HOW TO HOST A NATIONAL-LEVEL VISITOR AT YOUR
DEPARTMENT
Committee:
Past Presidents Parley
Contact Information for Questions:
pastpresidentsparley@ALAforVeterans.org
Suggestions for hosting a national-level visitor at your department
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Make sure all pre-visit forms are filled out completely and correctly. The national president’s
form requests detailed information regarding events, expectations for speaking obligations,
appropriate attire, etc. Visitors should be informed of any changes made to the information
submitted on the pre-visit forms.
Identify a distinguished guest committee that will be responsible for all activities during the
visit. This committee should be familiar with the area and will represent your organization in
a professional manner. Make the committee members aware of the dress code for the visit.
Have them develop a plan that assigns individual responsibilities. If you have a national
chairman, national officer or Past National President in your department, it is suggested she
be on this committee.
If the guest is flying into the area, designate who will be at the airport at the scheduled time
of arrival. The visit begins at the airport. Be on time and either at the gate or at the luggage
area to make your guest feel welcome. Assist with luggage at every location. Transport her in
a clean vehicle that has a large luggage storage area. Many times, the guest has been
traveling for several days and has multiple suitcases. Ask if she has eaten or would like to
stop at a suitable restaurant prior to escorting her to the final destination.
If possible, pick up the key to your guest’s room before her arrival. Check the room to make
sure everything is prepared for her visit. You may choose to place a small gift, bottled water
or small snacks in the room. When you arrive at the location where your guest will be
staying, escort her immediately to her room. Allow the guest some time to unpack, check her
messages and relax before the first scheduled event.
She should be escorted at all times. Ask if she prefers breakfast in her room or in the dining
room and what time she would like to retire to her room.
Facilitating a reception or social activity is an effective way of enabling the national-level
visitor to meet as many members as possible.
The department president will introduce the guest. When addressing an audience, she should
speak last. In a processional, the national president would be the last to be introduced and the
last to be seated or step onto the platform.
A gift list of items given to the visitor is always appreciated. Send one list with the gifts
mailed to her home and send a copy to National Headquarters. Prior to the day of departure,
ask the visitor what time she would like to arrive at the airport. Many guests prefer to be
checked in and waiting at their departure gate one hour prior to boarding the plane. Please
plan departure day events accordingly.

