GUIDELINES FOR HOSTING

AN INTERNATIONAL SECRETARIAT MEETING

It is a joy for the International Secretariat to meet the Pescadores in communities across the country and to experience regional traditions, culture and hospitality.  We hold the meetings in various communities so that the community may experience the work of their International organization and participate in the discussions.  

These guidelines for hosting a meeting are detailed to answer frequently asked questions!  They may be adjusted to meet local facilities and circumstances.  It is crucial that the TRES DIAS VP Administration and the hosting community’s Planning Chair work very closely on all details.  Please especially note that according to the By-laws, invitations to the International Secretariat meetings must be sent to all local secretariat presidents and Delegates, (and also be posted on the TDI website) BY 90 days in advance of the scheduled meeting.  The Secretary of TRES DIAS can do this if you provide her/him with the invitation, updated Registration forms and any pertinent information such as nearest large airport, etc. (See 6-8 months in advance section.  A sample is also provided).
International Secretariat has set aside a small fund to partially reimburse the host community for expenses, if needed. Contact TRES DIAS VP Administration.
We hope you will be blessed by the experience of sharing God’s love in this special way as you host an International Secretariat meeting.  De Colores!
The Administration Committee 10/05
8-12 MONTHS IN ADVANCE
1. Name planning Chair and Contact Person

2. Develop Committees for Service and Support

a. Registration

b. Lodging

c. Transportation

d. Facilities

e. Meals

f. Music/ Worship

g. Administration

h. Clergy/ Spiritual Director Support/ Community prayers!
3. Secure a Meeting Place

a. For Friday Tres Dias Essentials Workshop (appprox. 8 AM- 4PM)

i. Usually 15-30 attendees

b. For Sat. TDI Secretariat Meeting (approx. 7:30 AM -6 PM, or later)

i. Usually 70-80 attendees

c. For Sun. TDI Secretariat Meeting (approx. 7:30 AM – 11 AM)
d. Near major highways and major airports

e. Ample off-street parking for approx. 70-80 attendees

f. Meeting room to accommodate 10-12 round or rectangular tables—each for 8 persons, 8-12 ft. table at front of room + 4 chairs

g. See below  (1-2 months in advance) for additional needs for the meeting room

6-8 MONTHS IN ADVANCE

4. Secure Lodging Accommodations [preferably] within 15 minutes of meeting facility
a. Reserve hotel (s) room blocs 
i. Guaranteed rate for Thurs. thru Sun. night / the most rooms needed Fri. and Sat. night

ii. A mix of 1 and 2 beds double rooms
b. Request local members to provide some housing (approx. 12-20 rooms)

i. Some will need no pets and no smoking in the home

ii. A mix of single beds and space for couples
5. Plan to Provide Meals / Break snacks

a. Friday  [Menus are purely the choice of the community. See suggestions.

i. Continental Breakfast (see Sat. AM suggestions)

ii. Lunch for Workshop Attendees (the count will come from pre-registrations—local community members and other guests )

iii. Lunch  (see Sat. suggestions)

b. Sat. 

i. Continental breakfast—[suggestions]  Reg. & decaf coffee, tea, juice, Danish/ Bagels/ or similar, fruit, cheese, yogurt
ii. Break food—[suggestions] fruit, nuts, sweets, snacks, cold drinks, coffee/ tea

iii. Light lunch—[suggestions] sandwiches, chili, tacos, soup, salads, cookies, etc.
iv. Supper/ Dinner—[suggestions] casseroles/ covered dish, potluck, chicken, salads, dessert, any local/ regional specialties
c. Sun.—
i. Continental breakfast—same as above
6. Provide Administrative/ Support Services

a. BY 95 days in advance of meeting…Email invitation to Secretary of TRES DIAS with a request for it to be sent to all Presidents/ Chairs and official Delegates of all communities, as well as to be posted on www.Tresdias.org  website with
i. Registration form (carefully update attached sample), include schedule, info on lodging/ costs, maps & precise directions

b. Prepare contents for Packets for registrants (name tags, Agenda, maps, local info, Palanca (optional)
c. Publicity for local community to plan to attend Friday TD Workshop and Secretariat meeting sessions

d. Transportation from/ to airport

7. Plan for Worship/ Prayer/ Spiritual Support

a. Recruit/ confirm Spiritual Director/ Clergy

b. Prayers from the community/ Opening prayers at meeting
c. Spiritual Director to be available to Planning Team

d. Spiritual Director to be available and on call for consultation with TD President/ others, as needed

e. Arrangements/ suggestion for Sunday worship services

f. (Optional) Secuela on Fri. or Sat. night—must end by 9 PM

8. (Optional) Local Entertainment 
a. Friday and/ or Sat. eve.

b. May require an advance registration and payment from attendees

c. Suggestions:  tours of sites, Picnic/ BBQ/Potluck, boat ride, etc.

1 -- 2 MONTHS IN ADVANCE

9. Meeting Room Needs

a. AV equip

i. Sound system including 2-3 hand-held or desk-top mikes

ii. Overhead projector

iii. Power Point

iv. Screen

v. Flip Chart/ Easel

b. 6 Break-out rooms/ spaces to accommodate 10-25 people each
i. This includes 5-8 Int’l Secretariat members and the remainder are observers/ community attendees

ii. Available copier on-site

iii. Available computer/ printer [very desirable!]

10. Confirm Agenda 
a. With TD International Secretariat President
b. With Administration VP

11. Solicit participation from the community 
a. First and on-going, prayer support
b. Workshop attendance on Friday
c. Sit in on Secretariat Committee meetings




1 -2 WEEKS IN ADVANCE
1. Contact VP Administration with list of registrants.

2. Contact those who have registered.  Confirm with them location of meeting place and rooms, directions, housing arrangements and any transportation pick-up details at airports.  Add any info on local restaurants, sites, etc. for those who will come early.
See Sample Registration Form and Sample Agenda below

SAMPLE REGISTRATION FORM (update for your location)
TRES DIAS INTERNATIONAL SECRETARIAT MEETING
	Tres Dias Secretariat
October 28 – 30, 2005
Northern Virginia Tres Dias, Hosts
McLean Bible Church

8925 Leesburg Pike

Vienna, VA  22182
[TD Home Page] [Agenda]
[Map PDF] [Map GIF] [MapQuest]
	


 
REGISTRATION FORM

Please complete one for each person – make copies as needed
 
Name:_____________________________Phone:_________________
 
Address:__________________________________________________
 
Fax:________________E-Mail:___________________________
 
Tres Dias Community:_________________________________
  
	Registration Fee: $10.00 per person.


 
Please check all that you plan to attend.
 
______ Friday evening tour of Washington DC and WWII Memorial
               (Conducted by members of the community in their vans)
 
______ Saturday session with lunch
 
______ Saturday dinner and Sequela
                   ______ Special diet for medical reasons?
                   Specify:___________________________________________
 
______ Sunday morning Secretariat meeting
 
Hotel Accommodations: I / We have made reservations directly with:
 
Hotel Name:_________________________________________________
Rooms have been reserved at the McLean, VA (Tyson’s Corners) Holiday Inn.   Reservations  are required not later than September 27.  Please make reservations as soon as you can at 1-888-HOLIDAY (1-888-465-4329).   Ask for the Tres Dias rate.  [Holiday Inn web site]
          Wed  10/26/05            $139
          Thur   10/27/05            $139
          Fri      10/28/05             $ 79
          Sat     10/29/05             $ 79
                                            Plus 9% tax
 
Private Home Requests:             ______ Number of people
 
______ Thursday night   ______ Friday night   ______Saturday night


______ NO Pets             ______ NON Smoking
 
Airport Transportation Requests: Indicate by Oct 1st if airport pickup is needed.
 
Airport:___________________________ Airline:____________________
Flight #:____________ Flight originates from:_______________________
Arrival time:____________________
 
Other needs (specify):_________________________________________
 
 Mail this Registration form and fee to:
          Joel Etherton                                   Phone: (703) 753-6861
          10503 Neale Sound Court
          Gainesville, VA  20155
 
Total amount enclosed:  $__________ (registration fee)
                   Make checks payable to NVTD
________________________________________________________________________
See Sample Agenda below

SAMPLE AGENDA (update for your location)

	Tres Dias Secretariat
October 28– 30, 2005
Northern Virginia Tres Dias, Hosts
McLean Bible Church

8925 Leesburg Pike

Vienna, VA  22182
[TD Home Page] [Registration]
[Map PDF] [Map GIF] [MapQuest]
	[image: image1.jpg]





 
International Secretariat Meeting Agenda

                                                         as of October 18, 2005
 
Friday, October 28, 2005 (President’s and Committee Chair meetings)
                                                                              
                               McLean Bible Church: - 8925 Leesburg Pike, Vienna, VA 22182
Conference room C

Please note:   The TRES DIAS WORKSHOP is normally held during the day on Friday



for the local community and anyone else who can attend.  The new



format may be flexible to accommodate delivering the content in either 



a half-day or up to a 7-hour program.
 
            7:00 P.M.         Depart McLean Bible Church lower lever parking lot for WWII 



memorial
             9:00 P.M.         Return to Mc Lean Bible church
Saturday, October 29, 2005 (Secretariat Meeting)
                               McLean Bible Church: - 8925 Leesburg Pike, Vienna, VA 22182
Conference room C

 
            8:30 – 10:00 A.M. Registration desk open for TDI Secretariat meeting
                                     just outside Conference room C

 

            8:30 A.M. Continental Breakfast
 
            9:00 A.M. Welcome and Invocation
 
            9:30 A.M. Call to order
                                    Approve/revise agenda
                                    Minutes of the previous meeting
                                    Financial Reports
                                    Roll Call (for written community reports)
                                    Community Requests/Issues
                                    Other Business
                                    Committee issues and assignments
 
            Noon               Lunch
 
            1:15 P.M.         Committee meetings in separate rooms
 
4:00 P.M.         Review/revise agenda for Next Day’s Meeting
                                    Benediction/Adjournment for the day
 
            6:00 P.M. Evening meal followed by Secuela
 
            9:00 P.M. Evening activities conclude
 
 
Sunday, October 30, 2005 (Secretariat Meeting)
            Holiday Inn Tyson’s Corner 1960 Chain Bridge Road, McLean, VA, 22102
Conference room
            
            8:30 A.M.        Continental breakfast
 
            9:00 A.M.        Resume Secretariat meeting
                                    Committee reports
                                    Other business
                                    Issues/Items for future meetings
                                    Additional meeting time for committees if necessary
 
    10:30 A.M Benediction/Adjournment
 
    11:00 A.M. Church services 
How do I get to the church?  (McLean Bible Church)
Our street address is 8925 Leesburg Pike (Route 7), in Vienna, Virginia just west of Tysons Corner, Virginia.
[MapQuest]
· From the Beltway (I-495) take Exit 47A, Route 7 west towards Tysons Corner.  After you cross the Dulles Toll Road (267), look for McLean Bible Church on the left. Proceed about 6/10 mile and turn left at the traffic light (Lewinsville Road) into the MBC parking lot. 
· From the west, take Leesburg Pike (Rt. 7) to Lewinsville Road & turn right at the light. 
· From the Dulles Toll Road, take the Leesburg Pike exit west (Exit 16) & go towards Leesburg.  MBC is on the left at the light at Lewinsville Road. 
