SAMPLE LETTER OF AGREEMENT BETWEEN AGO AND HOST CHAPTER

(signed no later than September 1 two years prior to the convention)

I.  GENERAL STATEMENTS

A.  This letter serves as an agreement between the American Guild of Organists, a New York State not-for-profit educational corporation (hereinafter “the “Guild") and its governing body the National Council, and the ___________ Chapter (hereinafter "the Chapter"), with regard to the planning and presentation of the _____________ Convention of the Guild (hereafter "the convention").

B.  All parties will plan and operate the convention in accordance with the current edition of the Guidelines for Regional Conventions and any updates approved by the Committee for Conventions (CFC) and National Council of the Guild. 

C. The National Council appoints the Convention Coordinator upon nomination by the Chapter Executive Committee, in consultation with the Regional Councillor.

D. The host Chapter, its Convention Coordinator ___________________, and its appointed Steering Committee will work with the Regional Councillor and the consultant from the Committee for Conventions in planning and operating this convention.  The convention will take place within ____________ and its surrounding area as the site, and with the ​​​​​​​​​​​_________________ Hotel as convention Headquarters.

E.  The convention dates will be _______ through ___________.

II.  RESPONSIBILITIES

A.  The Guild, as a corporate entity, is responsible for the oversight of Regional Conventions.  This responsibility carries with it the obligation to assist the Chapter in the planning of the convention and to have review and approval authority over all aspects of the implementation of the convention, including, but not limited to, the convention program, sites, personnel, budget, and contractual agreements with other individuals and organizations. Furthermore, the national organization will plan to engage contractors to assist with hotel site selection and contract negotiation and an integrated registration, mobile app, and website platform. We plan to provide support for advertising sales and transportation services.

B.  The Chapter, in its role as host chapter of the convention, agrees to provide the time and creative services of its members, on a volunteer basis, to staff the committee structure for the planning and implementation of the convention.

Chapter may engage outside consultants with particular expertise in areas outside of those engaged already by the national organization.

C.  The Convention Coordinator attends a Regional Convention Orientation session, to be held within three years prior to the convention.  This session is conducted by the Committee for Conventions.  Transportation and housing costs are paid by National Headquarters.

D.  The Convention Coordinator should also attend the preceding Regional Convention and wrap-up meeting and speak at the Regional Meeting.  

E.  The Guild agrees to provide professional administrative, promotional, and financial support as deemed mutually beneficial to the success of the convention.  This support will include, but not be limited to, the following:

1.  Official franchise to operate as a Regional Convention of the Guild.

2.  Reports from previous conventions, and Guidelines for planning and operation developed from the experience of previous conventions.

3.  The American Organist Magazine will provide free advertising space.  The editor of the magazine will provide the Convention Coordinator with specific details and deadlines.

4.   Liability insurance is provided by the Guild.

III.  STRUCTURE

A.   The senior Chapter official responsible for the convention will be the Convention Coordinator, _____________, whose nomination to that position by the Chapter Executive Committee will have been confirmed by the National Council prior to the regional convention coordinators’ orientation.

B. The Convention Coordinator, in consultation with the Regional Councillor, will develop a Steering Committee from among the members of the Chapter.  This Steering Committee will have primary responsibility for generating all program and budget plans for the convention.

C. The Regional Convention Coordinator will forward a roster of all Steering Committee members, with titles and e-mail addresses, to the Regional Councilor, Councilor for Conventions, and Executive Director, by April 1 two years – approximately twenty-six (26) months – prior to the convention. Updated rosters, noting the date of revision, must be submitted following any subsequent changes to the Steering Committee.

IV.  LIAISONS

A.  The Dean, or member of the Chapter appointed by the Dean in consultation with the Convention Coordinator, will be the liaison between the Convention Steering Committee and the Chapter Executive Committee and the membership of the Chapter.  This person will be a member of the Steering Committee.

B.    The Regional Councillor, who will be a member of the Steering Committee, will serve as the liaison between the Guild and the Chapter.

C.  A member of the Committee for Conventions will serve as a liaison to the Steering Committee.

V.  FINANCES

A.  It is agreed that by November 1, approximately twenty (20) months preceding the Convention, the proposed budget will be submitted in the required format (budget template – see Guidelines) to the Regional Councillor, the Councillor for Conventions, and the Executive Director.  The Committee for Conventions and the Executive Director will review the budget by December 1, and may propose changes to it. A revised budget must be submitted for approval by February 15. Contracts may not be executed until the Committee for Conventions has approved the regional convention budget.  Subsequent revisions to be budget must be approved by the Regional Councillor.

B.  The Chapter will contribute five percent (5%) of the gross revenue of the convention, not including gifts, grants, contributions and loans, to AGO Headquarters to support the work of the Guild in the planning and administration of conventions and meetings at the national and regional levels.  This contribution to AGO Headquarters is due by August 31 of the convention year.

C. In consideration of National Headquarters providing the convention with an integrated registration system, website platform, and mobile app for use by all Convention attendees, the Chapter will reimburse National Headquarters for related costs.

D.  It is imperative that the Chapter use the budget template provided by National AGO for submitting Convention financial information.

VI.  PROGRAMMING

A.  It is agreed that the majority of the artists, the majority of presenters, and the majority of commissioned composers shall be from the region.

B.  All AGO conventions will have as a goal a gender balance among artists and presenters of 50/50, or at least 60/40 or 40/60. Inclusiveness in selection of convention participants: The Guild’s current policy on inclusiveness will apply to all conventions. That is, issues of inclusiveness regarding gender, age, and ethnic/cultural diversity will be considered before approval is granted at any level. All AGO conventions will have as a goal a gender balance of 50/50 in each category of persons selected as participants in a convention program: 

• Performers (including conductors). 

• Composers of commissioned works. 

• Workshop presenters/panelists. 

• Worship leaders.”
C.  Issues of inclusiveness with regard to age and ethnic/cultural diversity will also be considered before approval is granted. 

D.  It is agreed that by November 1, approximately twenty (20) months preceding the Convention, the proposed program of the Convention must be submitted in the required format to the Regional Councillor, the Councillor for Conventions, and the Executive Director.  The program must be accompanied by a list of the proposed artists, presenters, and commissioned composers, noting the region with which each person is identified.  The Committee for Conventions and the Executive Director will review the program by December 1, and may propose changes to it. A revised program must be submitted for approval by February 15. Contracts may not be executed until the Committee for Conventions has approved the regional convention program.  Subsequent revisions to the program must be approved by the Regional Councillor.

VII.  REQUIRED EVENTS AND ARRANGEMENTS

A.  Regional Business Meeting:  A separate event of at least one hour with no competing convention events.  The meeting is planned and led by the Regional Councillor.

B.  Workshops will be presented in the areas of 

1.  Education

2.  Professional Development

3.  Membership Development and Chapter Support

C.   The AGO/Quimby Regional Competitions for Young Organists.

1.  The convention will include the final round of the AGO/Quimby Regional Competition for Young Organists, following the rules for this event as published in The American Organist magazine in the year prior to the convention.

2.  The first prize will be One Thousand Dollars ($1,000).  The second prize will be Five Hundred Dollars ($500).  A total of $1,500 will be provided by Michael Quimby, President, Quimby Pipe Organs, Inc., and distributed to the Convention by National Headquarters.

D.  Complimentary registrations will be provided to the Regional Councillor, Regional Coordinators for Education and Professional Development, the Regional Competition Coordinator, AGO/Quimby RCYO Judges and all AGO/Quimby RCYO competitors. It is strongly recommended that the Regional Convention offer complimentary registration to the next Regional Convention Coordinator for that region. If a Regional Councillor or Regional Coordinator’s term is ending, the outgoing officer is entitled to the free registration.

E.  The Convention Coordinator will submit a Final Convention Report using the approved format, as well as the report of the hotel room pickup by day (showing daily block vs. pickup) by August 31 of the convention year.

VIII.  MINUTES

Minutes of the Steering Committee and Program Committee meetings, as well as chapter newsletters, will be forwarded regularly to the Regional Councillor, and the liaison from the Committee for Conventions.
IX.  AMENDMENTS

This agreement may be amended by mutual agreement between the Guild and the Chapter.

WHEREFORE, we, the undersigned officer of the __________ Chapter of the American Guild of Organists, the Regional Convention Coordinator and national representative of the American Guild of Organists, do hereby adopt the above and foregoing Letter of Agreement to govern the 20__ _______Region Regional Convention of the American Guild of Organists.

___________________________________________________________________________



Chapter Dean






Date



___________________________________________________________________________

Regional Convention Coordinator




Date









___________________________________________________________________________

James E. Thomashower





Date





AGO Executive Director








___________________________________________________________________________

Regional Councillor





Date









