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Host Committee Overv iew
Planning the 2022 PNWER Annual Summit will involve a tremendous amount of rewarding work. The PNWER
Board will rely on the Host Committee to help with the planning of the meeting, especially with those aspects 
of the meeting that require background knowledge of key stakeholders, events, industries, places of interest, 
geography, and a sensitivity to local perspectives on the issues our delegates will be discussing. 

The local Host Committee assists the PNWER secretariat with the following aspects of the Annual Summit: 

Sponsors: As the Host Committee consists of local business and government leaders, the Host 
Committee plays a crucial role in helping to recruit public and private sector sponsors for the PNWER 
Annual Summit. The Summit incurs significant expenses that are not offset by registration fees. The 
Host Committee is responsible to secure approximately $150,000 in sponsorship from within the 
state, with the goal for commitments to be in by December 17. PNWER staff will handle follow up 
on sponsor commitments. We invite sponsors to become involved in the working group sessions so 
that private sector innovations and solutions can be shared with the rest of the delegates. 

Theme and messaging: This Summit should showcase the local jurisdiction to delegates from the 
PNWER region. The PNWER Media and Communications Coordinator will develop a promotion plan to 
highlight the conference. The local Host Committee is essential in providing input to the PNWER 
Secretariat in designing key themes and consistent messaging that will make this an extraordinary 
event. 

Keynote Speakers and Resource Experts: The Host Committee has the opportunity to suggest resource 
experts and topics for the various working group sessions as we seek to showcase the issues 
important locally. We will also be looking for public and private sector keynote speakers to address 
the plenary sessions who would appeal to both the Canadian and U.S. delegates at the Summit.

Policy Tours: We will want to highlight public and private ‘best practices’ in the greater area for Policy 
Tours, especially in the issue areas that the PNWER working groups cover. Policy tours present an 
opportunity for local industries to engage with the Summit as a sponsor and showcase their site to 
regional legislators and industry leaders. We like to connect our working sessions with our policy 
tours by offering different working group tracks throughout the meeting. We will need the Host 
Committee to suggest locations and provide contacts for policy tours to offsite venues.  

Additionally, we may offer multi-day pre or post-summit tours. The more complex tours especially 
require Host Committee direction. 
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Business Outreach & Partnership Program: PNWER achieves its mission by establishing and maintaining 
relationships with local and regional stakeholders. Broad participation from local industry and 
commerce associations will provide the greatest value for the state and will help focus Summit 
discussions around important local issues. The Host Committee will work with the Media and 
Communications Coordinator on targeted outreach to regional chambers of commerce, associations, 
NGOs, and other business communities.    

Volunteers: The PNWER Secretariat only consists of 9 staff members; consequently, 12 - 15 volunteers
are necessary for the duration of the Summit to guide tours, take notes during sessions, and staff the
registration table. The Host Committee should provide suggestions on recruiting volunteers from 
local universities, chambers of commerce, or legislative offices. PNWER will manage and train
volunteers.  Volunteers receive complimentary registration and a letter of recommendation.

Media Outreach: The Host Committee should offer suggestions on appealing topics and key news 
stories that PNWER’s Media and Communications Coordinator will develop into a media strategy for 
the 2022 Summit. Assistance with identifying media contacts, developing opinion pieces for local 
media outlets, and recruiting volunteers to handle media inquiries during the Summit is also 
necessary.   

Special Events: PNWER traditionally offers a special reception off-site on two of the nights of the 
conference. 

Family/Spouse Activities: In the past, bringing families has made a tremendous impact in the 
attendance at these meetings. We would like the Host Committee to offer suggestions for special 
events or tours for families, with approximately 10 - 15ppl in attendance. Also, a Host Committee 
lead that can take charge of daily spouse activities would be a great asset to our programming.   

About PNWER: PNWER is the only statutory, non-partisan, bi-national, public/private partnership in
North America, with the goals of strengthening relationships, finding cross-border solutions to 
common challenges, and advocating for regional interests. It represents the most advanced, 
innovative, diverse, and progressive region of the continent, and the region that others are 
looking to for our innovative solutions. Over twenty working groups focused on topics important 
to regional economic development meet during the Summit to discuss the opportunities facing 
the region. PNWER is recognized by both the United States and Canada as the “model” for 
regional and bi-national cooperation because of our proven success.  
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Content Development 
 

The PNWER Annual Summit reflects the interests of the entire region, with a balance of US and Canadian 
speakers and content. At the same time, we look to highlight the Host Jurisdiction, and especially best 
practices suggested by the Host Committee, in as many of the working groups as possible. 

The basic process of developing the agenda for the working group sessions is an integration of the following 
elements: 

 The working group’s expressed priority issues developed during the previous summit or from previous
summit’s action items.

 The Co-Chair led process of conference calls with key thought leaders from the region.
 The PNWER Board Capital Visits during the winter and spring to jurisdictions to speak with legislative

and private sector leaders.
 Identified issues from the Host Committee.

The Annual schedule of developing and prioritizing the content for the working group agendas begins at the 
previous Winter Meeting Executive Board meeting. A very preliminary draft may be produced for the January 
Capital Visits – where we will be soliciting key issues from each state and state.  Working groups generally 
hold monthly conference calls where they work on current projects and draft action items for the upcoming 
year.  

Host Committee Responsibility 
Because of the multi-jurisdictional nature of PNWER, the need to represent both the US and Canada, and all 
10 jurisdictions in the region, the Annual Summit content must be coordinated to reflect a multitude of 
stakeholder input.  We recommend that the Host Committee review the PNWER Working Groups, and 
determine where the highest priorities are for your jurisdiction, to share a best practice or innovative 
solution that your jurisdiction has developed, and that you think would be of interest to the rest of PNWER.  

These priority issues should be suggested to the PNWER Secretariat, if possible before the end of 2019 so 
that they can be included in the first preliminary draft agenda that may go out to the Capital Visits in January.  
These will also be communicated to all Co-Chairs of working groups.  It is not necessary to address all working 
groups, but choose the 6 or 8 highest priority issues to you. 

Assign a representative, either public or private, for your high priority issues to collaborate with the Co-
Chairs of the appropriate working groups and to be included in the ongoing conference calls which will 
develop the specific working group agenda for the Summit.  The representatives can report back on progress 
of each specific working group, and communicate directly to the Co-Chairs input from the Host Committee. 

Suggest keynote speakers for the Summit via a short list of first tier and second tier speakers with 
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suggestions on outreach. There will be approximately 6 keynote speaking slots; we would like 3 or 4  
suggestions on private and public sector leaders from the Host Committee.  The Host Committee’s preferred 
theme/issue area can guide speaker selection.  

The Host Committee is divided into subcommittees by content area and responsibility. Each sub-committee is 
led by a chair who maintains communication with the Host Committee Co-Chairs and the PNWER Secretariat. 
Each subcommittee is expected to hold monthly conference calls to track progress.  

Sponsorship  
Developing a robust sponsorship strategy early in the summit planning process is crucial to the overall 
success of the program. The cost of operating the summit is considerable and $150,000 must be raised by 
the Host Committee from local companies. Outreach, calls and in-person meetings are critical in securing 
support from local companies. Ideally, Platinum and Gold Level sponsors will be confirmed by the end of 
December in order to assign their plenary event recognition and provide stability in the budget. 

The role of the sub-committee regarding Sponsorship involves: 
 Identifying a list of companies, with the key contact person’s information, appropriate to

PNWER’s work and issue areas as well as key local priorities.
 Each sub-committee member (or other Host Committee member as necessary) will be

assigned certain companies to reach out to following the initial request sent by PNWER staff.
 Keeping the Host Committee and  PNWER Secretariat apprised of progress toward the

financial goal for the Summit as well as sponsor requests during the process.

PNWER’s responsibilities include: 
 Providing a base list of past PNWER sponsors and potential 2020 sponsors. The Host

Committee’s further additions will contribute a strong potential sponsor database.
 PNWER will reach out to existing PNWER members and sustaining sponsors to encourage

them to increase their sponsorship for 2020.  Increased sponsorships from local jurisdiction
sustaining sponsors will contribute to the Host jurisdiction’s goal.

 Developing a sponsorship information packet and sending this packet to the contacts
identified by the Host Committee.

 Creating a sponsorship request letter and host committee letterhead.
 The PNWER Secretariat with be responsible for all invoices and sponsorship fulfillment.
 Other assistance as necessary.

Sub-committees
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Policy Tours 
We would like to offer our delegates a chance to visit sites in the greater area relevant to our discussions. We 
will need advice and local assistance to arrange these tours.  

The role of the Policy Tour subcommittee involves: 
 Brainstorming ideas for potential policy tours; ideally policy tour hosts would sponsor the

tour to offset transportation and other costs.
 Providing a brief description of each policy tour with photo to be included in the online

registration - policy tour descriptions ready by January 2020.
 Interfacing with Policy Tour hosts on all details, including number of participants, date/time,
 Maintaining regular communication with PNWER on details of the tours as they develop.
 Providing a volunteer to attend policy tours with the delegates.

PNWER responsibilities: 
 Give approval for Policy Tours in consideration of sub-committee recommendations.
 Sign contracts and pay invoices
 PNWER will coordinate details of the tour including transportation, arranging meals etc.
 Maintain a registration list for the policy tours, and collect necessary attendee information.

Regularly update the Subcommittee with attendance information

Business & Partnership Outreach 

The role of the sub-committee regarding Business & Partnership Outreach involves: 
 Identifying local chambers of commerce, associations, NGOs and other business communities

that may be interested in partnering with PNWER- such as co-hosting a special plenary meal
where the organization can invite up to 100 of their members for $45 for a specific meal,
offering Summit discounts to their members, or sponsoring a business showcase; work with
PNWER’s Media and Communications Coordinator on targeted outreach

 Working with local organizations to help identify working group speakers and best practices
that are relevant to the region.

PNWER responsibilities include: 

 Providing promotional materials including postcards, one-page brochures, conference
packets etc.

 Providing access to PNWER contact database.
 Other assistance as necessary.
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