETARIAT'S RECORDING SECRETARY AND TO THE 	ELECTIONS COMMITTEE CHAIRMAN.  THE INFORMATION IS USED TO 	QUALIFY PERSONS IN SUBSEQUENT YEARS FOR POSSIBLE POSITIONS ON 	THE SECRETARIAT OR AS OFFICERS.





7)	Administration Chairman (or designated registration person) 	should:





	a)	Accept delegate credentials and confirm number of votes 			against list provided by Elections Committee Chairman.


		(See "Credentials", below).





	b)	Accept and provide to Elections Committee Chairman, any 			pre-sent ballots on officers, Secretariat members and 			issues being voted on,





	c)	Accept registration monies,





	d)	Give final count of persons present, votes represented 			(both proxy on the one hand, and in person on the other 			hand).  These numbers should be determined and made 			available to the Assembly Chairman when called upon - - 			early in the Assembly (Saturday morning).





	e)	Prepare a typed list of the names, addresses, telephone 			numbers, community represented and function (delegate or 		observer) and furnish to the International Secretariat 			Recording Secretary and the Elections Committee Chairman 		within a month of the close of the Assembly (see item 			six, above).





	f)	Registration cost should be more for those registering 			after an arbitrary cut-off date (usually a month or so 			before the Assembly).





	g)	Registration package should usually be mailed by mid-			April with a request to register (for best rate) by 			about June 1; traditionally, a $5. difference in rate 			has been charged.














Credentials:  The credentials form for a delegate is mailed out to all communities by the Elections Committee Chairman at the same time ballots are distributed for officers, Secretariat members and issues/By-Laws changes.  The credentials form should be mailed back to the community hosting the Assembly; if they are brought to the Assembly by guests, the Administration Committee (Registration sub-committee) should ask each registrant if they have brought their Credentials form with them.  If they have not brought the form with them and if the form was not returned to the Elections Committee, blank forms should be available for each person representing a community as a delegate.





Registration Form:  Among other items, the Registration should have a space to indicate whether the person is a "Delegate", "Observer" or "Chairman of a Delegation" (if more than one Delegate is in attendance from a community).  See examples of previous Registration Forms and discuss with the Vice President Administration of International Secretariat for any recommended changes.





The General Chairman (or his/her designate from the community hosting the Assembly) should plan to be at the previous year's Assembly, when they will participate in the "Passing of the Banner" ceremony and make the motion to host the next Assembly.  Also, the General Chairman should plan to attend the Spring Secretariat meeting preceding the Assembly they will host.  At this Spring Secretariat, the General  Chairman should come prepared to explain in some detail, the plans and progress they are making regarding hosting of the Assembly - along with their proposed Assembly budget.  Finally, the General Chairman of the community hosting the Assembly (or his/her designate) should plan to attend the International Secretariat meeting in the Fall after the Assembly to present a written Critique of the Assembly, and receive questions.





Attendance of Local Community at Assembly/Secretariat Meeting





While it may be obvious, the entire local community (and other local Cursillo-type communities) are invited and welcome to attend the Assembly and the Secretariat meeting which follow.  The major purpose of moving the Assembly and Secretariat meeting from community to community is to allow local community members to see the International organization in action, meet members from other communities and participate in all activities!!!  Please make sure this is communicated to local pescadores!!!
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