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Process

Chapter Presidents Volunteers

Chapters to Host a Meeting on

a Specified Date

1-2 Years in Advance

6 Months Prior

Select Site and Start Contract Negotiations

Must be approved by Region VP or designee

Enter into Contract

Negotiations

Saturday's General Session (typically)

q

60-80 attendees in January, April and September

q

90-110 attendees in July

q

Coordinate rooms, breaks, meals with responsible

region staff person-VP assigns

q

Help coordinate audio visual, power, registration,

and flip charts (draw on chapters for equipment)

q

Promote Saturday Night event

Note: Once Date is set, it is frozen

Contract

Hotel Arrangements

Block of 4-10 guest rooms for Thursday Night

Block of 20-25 rooms for Friday Night

Block of 30-40 rooms for Saturday Night

Hospitality Suite Included

Establish Latest Cut-off Date Possible

q

Date Coincides with Meeting Dates

q

No Conflicting events planned for Hotel

q

Master Account for all Meeting Expenses

q

Minimum Number of Room Bookings

q

Minimum Number of Meeting Rooms

q

Minimum Number of Food Bookings

Society Covered Expenses

q

Luncheon for Presidents at Friday's Meeting

q

cost of one full meal at a maximum of $15 per person plus tax & gratuity, plus refreshments for 2 breaks

on Saturday

q

Cost of continental breakfast for Saturday morning

q

Up to $350 for hospitality suite expenses

q

Cost of one outside speaker per year

Reference

Region 7 SOP

Manual

R006

Friday's Region Staff/President's Meeting (typically)

q

Meeting Room for 30 people all day

(see diagram 9-D-1)

q

Staff meeting starts around 9am

q

Provide light continental breakfast/coffee/juice

q

Lunch for arriving Presidents,guests, region staff

q

Plan one refreshment break in afternoon for

Presidents' meeting

Submit Final Espense Report

(Goods & Services) to Region 7

VP for Approval

and Societal Reimbursement
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