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Minnesota Zoological Garden Apple Valley, MN 55124 612/432-9010 Cable: MZOO

September, 1981

Dear Colleague:

We would like to work with you in conducting a fine annual conference for ocur
Association in Minnesota in 1984,

The Minnesota Zoo is a product of streams of knowledge that have flowed our way
from throughout our colleague zoos and aquariums. Now we want to share the
results so others can go on to further progress. .To an Association that has
given us so much we want, in turn, to give of ourselves.

A good conference, one of merit and utility, in balanced part takes on the flavor
of the host institution. The Minnesota Zoo wishes to provide a framework to
extend the conference focus outward. We propose to offer not predominantly a
hotel-based convention, but rather one of the strongest zoo-based conferences yet
conceived.

Our zoos are investing strongly in progressive, diverse community alliances. We
all know that a zoo is no longer a delineated space behind fences -- its mission
reaches out and ties in with missions reaching in. Today's modern zoo, positioned
as a viable partner in the community, allies itself with numerous segments from
institutions of learning to units of government and commerce to citizen groups.

In addition to concurrent technical sessions on other days, it is on these
associative foundations that we propose to build with you a full day set of work
sessions throughout all departments of the zoo.

The all day work session could be organized around an '"Inside-Out Zoo' theme and
select from a wide range of topics. We would conduct telephone surveys the year
before throughout the Association membership to canvas your sense of interest and
priorities for determining foci. We could select workshop themes from the follow-
ing or many other project areas:

Computerized animal records management

Collaborative genetic management

Team approach to problem solving

Animal behavior enrichment, modification and evaluation

Animal and education department collaborations for outreach

The role of keeper as an informal educator

Association with raptor rehab centers and other off-site animal resources
Sharing theatrical and entertainment experience in zoo presentation
Collaborative marketing strategies

Museum and gallery collaborations

Putting together fundable capital development packages

Statewide strategies including 4-H partnership

Count, of course, on good tours of the Como Zoo's reconstruction, and post-
conference options to the Duluth Zoo.
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You can count, as well, on all the efficient and excellent people services

of our fine Twin Cities. We would recommend that to enjoy more thoroughly the
cities' many interesting features, come early or stay late. During the
conference we would like to focus on our zoo profession and its many new
extensions and collaborations.

We have, | believe, all of the essential elements to execute a professional and
progressive program. We would like to plan with you a great conference.

Let us turn the Minnesota Zoo ''Inside-0Out'' for you in 1984.
Sincerely,

T

Edward Kohn
General Director
MINNESOTA Z00
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P.S. All of us on the Minnesota team will be looking for your comments and
ideas this week. Try us.




Minnesota Zoological Garden Apple Valley, MN 55124 612 /432-9010 Cable MZOO

July 22, 1982

Robert Wagner, Executive Director
AAZPA Executive Offices

Oglebay Park

Wheeling, West Virginia 26003

Dear Mr. Wagner:

In view of the severe budgetary cutbacks in the 1983-85 State of Minnesota
Biennial Budget, I must advise you that the Minnesota Zoo must withdraw
its bid to host the AAZPA Annual Convention in 1985.

The Minnesota Zoological Board, after carefully considering its budget
alternatives and the additional workload on an already overburdened staff,

decided against the bid for this year.

We hope we may gain the bid at some future date.

Sincerely,

e

“Stephen A. Iserman
Acting General Director
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May 28, 1982

Robert Wagner, Executive Director
AAZPA Executive Offices

Oglebay Park

Wheeling, West Virginia 26003

Dear Bob,

I am pleased to advise you of our intent to again place in nomination
the Minnesota Zoological Garden to be the host for the AAZPA Annual
Convention in 1985 to be voted on in Phoenix this fall.

Last year's response in New Orleans to the Minnesota bid was encouraging
and Hinnesota Zoo staff are energetically working on'a presentation for
Phoenix that we hope will result in letting us serve our association and
colleagues in our fine northern countryside.

We again plan to work in close collaboration with fellow institutions,
including Como Zoo, the University of Minnesota and the Freshwater
Biological Institute if our bid is successful.

As presented last year, we can count on the full cooperation and assis-
tance from all levels of state and local government as well as the
Convention Bureaus and Chambers of Commerce of our cities of St. Paul
and Minneapolis.

. Sincerely,

~Edwayd Kohn ;
~ General Director
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AAZPA ANNUAL CONFERENCE

METHOD OF SUBMITTING BID

A. Bids must come from the Director (chief administrative officer) of the
institution wishing to host an AAZPA Annual Conference. Bids are made three

years in advance of the year the Association holds its annual conference. The

bid should be addressed to the Executive Director and should be received on or
before 15 July of the year in which it will be considered. The Executive Director
and the Board of Directors must accept the bid before the potential host committee
is accorded the opportunity of making the bid known to the assembled delegates
during the annual business meeting. It is not necessary (although it is often
done) to submit supporting letters from the chairman of the board or the president
of the zoological society or the mayor of the city in which the institution is
located.

B. Once the Executive Director and the Board have accepted the institution's bid,
the Director of the institution, or his designated representative, will be accorded
five/seven minutes during the annual conference to extend the invitation to the
assembled delegates. All registered delegates at the annual conference vote on

the site of future annual conferences. Normally, two or three institutions are
vying for the annual conference. Therefore, competition is sometimes keen.

TENTATIVE SELECTION OF HOTEL

A. Bidders should tentatively select one or more local hotels that will make a

firm commitment to set aside at least 400 rooms for the conference. As the
Association grows in size, 450-500 rooms will be required.

B. The hotel that is selected should provide, at no charge, a meeting room
for the Board of Directors beginning on Friday evening prior to the start of
the conference and continuing until Sunday evening. It should be sufficiently
large enough to seat 20 Board members, as well as 20/30 visitors to the Board
meetings. They should also provide, at no charge, one major room for up to
750 delegates to attend the general sessions and another room for 300/400
delegates if concurrent sessions will be conducted. The hotel should also
provide, again at no charge, four or five meeting rooms throughout the length
of the conference for the conduction of Association committee meetings. These
rooms should be sufficiently large enough to accommodate 20/30 persons each.

C. The hotel must also have a sufficiently large exhibit hall which will
accommodate 30/40 8'x10' booths to be utilized by AAZPA Commercial members.

It is important that the exhibit-hall be located in close proximity and provide
easy accessibility to and from the general session room. (Exhibitors provide
AAZPA with a substantial source of income. Thus, this consideration must be
addressed by potential bidders.)

D. A complimentary suite for the AAZPA President, one smaller suite for the
Executive Director, and at least one double sleeping room for AAZPA staff
should be made available from Friday noon preceding the conference until the
following Friday morning. Other complimentary sleeping rooms may be required
by the Host Committee.




GRAPHICS COMPETITION AND EDUCATIONAL SWAP ROOMS

A. The Board of Directors has determined that the graphics competition normally
held at annual conferences will be left to the discretion of the local host
committee. However, the local host committee needs to consider the possibility

of operating a graphics competition room when selecting their hotel and making
their bid.:

B. Similarly, the Board has left to the discretion of the local host committee
the operation of an educational swap room. As with the graphics competition,
the local host committee needs to keep the swap room in mind in their considerations.

FINANCIAL CONSIDERATIONS

A. Due to better management on the part of both the Executive Office staff and
the local host committees, annual conferences no longer cause substantial
financial commitments on the part of the local host committee. /' Until a few
years ago, as much as $10,000 to $20,000 was budgeted by local host committees.
Recently, annual conference host committees have wound up with a surplus rather
than a deficit. Please understand that such surpluses are turned over to the
AAZPA. In your preliminary planning regarding finances, you may assume that
your income from registration fees will generate approximately $36,750. ' This
is based upon registration fees from 700 delegates at $52.50 each. The current
registration fee is $60, and AAZPA receives $7.50 of this amount. Additionally,
AAZPA receives all of the amount paid for nonmember registration fees, less the
above $52.50.

If your institution is successful in its bid, you will be provided with a com-
prehensive set of AAZPA Annual Conference guidelines. These succinctly set forth the
responsibility of the local host committee, conference program committee, Board of
Directors and Executive Office Staff.




A SUGGESTED GUIDE
FOR HOSTING

AN AAZPA ANNUAL CONFERENCE

The Annual Conference of AAZPA is the highlight of the Association's year, the
culmination of the year's committee work and special projects and the gathering of
the profession to assess itself to the members and to the public. Attracting, in
recent years, up to 700 delegates, it has become a tremendous undertaking. Hosting
a conference can be a growing experience for all who help in conference management
and can contribute immeasurably in advancing the image of the host zoo/aquarium and
pinpointing the purposes of zoos and aquariums, both locally and nationally.

The intent of this guide is to define responsibilities of conference work to
avoid any misunderstandings and to assist the host with the multitude of details
which make an effective, successful and smoothly run conference. A great conference
is a source of pride for all participants and the foundation for lasting memories.
In no way is hosting an AAZPA Annual Conference an easy task.

Invitations from cities to host a conference are approved by the Board of Dir-
ectors prior to a membership vote, based upon its assessment of whether the city has
adequate and proper facilities and whether the local staff has the capabilities to
undertake the management. The staff must be given time to carefully plan each facet
of the operation, and manpower is needed to handle the various tasks.

The host zoo/aquarium dircctor is usually accorded the title of Chairman of the
Host Committee. A conference coordinator should be designated to coordinate the work.
Three authorities are involved in the total conference: namely, the AAZPA Board of
Directors on policy, the Program Committee on educational sessions and the Host Com-
mittee on the mechanical aspects and actual management. Success depends upon cooperation
and coordination of these three groups. Each has separate and distinct responsibilities.

AAZPA BOARD OF DIRECTORS

1. Sets policy on registration fees, complimentary hotel rooms and conference theme (if

any) and approves the final program, including time schedules, educational sessions
and local activities.

The names of the Board and Progrum and Host Committees are included in the printed
AAZPA Conference Program.

The AAZPA staff, in behalf of the Board, will handle all details in connection with
the commercial exhibits. This includes contracting with the hotel for exhibit space
rentals, decorators, drayage contractors, etc., and selling the commercial exhibit
space. The staff will rely on the advice of the Host Committee on best location

for exhibits and recommendations for a decorator and may seek assistance in making
final contracts.. The staff will provide a list of exhibitors for the final program.
AAZPA receives all exhibit income less exhibit expense incurred. The AAZPA sets

the rental fee for exhibitors.

AAZPA will provide pressure-sensitive mailing labels to the host city for at least
three conference promotion mailings. They will be mailed the end of April, June

and July unless otherwise requested. To assist with registration, a printout of names o

all AAZPA members will be provided to the host by 1 July.




AAZPA will be responsible for the agendas of all AAZPA membership business meetings
(one usually following opening welcome and one at the end of the conference).

AAZPA works with the host on banquet head table seating and banquet programming and
approves all awards presented during the conference, unless special permission is
given for a local awards program.

Board members will be responsive to requests for press conferences, speaking
favorably for the host city or voicing professional issues and concerns.

AAZPA will provide the Program Chairman with. the format to be followed by conference
speakers in submitting their papers for publication.

The Executive Office will work in concert with the Host Committee in arranging the
various committee meetings.

In summary, an annual conference is an official AAZPA meeting, with the local com-
mittee acting as a host. Policies affecting AAZPA and its image, standards, goals and
purposes fall within the Board's jurisdiction.

AAZPA PROGRAM COMMITTEE

1. The AAZPA President appoints the Conference Program Chairman, with recommendations
from the local Host Committee. The Program Committee plans and manages all of
the educational sessions and coordinates the program with AAZPA business sessions
and local activities. '

The Program Chairman is responsible for compiling a list for the Host Committee of
setups for each session: seating arrangements, number of chairs, speaker's plat-
form, lighted lectern, microphones and all visual aids. This setup list should be

sent early enough to allow the hotel and Host Committee time to make the necessary
arrangements.

The Program Committee and the Host Committee must get approval from the AAZPA
Board for any complimentary arrangements deemed desirable. AAZPA has not tradi-
tionally afforded honorariums nor complimentary registrations.

The Program Committee will provide all information on educational sessions to the
host city early enough for the printing of the program.

In summary, the Program Committee is responsible for the educational sessions:
speakers, chairmen, etc., and the gathering of papers for the Conference Proceedings.
Past experience dictates that the Program Chairman must require conference speakers to
submit their presentations in writing. The Program Chairman should insist that con-
ference program participants submit their papers to him, typed as per AAZPA instructions,
at least 15 days prior to the annual conference. Potential speakers not desiring to
comply with this request should so notify the Program Chairman for his consideration of
a variance. (A cooy of the typing instructions is enclosed for your use in disseminating-)

AAZPA HOST COMMITTEE

The Host Committee is responsible for the mechanical aspects of the conference, local
entertainment and tours. Cities have raised from $3,000 to $10,000 to subsidize local
entertainment and activities. However, it is the city's prerogative to plan these
activities in accordance with the budget - as stringent or as lavish as the Committee
wishes. Fortunately or unfortunately, AAZPA members have been hosted graciously in the
past; but beyond a conference banquet, a zoo/aquarium tour and coffee breaks, all else
is a decision for the host city to make, based upon its finances.




The local host is responsible to see that ample rooms are provided for general
sessions (additional room is required if concurrent sessions are scheduled), com-
mittee meetings, special interest groups and graphics and swap rooms that are
included as part of the annual conference program.

FINANCING 5(75 /g[}r /4(?3

1#]5;0 Current policy calls for a $60 member and member's spouse registration fee;
for nonmembers. AAZPA is to receive $7.50 for each member and spouse registra-
tion and $72.50 for all nonmember and nonmember's spouse registration, leaving a net
figure of $52.50 to the host city for each delegate. Daily registration fees will
be $25; $15 to be forwarded to the AAZPA and the balance to the host city. Most
cities extend complimentary registration to children, except for meal functions.
These registration fees, plus monies raised by the host through sponored events,
pay all conference expenses except those incurred for exhibit space and Board functions,
which are paid by AAZPA. If the fee is not judged adequate based upon local costs,
the Host Committee may request the AAZPA to consider a different registration fee.

The host city is responsible for paying all conference expenses - tOurs,
banquet, programs, badges, tickets, visual aids and "all conference" events,
except the Board luncheon on Saturday, all Board coffee breaks, the Past Presidents'
breakfast and the exhibit hall, which are paid by AAZPA. The Host Committee
should make clear to the hotel just whose signature(s) will be honored for payment
of bills.

HOTEL ARRANGEMENTS

The Host Committee contracts with the conference hotel, reserving sleeping and
meeting rooms and the registration area. AAZPA determines the priority of use of
complimentary rooms. In priority order, the rooms are allocated: a suite for the
President, a small suite for the Executive Director, a sleeping room for the Adminis-
trative Assistant and a sleeping room for the Membership Secretary. These four rooms
are for arrival on the Friday before the conference begins and departure on the
following Friday. Hotels usually provide a room for the host during the conference,
either for hospitality or as a rest area for conference staff. A conference office
is necessary (see page 5).

Hotels print reservation forms (usually offering AAZPA special Toom rates) and
handle all hotel reservations. These forms are mailed by the Host Committee with
other promotional material. It is most desirable to send reservation forms early,
as prompt confirmation of reservations is extremely important.

Some hotels or host committees arrange for a hotel marquee of welcome and/or
signs in the hotel lobby, which is beneficial to the delegates.

Hotel personnel should have copies of the complete program schedule, setups
for each room to be used and the hours, in order to post this information on the hotel
bulletin board and schedule their setup and breakdown work.

REGISTRATION

Advance conference registration is necessary for attendance estimates and
facilitates the conference registration process. It can be cumbersome and confusing
unless advance registrations are well organized - badges typed in advance and filed
alphabetically, program packets ready and a special desk manned to handle only these
pre-registered delegates. The required AAZPA registration format 1is enclosed for
your use. Ten days before the annual conference is used for determining pre-registration
A $20 late fee may be charged for those not pre-registering. Receipts for those
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pre-registering should be included in the delegate packets.

The registration arca should bLe clearly identified by signs, in a convenient
and open location to allow un orderly traffic flow. Local visitor bureaus ordinarily
provide typing personnel und bulletin-type typewriters without charge. Some bureaus
also provide badges (AAZPA provides inserts). It cannot be stressed strongly enough
that a member of the Host Committee be responsible for collecting the registration
fees and accounting for them. Hotels provide security boxes, and it is recommended
that all monies be deposited when they accumulate and each night after the cashier
tallies the day's registration. It is easier for final accountability to balance
accounts daily. Transfer of AAZPA's registration portion should be made at the close
of the conference to the AAZPA Executive Director, or as soon as possible after the
conference.

Registration sets the tone for the entire conference, and adequate personnel
should be assigned to handle registration quickly and efficiently. Someone from
the AAZPA Executive Office will be assigned to assist in this process. All reg-
istration personnel should be on hand an hour before registration begins for briefing
and setting up the stations. Two or three registration lines are desirable on opening
day. This can be cut back to one the second day and handled by the conference office
later during the confercnce. A table with pencils, registration forms and receipts
should be set up in an open area for delegates to register. Please request printing
of names and addresses for legibility. For each registration line or station, there
should be a person to type the name on the badge and insert it in the holder and
another person to collect money, give out registration packets and tickots and post
payments on registration cards. Cash should be advanced for change and a cash box
provided for the money. Additional personnel can be assigned to sign receipts or
to post payments on cards for balancing the accounts.

Registration packets may be elaborate or simply a copy of the program. Programs
are costly and should be distributed one per delegate and held behind the registration
desk for control.

Also, for control purposes, ticket books for conference events should be provided
and tickets picked up at all events. Banquet tickets can be picked up by waitresses/
waiters before serving. The hotel should be so notified of this procedure. Badges
should be required for all sessions (in fairness to paid delegates) and members of
the Program Committee stationed at the doors of the session rooms to act as monitors.

To facilitate accounting, each registration card should be posted with
the date and amount of payment. No registration fee can be billed. The sharing
of the daily registration fee accords the local host the opportunity to provide
bus service and meal functions from their share of such fees. However, banquet
tickets should be priced separate for daily registrations. Income from the
banquet tickets goes to the host city. e

All conference exhibitors are members of AAZPA, and most will register as
delegates. AAZPA accords exhibitors an opportunity of designating two conference
representatives. AAZPA will handle this procedure and coordinate the registration
of these representatives with the local Host Committee. Those exhibitors who do
not register for the conference may wish to purchase individual-event tickets.

If any person is to be extended a complimentary registration, payment will be
made by AAZPA in order to cover the host city's costs. Such arrangements must be
approved and made in advance.

Ribbons for the Board of Directors, Program and Host Committees and exhibitors
will be provided by AAZPA. A sufficient number of Host Committee ribbons should be
requested 60 days in advance of the conference.




The AAZPA will provide the Host Committee with a complete membership list showing
classification sixty (60) days prior to the opening date of the conference. Badges
of different colors will be used for various membership classifications. Color-coded
badge inserts, 3%" x 2 3/8", will be supplied by the AAZPA. The color-coding is as
follows: Professional Fellow/Fellow - Green; Associate - Blue; Commercial - Yellow;
Retired Fellow/Honorary - Tan; Member's Spouse - Red; Supporting - Orange; nonmember -
White. Badges for daily registrants should be easily identified, perhaps a solid-
colored badge with a different color used for each day (these are not supplied by
AAZPA). The information regarding your specific conference should appear as follows:

AAZPA

AMERICAN ASSOCIATION OF
ZOOLOGICAL PARKS AND AQUARIUMS

PROF. FELLOW/FELLOW |

R s ol

55th ANNUAL AAZPA CONFERENCE
St. Louls, Missouri

JOHN JONES
GLEN OAK Z00
PEORIA, ILLINOIS

LIST OF DELEGATES

The Host Committee, with assistance of AAZPA staff, prepares the list of delegates.
Since this is an essential source of information, it is requested that the list be
completed as early as possible during the conference or by 10:00 a.m. on Wednesday
(copy of format enclosed for guidance). Fifty copies should be adequate. AAZPA also
requires two copies of the program for its files.

CONFERENCE OFFICE

The local Host Committee must have a conference office available for their use
throughout the conference. An AAZPA staff member will be available to work in this
office with the local Host Committee after the conclusion of the Board of Directors
meeting. The conference office should be staffed to handle messages which should be
posted on a bulletin board immediately outside the office or on a bulletin board
near the entrance to the exhibit hall. The AAZPA has determined that the posting of
surplus animal lists can only be provided for AAZPA Institution/Society and Commercial
members. The AAZPA does not allow the Host Committee to grant requests from cities
wishing to host future conferences that may include the posting of large banners'in
the conference office or in the meeting rooms. This policy maintains our impartial

posture, but does not prohibit potential host cities from passing out literature or
other materials.

VISUAL AID EQUIPMENT

The host facility usually has this equipment available. Hotel mikes and lectern
lights should be checked tor all sessions, lighting switches located for darkening
rooms and stand-by equipment available in case of failure. This would include projectors,
bulbs, extension cords, etc.




SPOUSES' PROGRAM

Even though the number of spouses attending AAZPA Annual Conferences increases
each year, experience indicates that a special, separate program for spouses is not
necessary. The spouses enjoy most of the educational sessions and participate in the
conference events. Therefore, it is not necessary to formally plan programs for
them. It can be helpful if volunteers are available to assist spouses by directing
them to local points of interest, shopping centers, etc.

BANQUET

The host city arranges the banquet. Whether or not a program is planned is
left to the discretion of the Host Committee. For a successful banquet, which
officially closes the conference and becomes a memory, it is important that it is
not too lengthy, as it concludes several days of sitting and learning. The host
city and AAZPA work together on head table seating and the banquet agenda. It is
essential for the AAZPA Board to be seated at the head table, as well as the Host
and Program Committee Chairmen. It may be advantageous and an honor to invite a

few local officials to attend and acknowledge them. AAZPA provides place cards for
the head table(s).

The annual banquet agenda includes the presentation of the Bean Awards, a brief
installation of officers und the formal passing of the Presidential gavel. The AAZPA
President presides over the banquet, but there can be a master of ceremonies.

Hotels require guarantees on food functions. A general rule-of-thumb estimate
for a banquet is about 10% less than the tickets sold. Hotels usually allow for plus
or minus 5-10%. For an expensive banquet, it is wise to guarantee low.

OTHER FOOD FUNCTIONS

Box lunches or buffets are sometimes planned in connection with the zoo/aquarium
tour and other tours. To avoid delays and long lines, it is strongly recommended that
four stations be set up to serve the delegates quickly. FEven two lines for coffee or
other drinks can be a troublesome thing, and three or four lines are recommended.

It is the host's responsibility to provide coffee breaks during the general sessions,
but the Association is responsible for expenses incurred for coffee/tea, sweet rolls
and luncheon during the Board meetings. The following are the requirements for the
Board meeting: coffee/tea and sweet.roll service for 20 at 10 p.m. on Friday, the same
service for 10 a.m. on Saturday, followed by a lunch at 12 noon. This lunch should be
served in a separate room from the meeting room to enable the Board to have their lunch
without undue delay. Another coffee break with rolls will be required on Sunday at

10 a.m. and coffee/tea at 3 p.m. On Wednesday, a breakfast for the Past Presidents (15)
is required. This is also paid by AAZPA.

ANNUAL CONFERENCE PROMOTION

At least’ three mailings to members about the conference are recommended.’ It
is suggested that these be sent third class. As stated previously, AAZPA will pro-
vide pressure-sensitive mailing labels for this purpose.

The first mailing should contain general information, hotel reservation forms
and the dates of any post or preconference tours. The second mailing should have
hotel reservation forms, advance conference registration forms and the general
highlights of the conference and tours. The third mailing should contain reminder




notices and last-minute details urging attendance. If the host city is planning post

or preconference tours, adequate advance notice is important to our members. Pro-
motional information should include a listing of the sites or cities proposed, the
length of time required for the tour and its cost. The local host may want to establish
a minimum and limit numbers allowed for these tours.

The AAZPA NEWSLETTER will run the dates for the conference beginning in December in
the "Coming Events'" section. The NEWSLETTER is an excellent promotional medium to
build up interest and momentum for the conference; and it is urged that you submit

articles for publication dealing with the highlights of the conference, hotel data,
etc.

EXHIBITS

The program should specify the hours for the exhibit hall to be open and when it
is closed. Exhibitors have two complaints - one of poor traffic because of inadequate
exposure and the other, to man a booth when the delegates are not in the hotel.
Exhibitors need to know when personnel should be in their booths. AAZPA staff will
work with program and host committees in coordinating these hours. If local personnel
is available, one person should be assigned to work with the decorator in setting up
the booths - to answer questions and advise.

There should be signs cleurly showing the location of the exhibits. It is
essential that the exhibit area be near or adjacent to the main meeting rooms. Many
delegates prefer to browse through the exhibit area during the coffee breaks, so it
is important that the coffee be served in two or three areas in or close to the
exhibit area.

AAZPA BOARD MEETINGS

The AAZPA Board of Directors arrive carly and generally meet on Friday evening,
Saturday and Sunday preceding the conference opening. A meeting room to seat 20-25
people is needed, with additional room available for 20-30 observers. The Board
meeting room will not be required after Sunday at 6:00 p.m.

It is customary that the local committee host the Board of Directors for a dinner
on Saturday evening. The purpose is not simply to entertain the Board per se (although
it is an honor to have them in the city) but more to have them communicate with the
local officials on zoo and aquarium matters. It is an opportunity for the host city
to meet the top officials of the profession.

GRAPHICS COMPETITION/EDUCATIONAL SWAP ROOM (if included)

The local host is required to provide rooms for the display of zoo and aquarium
graphics materials. The Honors & Awards Committee is responsible for establishing
the mode of competition for the graphics materials and coordinating this activity with
the local host. The call for entries of graphics competition is made through the
AAZPA NEWSLETTER, and competition has been quite keen and has stimulated much interest
in this area.

The local host is also required to provide a room for the display and distribution
of educational materials. These materials are provided by zoological parks and
aquariums, and participation is stimulated through the AAZPA Public Education Committee's
announcements appearing in NEWSLETTER.




COMMITTEE MEETINGS

Many of AAZPA's committees meet during the annual conference. The Executive
Office is responsible for reminding committee chairmen to contact the local host of
their committees' needs regarding such meetings. Oftentimes, these committee meetings
include a meal. It is the committee chairman's responsibility to notify the local
host of the size of the mecting room required and whether or not the meeting will
include a meal function. The Executive Office will work in concert with the Host
Committee in scheduling the times for such meetings.

0ODDS & ENDS

If budget allows, it is nice to have the conference covered by a photographer.:-
Pictures are requested of the Bean Award winners, the new officers after installa-
tion at the banquet and possibly the winning graphic exhibits for news release purposes
and AAZPA records.

The Public Relations Committee can be called upon to assist with news coverage
of the conference and to write press relcases for the wire services.

If flags are used for opening conference ceremonies, both the United States
and Canadian flags are to be shown, not one without the other. '

Cocktail parties are expensive affairs.” Control of the expense is in direct
proportion to the time the bar is open. A one-hour cocktail party allows sufficient
time for sociability and two drinks.

A host hospitality suite with a bar can be an extravagant expense and a drain on
the local staff. Such a hospitality suite is not necessary. Several of the commercial
companies have hospitality suites and welcome the delegates to drop in.

SUMMARY
The foregoing is a guide to assist local hosts with the AAZPA Annual Conference.

The AAZPA Board of Dircctors and staff stand ready to help in any way to make the
conference an enriching, educational, enjoyable experience for all.

77

Revised 27 June/A 930
Robert 0. Wagner
Executive Director

ROW/1jb




MEMO TO: AAZPA ANNUAL AND REGIONAL CONFEREMCE PARTICIPANTS
FROM: ROBERT 0. WAGNER, EXECUTIVE DIRECTOR

SUBJECT: FORMAT REQUIRED FOR THE SUBMISSION OF PRESENTATIONS FOR
PUBLICATION IN AAZPA PROCEEDINGS

Manuscripts intended for publication should be submitted on
one side of 21.5 x 28cm (8% x 11 in.) bond paper (original copy).
Pages should be neatly typewritten, single-spaced, indented five
spaces for paragraphs, double-spaced between paragraphs, numbered
with soft-lead pencil and have at least 2.54cm (1 in.) margin
all around. Manuscript titles should be brief and descriptive and
be the heading for your first page of typewritten copy. Tables and
other illustrations, along with their legends, should be submitted
on separate pages (one side) and not run within the text. Photo-
graphs should be clean, of good contrast and be on glossy paper.
I1lustrative material should be on the same sized paper as the
manuscript; and each should be identified by author, manuscript
title and figure number (using soft lead pencil). Please employ
the metric system for weights and measurements. Use the twenty-
four hour clock (9:00 & 14:25) for identifying time and the conti-
nental dating system, day-month-year, when describing dates.
Nothing in the manuscript should be underlined except the scientific
names of genera and species. Scientific names should be stated
with their vernacular names, when first mentioned, and only the
vernacular used thereafter. When both the vernacular and scientific
names are given as a paragraph heading, please put the scientific
name first. Only currently recognized nomenclature should be
utilized. Authorship of scientfic names should be included only
when nomenclatorial problems exist. Avoid footnotes. References
should be listed alphabetically according to author's surname at
the end of each contribution. Example - Yamashina, Y., 1976. Notes
on the Copper Pheasant. WPA Journal, I: 19-38. Within the text,
references should be cited as Yamashina (1976). A sample first page

is enclosed.
2V .

Robert 0. Wagner
Executive Director
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STATE OF THE ASSOCIATION ADDRESS

Robert O. Wagner, AAZPA Executive Director
Wheeling, West Virginia

Mr. Sommer, Mr. Holwadel, President Maruska, Mr. Schultz and delegates to
the 55th Annual Conference of the American Association of Zoological Parks and
Aquariums, it is indeed a pleasure for me to address you this morning and to
give my opinions on the state of the Association. I very sincerely believe that
the Association has completed perhaps the best year in its history, and I look
forward with a great deal of anticipation to the coming year.

Specifically, to lessrs. Soumucr, flolwadel and Schultz, I express the sin-
cere appreciation of the AAZPA Board of Directors and the delegates to this
Annual Conference for the efforts put forth by the St. Louis Zoological Commission,
the St. Louis Friends of the Zoo Association and, more particularly, the excellent
staff of the St. Louis Zoo for providing us with what appears to be one of the
best Annual Conferences the Association has held. Those of you assembled here
this morning who have hosted Annual Conferences in the past can appreciate the
amount of work that is required by the local Host Committee in putting on an Annual
Conference; and for those of you who have not yet been involved, please let me
assure you that the hours are long, the work unbelievably complicated, the amount
of details to be handled are many and the pay for such efforts is nil. Again, my
sincere thanks on behalf of all of us to the St. Louis Zoo staff. I have worked
closely with them, and the amount of effort and the dedication they have put forth
has been remarkable.

It is most gratifying for me to inform you that the Association is in ex-
tremely good shape, both financially and from the number and quality of members.
The number of members who participate in Association programs - Annual Conferences,
five Regional Workshops and the Management School - continues to grow. The Asso-
ciation is extremely proud of the fact that more than 50% of its members attend
Association meetings on an annual basis.

During the past year and under the excellent leadership provided by President
Ed Maruska, the Association dramatically increased the services to members. We
published, for the first time, our own Annual Conference Proceedings and the com-
bined Regional Workshop Proceedings from our five Regional Workshops. In the past,
these publications were provided by an AAZPA Commercial member, but now the Associa-
tion's staff proofreads, edits, assembles and causes the proceedings to be printed.
Copies of these proceedings are provided, without charge, to all AAZPA Institution/
Society members and those Commercial members who request them. Additionally, a
complimentary copy is provided for all persons who participated in the conference
or workshops on the formal program and who provided their papers for publication.
More importantly, these proceedings are now provided on a timely basis. This is an
expensive and time-consuming effort on the part of the Association, but we feel that
it is our obligation to provide our members with information that will assist them
in their endeavors. In addition to the Annual Conference and Regional Workshop Pro-
ceedings, the Association also published the massive AAZPA MANUAL OF FEDERAL WILQLIFE
REGULATIONS. This is, by far, the largest endeavor ever undertaken by the Associa-
tion, as can be attested to by the size of the manual, which currently contains over
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Boyd, Allan S $60
688 Stone § Shannon Road
Wheeling, WV 26003

Boyd, Linda, Adm. Assistant
AAZPA

Oglebay Park

Wheeling, WV 26003

Dankworth, Margaret
P.0. Box 34
Bellaire, OH 43931

Fleming, Martin
912 North Main Street
Chicago, IL 60614

Freitag, Richard

Central Nebraska Packing, Inc.
P.0. Box 550

North Platte, NE 69101

Maruska, Edward, Director
Cincinnati Zoo

3400 Vine Street
Cincinnati, OH 45220

Wagner, Robert, Executive Director
AAZPA

Oglebay Park

Wheeling, WV 26003

Wharton, Mary, Docent

St. Louis Zoological Park
Forest Park

St. Louis, MO 63110

Zambito, Joy
521 Market Street
St. Louis, MO 63110

Zimmerman, Milt
113 Morton Drive
Denver, CO 80911
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ANZPA ANNUAL CONFERENCES

FOOD_AND BEVERAGE FUNCTIONS

Friday Night Preceding Conference

9:00 p.m. Board meeting room - coffee/tea and pastry for 20.

Saturday

10:00 a.m. Board meeting room - coffee/tea and pastry for 20.

12:00 noon - Separate room as close to the Board meeting room as possible

Hot lunch (braised swiss steak, mashed potatoes, gravy, green
beans, tossed salad, pie, coffee, tea or milk - or similar menu).

Service for 22.
3:00 p.m. Board meeting room - coffee/tea (no pastry) for 20.
Sunday
10:00 a.m. Board meceting room - cottee/tea and pastry for 20.
(No Sunday afternoon service required.)
Wednesday
7:30 a.m. Room to be selected (needed until 9:00 a.m.)

Past President's Breakfast (Sausage, bacon, scrambled eggs, hash
browns, biscuits, orange juice, coffee, tea or milk) .

Service for approximately 15 (Actual number to be determined by
AAZPA Executive Director).

AAZPA ROOM REQUIREMENTS

(exclusive of needs expressed by the Host Committee Chairman)

BOARD MEETING ROOM

Room available Friday evening preceding the conference at 5:00 p.m.

Tables and chairs arranged confercnce style for 20 persons, with as many chairs
around the perimeter of the room as possible for the seating of observers
and guests of the Board.

C. Room to be furnished with an outside telephone line and chalk board.

NOTE: The AAZPA will not require a separate office at the conclusion of the
Board meeting. AAZPA staff will work out of the office provided for the Host
Committee and its staff. The Board meeting room will be utilized until at
least midnight on the Friday preceding the conference, all day Saturday until
approximately 5 p.m. and Sunday until approximately 8 p.m.




AZPA REOUIRED SLEEPING ROOMS

SUITE FOR AAZPA PRESIDENT

A. Available from the Friday preceding the conference from noon through the
following Thursday night. Depart on Friday morning.

SUITE FOR AAZPA EXECUTIVE DIRECTOR (smaller)

A. Available from the Friday preceding the conference from noon through the
following Thursday night. Depart on Friday morning.

TWO SLEEPING ROOMS FOR AAZPA STAFF

A. Available from the Friday preceding the conference from noon through the
following Thursday night. Depart on Friday morning.

NOTE: Other complimentary sleeping rooms will be required by the Host Committee,
who will also designate necessary committee meeting rooms.




FOR USE WITH PRINTOUT

MEMBERSHLP CLASS [FLCATIONS

Associate member - Blue badge

Commercial member - Yellow badge

Exchange/Complimentary member - nonmember for registration - White badge
Fellow member - Green badge

Honorary member - Tan badge

Institution/Society member - not individual member

Professional Fellow member - Green badge

Retired Fellow member - Tan badge

Supporting Commcrcial member - Yellow badge

w W W Y = ITom m 0 »

Supporting institutional member - Orange badge

Only individual members may register at AAZPA functions.

Spouses of members register at member rate and receive a Red badge.

Nonmembers recceive a White badge.




19 AAZPA __A'nnual Conference

Cl''Y, STALE

DATES

Registration Form

PLEASE CHECK PROPER CLASSIFICATION AND INCLUDE YOUR MEMBERSHIP CARD NUMBER:

Professional Fellow # Commercial Rep. #

Fellow # _____ Supporting Member
Associate # I P Retired/Honorary

~_ Nonmember

Please print or type:

Name (last name first)

Accompanying spouse’s name

Institution

Street Address

City, State, Zip

Name and title as it should appear on badge

(Nonmember commercial representatives may not have their company's name indicated.)

Registration Fees: Member — $60.00 Member’s Spouse — $60.00 Non-member — $125.00

Amount Paid $

Daily Registration: $25.00 per day .

Please indicate which day/days you will be attending:

Monday Tuesday Wednesday Thursday
Amount Paid $

For Daily Registrants:
Banquet ticketsare priced separately. Tickets may be purchased from host.

Please make checks payable to: 19 AAZPA Conference

Enclose this form and mail to:  19___AAZPA Annual Conference
c/o

By order of the AAZPA Board of Directors, registration fees
paid in advance are not refundable after

WE LOOK FORWARD TO SEEING YOU AT THE CONFERENCE !




DELEGATE LIST INSTRUCTIONS

Please prepare an original and 50 copies of the delegate list by 10:00 a.m.,
Wednesday the week of the conference.

Prepare the list of delegates in alphabetical order, include in the appropriate
column the membership classification, title and amount paid - see example.

Type the list on 8%'" x 11" paper and use both sides.
AAZPA membership codes are as follows:

Professional Fellow - P

Fellow - F

Associate - A

Spouse - S

Retired - R

Honorary - H

Commercial Representative - C

Supporting Mcumber - X

Nonmember<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>