Procedures - 2

PROCEDURES IN THE CASE OF Inability of  an APA Member
to host a meeting or an event

The hosting schedule of an APA event or meeting is, in practice, known among all APA members at least a year before the said meeting or event takes place.  The designated host, therefore, is expected to have ample amount of time to be able to scan its internal and external environment to be able to determine way before the scheduled hosting whether or not it can be realized.  

If the prevailing and anticipated circumstances make it no longer tenable to proceed with the hosting, the procedures enumerated below are recommended to be undertaken by the APA member concerned.
1. At least one (1) year for a major event, e.g. Sports Meet, or at least six (6) months for routine events, e.g. meeting, the member concerned with hosting problem prepares a letter addressed to the APA Chairperson, copy furnished the Head of the APA Permanent Secretariat, containing the following details:
· The name of the event/meeting that cannot be hosted;
· The scheduled date and venue (tentative) of the event/meeting;

· Reason(s) justifying the inability to proceed as host;

· Proposed alternative date and place when the member concerned can accommodate the hosting;
· Suggested alternate host, in case the member concerned has made informal arrangements with another member to take the hosting slot; and,

· Any other information that may be useful to the Chairperson in evaluating courses of action to take.

2. The APA Chairperson requests the Secretariat to refer to the calendar of APA events/meetings with the corresponding names of host designated according to rotation turns.  Based on the hierarchy of hosts, the Chairperson expects the APA Permanent Secretariat Head to prepare a letter to the next-in-line host for his/her signature. 
3. Upon receipt of the letter from the member who is begging off the hosting of the meeting/event, the APA Permanent Secretariat Head consults the APA calendar of events/meetings and determines the next-in-line host after the member who is experiencing a hosting problem.  He/she prepares a letter to be signed by the Chairperson requesting the next-in-line host to assume the responsibility of hosting the subject event/meeting.  As soon as he/she receives the instruction from the APA Chairperson, the APA Permanent Secretariat Head sends the letter to be signed by Chairperson.

4. The next-in-line host upon receipt of the letter from the Chairperson either signifies his/her agreement or politely declines.  If he/she accepts the hosting, the letter is returned to the Chair with his/her conformance, copy furnished the APA Secretariat.  If he/she declines, the letter is returned with regrets and the process of selecting the next potential host is repeated until an agreement is reached with the host.
5. The APA Permanent Secretariat Head updates the calendar of events/meetings accordingly. He/she then notifies all APA members of the change
