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PREPARING FOR A NATIONAL OFFICER VISIT                                 
Before the President arrives:

· Make the hotel reservation in the Officer’s name so her office and family can reach her.   Her accommodation should be the hotel’s best available single room.  Room, tax and incidentals should be charged to your meeting’s master account. The Officer should not be asked to post a credit card upon check-in or check-out.
· Send a news release to your local media (include local and state REALTOR® publications)

· Arrange for media coverage of the President’s visit
· Choose a small gift for the Officer as a remembrance of her visit.  Please keep in mind that the Officer has to travel, so any gifts should be easy to pack in carry-on luggage.  If necessary, plan to make arrangements to ship the gift to the officer.  For a list of gift ideas, please contact Jillian Thomas Grubic at jthomas@wcr.org.
· Assign a host to be with the Officer during her visit

· Arrange complimentary tickets to all WCR functions
· Inform Jillian Thomas Grubic if a screen and projector will be available for the President to use during her presentation.  
· At least two weeks before the meeting, e-mail the national office: the final meeting agenda, name and phone number of the person picking up at the airport as well as the hotel confirmation number.

Day of Arrival:
· Before picking up the Officer at the airport, check on her hotel accommodations. Check into the room for her and make sure her room charges are set to be charged to your master account. 

· Depending on budget, have flowers and/or refreshments in her room with a welcome note.  
· Verify flight arrival status. 
· The host should meet the Officer in the baggage claim area and should have a placard with the Officer’s name for easy identification.
After the Arrival:

· If time permits, the Officer may wish to rest and/or unpack first. Find out her preference. She is there to meet the members and wants to be with you or the group so don’t allow for too much unscheduled time.

· Confirm with the Officer the scheduling of her activities (what she will be doing, when, where and with whom).
· Seat the Officer at the head table at all WCR functions and, if possible, at any other REALTOR® functions she attends.

· Arrange for someone to take the Officer to the airport at the end of her trip. If it is necessary for her to stay an extra night due to her itinerary, plan to have dinner with her and for her to be taken to the airport the next day. 
