Fall Academy Host Commiittee

Committee Responsibilities

1) City Treasures for Welcome Bags

FACC staff will purchase and provide the welcome bags, and the
committee solicits items for the bags to include area information
(restaurants, a map, etc.) and small giveaways (pens, notepads, tissues,
hand sanitizer, etc.). FACC staff will include advertisements in the
Friday Newsletter requesting welcome bag donations.

The committee prepares informational pages (local places of interest,
restaurants, maps) to include in attendees’ welcome bags and fills the
bags on site before the academy begins.

Review the FACC policies highlighted below.

2) Clerks’ Night Out

Select a venue and coordinate with FACC staff to secure it; Clerks’ Night
Out needs to pay for itself if possible.

Work with FACC staff to market the event and include details in the
academy announcement; FACC staff accepts/processes registrations.
Committee members attend/manage the event.

Contracts for venues/transportation must be signed by FACC staff (not
committee chairs/members).

If a bus is needed for transportation, there is a line item in the FACC
budget for this. Contact FACC staff to discuss this.

Questions? Contact facc@flcities.com.

3) Door Prizes

Solicit door prize items from Clerks statewide and (as appropriate) local
businesses (note: the committee cannot solicit monetary donations; if a
business wishes to donate money, provide contact info to FACC staff
and staff will follow up regarding sponsorship). Review the FACC
policies highlighted below.

Door prizes are brought to the academy registration desk and collected
by FACC staff. Drawings are held at the end of the joint session on


mailto:facc@flcities.com

Wednesday; attendee names are placed in software by FACC staff for
electronic selection (winner must be present to win).

Committee members help move prizes to the joint session room and
distribute prizes to winners at the end of the joint session.

4) Networking Spot
e Held in the hotel.
¢ A casual opportunity to meet and network with fellow attendees.
e Committee members attend to ensure everything runs smoothly; past
years have included optional games/ice-breakers/door prizes, etc.

Per the FACC Policies: Sponsorship and Exhibitor Guidelines for
FACC Conferences/Academies

As part of FACC fiscal planning, the association has worked to grow corporate relationships
and attract conference sponsors and exhibitors. Their participation offers clerks the
opportunity to learn about needed products and services and helps FACC to keep
registration costs down. Using a corporate liaison protects clerks with a "firewall" to avoid
direct solicitation of contractors and uniformity across conference lines regarding private
sector participation and is desirable to dissuade companies from choosing less expensive
participation options.

Many members have great relationships with businesses that might consider participating
in the conference and the networking spot. Here are some basic guidelines to keep in
mind.

1. Ifthereis a company you can recommend to your fellow clerks, please share that
contact information with FACC’s fundraising consultant. (Contact information
should include company name, their name, phone humber and email address.)

2. Your municipality is welcome to place items in the conference bags but all
companies that contract with local government should pay to participate. Please
don't accept or solicit bags, neck wallets, items for the conference bags,
networking spot, door prizes, etc. If you have a company interested in those
options for the Summer Conference and Academy or IIMC Region lll, please give
their contact information to the fundraising consultant. If you have a company
interested in those options for the Fall Academy, please give their contact
information to the FACC staff.



3. FACC members have a long history of self-sufficiency and support of their
association through drawings, auctions and the acquisition of giveaway items. All
transactions between FACC and private companies, and their employees, that
engage in business with Florida’s local governments should adhere to FACC’s
published sponsor/exhibitor opportunities, costs and requirements. Please keep
in mind that FACC staff is the liaison for all sponsorship opportunities (inclusive of
items identified in #2 above) for the Fall Academy.

4. Spend time at the conference talking with sponsors and exhibitors. Thank them for
supporting your professional association.

If you have any questions, please contact the current FACC fundraising consultants.
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This policy amended by FACC Board of Directors April 29, 2022.

This policy amended by FACC Board of Directors January 26, 2023.
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