
NAEA CONVENTION TOUR GUIDELINES 
 

Tours are arranged for convention attendees to provide them the opportunity to visit, in an 
inexpensive and reasonably comfortable manner, art-related sites in the convention city or 
nearby area.  It has been the experience from past conventions that unless the tour provides 
something that is not otherwise available (i.e., by regular commercial tours or by taking a cab or 
city bus) and is not clearly and strongly art-related, attendees are not interested and such tours 
are not successful. 
 
The Host Committee tour organizers should try to identify sites of interest, explore ways of 
putting together tours of 2, 3, or 5-6 hour duration (including all travel time), and contact the 
people who might serve as tour leaders as well as those persons at the sites in charge of making 
arrangements for visitors.  Clustering several sites into a single tour seems more interesting to 
attendees than a visit to a single site, but that will depend on the richness of what there is to see, 
hear about, or photograph at the sites. 
 
These proposed tours should then be entered on the Tour Proposal Form with all the information 
that is requested, and with a description that is clear and which makes the tour sound interesting.  
Tours cannot be scheduled to leave before 10:00 am on the first day and should return to the 
convention site not later than 3:00 pm. 
 
By July 1 tour and off-site workshop proposals should be forwarded to the NAEA office for 
possible inclusion in the program schedule.  For those rejected, the tour organizers should send 
a brief note to the people who would have been involved, indicating that for reasons of 
scheduling and/or cost, the tour/workshop in which they would have been involved will not take 
place. 
 
For tours that are accepted, the organizers need to revisit all of the people involved in the 
accepted tour and make them fully aware of what has been accepted and what will be expected. 
 
NAEA cannot make money on tours, but it also has an obligation not to lose money.  Cost to the 
tour participant will include all contracted charges (including a lunch if one is scheduled), bus 
expenses, and small administrative charge, divided by the number taking the tour.  In general, 
the price of all the tours that are offered will be cost-averaged (so that all cost the same, or 
nearly the same) for purposes of reducing the cost of the accounting and registration procedures. 
 
A major concern is that there should be no surprises for anyone at the time the tour takes place; 
everyone should know exactly what they are to do, what all charges are, and when and where 
the tour will go. 
 
NAEA does not encourage any certain number of tours, but it has seemed to be the case that 
five to seven tours on arrival day will actually have sufficient people registered to do the tour; 
there is no need to try to plan this number of tours and fewer tours may in fact be better and 
certainly will require less work and even provide more benefit for members. 
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NAEA TOUR PROPOSAL 

 
Please provide complete information; indicate if any requested information does not apply so it is clear 
that no data has been inadvertently omitted.  Use one form for each tour.   
 
Location of Tour:  ____________________________________________________________________ 
 
Tour Title:  __________________________________________________________________________ 
 
Contact: ____________________________________________________________________________ 

 
Tour Leader: _________________________________________________________________________ 
 
Address of Tour Location:  _____________________________________________________________ 
 
 ____________________________________________________________________________________ 
 
Contact Phone:   ________________  Fax: ______________  E-mail: __________________________ 
 
Participant limits: Minimum ______________________   Maximum ______________________ 

 
Time required onsite (3 hours maximum): _______________________________________________ 
 
Estimated Travel time:  _________________________  Distance (miles): ______________________ 
 
Bus transportation will be required:  ________ Yes              ________ No 
 
Preferred day and time: _______________________________________________________________ 
 
Indicate any day of week not available (location closed, etc.): ______________________________ 

 
Site admission per person:   $ __________________ 
Meal:    $ __________________ 
Other (please be specific): $ __________________ TOTAL FOR ALL:  $ _____________ 
*Honorarium:    $ __________________ 
*Where possible, workshops should be conducted by NAEA members and no honorarium is paid.  
However, some workshop leaders/artists will not be members and an honorarium may be negotiated.  
Only the NAEA Executive Director is authorized to enter into any agreements for workshop costs, and 
commitments made by committee members will not be honored. 
 
Tour Description—you may add attachment if necessary (for preregistration materials; be brief but 
very descriptive, since most potential participants will have little or no idea about the tour content):  
 
 
 
 
 

 
 


