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Under each section heading note list of “associated files” cited in the section text.
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BASICS

· SLA-SA Mtg Attendees.xls

· SLA-SA member list.xls 

Officer formalities

All incoming officers and committee chairs need to sign the “Association unit officer acknowledgment form”, even people who are returning to the same position. 

http://www.sla.org/content/leadership/resource/treamanual/unitackform.cfm
Board Members are expected to attend Board meetings.  Minutes of Board meetings must be approved by attendees.  Draft version will be distributed by the Secretary and comments submitted back by all attending members.  Minutes will be approved by Member vote at the subsequent Board meeting.

There is an annual “turn-over” meeting for the SA Chapter at which in-coming and out-going Board members & Chairs meet and the in-coming officially assume their new responsibilities.  This is usually held during the summer preceding the Chapter year.  This meeting is called by the Chapter President.

There is a joint Board meeting for SA (&) SF that usually takes place during the summer preceding the Chapter year. This meeting is arranged between the Chapter Presidents.  Various shared responsibilities between the Chapters are discussed including maintenance of the Jobline (an alternating assignment), host assignments for the California Reception at the annual meeting, Chapter meeting scheduling, etc. 

[FYI - The rotation of the Chapter host responsibilities for the CA Reception is usually: Sierra Nevada, San Andreas, San Francisco, San Diego, Los Angeles.  The next year San Andreas is slated to host is 2006.]

There is a Chapter business meeting open to all members of the Chapter scheduled – per the Bylaws - to be held as the last meeting before the annual Association meeting.  Often this meeting is an element of a program meeting – i.e., held either before or after the program.

San Andreas website

The Events page of the website will be a key communication tool for announcing program meetings.  Announcements will be sent to the webmaster for posting.  Additional pages of interest for in-coming Directors might be the Archives which include the By-laws, and the Committee contacts page.

Events page

http://www.san-andreas-sla.org/programs/event_325-2003.html
Committee Chairs
http://www.san-andreas-sla.org/sa/sa-comm.html
Bylaws /archives

http://www.san-andreas-sla.org/archives/bylaws.html
San Andreas Distribution List

SLA-CSNA is an un-moderated discussion list that can be used for Chapter announcements as well as general messages by Chapter members to the membership.  Subscription, messaging and etiquette information is found at the following website.

http://www.san-andreas-sla.org/sa/listserv.html
Membership attendance

Since the Association provides access to membership rosters via the Association “Who’s Who” directory (a web service), the Chapter no longer prints a directory.  For programming and other purposes, a file has been generated from the Association website to identify Chapter membership. 

This information has been used variously by Programs, Hospitality and the In-Coming President.  It has been used to recognize attendee patterns, to track payment & meal specification for meetings, to identify potential volunteers, and for membership development. 

The files cited below are specific to the 2002-03 membership.  One is a membership list and the other shows the membership participation in programs during 2002-03 and includes attendance at the 2001-02 year joint Chapter meeting (May 2002).

[for a retrospective on member attendance see - SLA-SA Mtg Attendees.xls]

[for the 02/03 list of the SA membership see - SLA-SA member list.xls]

Access the Association “Who’s Who” directory services at the following website. Login is secured and requires input of the personal PIN issued by the Association to each member.  (“Recovery” of a lost/forgotten PIN is also accessible through this page.)

http://www.sla.org/content/memberonly/who/wholicense.cfm
Program management

· SLA_SA_prgrm0304.xls

· Programs 0203 SLASA.xls

· flyer template - speaker mtg.doc

· SLA-SA Hospitality duties.doc

· Programming Budget.doc

· Program venues.doc

Scheduling

The key responsibility of the Directors is to fulfill Chapter program events each year. Program Directors proactively coordinate with the Tours Chair to optimally distribute both types of events across the calendar.

The minimum number of meetings is stipulated in the Chapter Bylaws and is currently designated at 5 per year. 

[It is of note that the November 2002 revision of Association bylaws changes Chapter requirements enabling them to self govern under Guidelines rather than Bylaws.  Hence the SA Chapter will be revising this documentation.]

Advance notification of a scheduled meeting is also stipulated in the bylaws.  A lead of no shorter than 30 days is required for notification of scheduled meetings.  

[FYI - The current Bylaws indicate that this notification be disseminated via the Chapter newsletter.  However, it has been the standard for some years to distribute meeting notices via mail.  And, during the 2002-03 year, notices were almost exclusively distributed via the Chapter discussion list.]
***A few individuals continue to prefer & expect mail or personal e.mail notification.  The Chapter President has been coordinating these distributions.
Program planning

Program planning involves a bit of creativity, a good measure of networking, and a large amount of coordination.  Meetings may or may not include a featured speaker – most should.  

“Definition” of a meeting should include consideration about the type / format of the meeting.  Examples would indclude: the day of week / time of day [these are generally varied between Tuesday, Wednesday & Thursday]; sit-down meal vs. hors d’oeuvres; educational vs. social events; speakers, panels, groups discussions, games; etc.  Site / room seating set-up is oftern determined by these decisions and will require advance arrangements placed with the venue.

It is has become a brief tradition in recent years to feature a social / networking activity as the first meeting of the year [September]. For several years a networking event has also been featured in the spring - fondly called the “Neighborhood” meetings.  Again, no speaker – but also no single Chapter-hosted venue.  Rather a series of venues selected by a member-volunteers for small, self-selected groups to network.  

[More below under “Meeting Logistics”.]

The membership does anticipate a few inspiring speaker events during the year.  Note the events page on the Chapter website for a list of programs held since early 2001

http://www.san-andreas-sla.org/programs/event_325-2003.html
These events require significant lead-time in order to identify and negotiate a speaking engagement.  Aside from coordinating personal calendars, a venue must be found with adequate resources for the speaker’s personal A/V predilections.  The various food & social hosting matters will be largely covered by Hospitality – but coordination between that committee and Programs is essential. The responsibility for promotion falls to the Program Directors yet, again, Hospitality will play a role in being the point of contact for registration. 

[More below under “Meeting Logistics – The Role of Hospitality”.]

Chapter events are coordinated between SA and SF to ensure minimal overlap of programs.  For coordinating with the SF calendar the initial point of contact should be the joint Chapter meeting held prior to the program year.  All pre-planned programs will be shared with the SF Directors at that time.  Ongoing communication between the Chapters is essential.

Of key usefulness is the SF web page with Board & Committee contacts as well as the page with the Chapter calendar.

http://www.sims.berkeley.edu/sfsla/about.html#exec
http://www.sims.berkeley.edu/sfsla/events/calendar.html
[Also consider reviewing the local SCIP and ARMA event calendars.]

Programming calendars (currently in Excel) have been used over the past couple of years to manage the program development & marketing process.  These are shared between Directors, with Hospitality Committee, with Tours Chair, with the SA Board, and with the SF Chapter Directors to effectively coordinate events.

Among the meeting attributes included in the programming calendars are the following: date, time & location for intended meetings; program contact (may or may not be a Director – as when the speaker contact is another member); Hospitality contacts, meeting format (sit-down vs. other); speaker information; meeting registration rates; various marketing deadlines; sponsor information; various financial elements; etc.

A calendar template has been included among the “associated files” as has been the 2002-03 calendar for use as a reference point.

[for a template of the programming calendar see - SLA_SA_prgrm0304.xls]

[for a retrospective study of the programming calendar see - Program 0203 SLASA.xls]

Promotion

To convey meeting announcements to the Chapter, write a descriptive “flyer” for each meeting.  As a standard, a minimum of three notices are issued to the discussion list.  The first is a minimum of 30 days in advance of the meeting.  Creative re-combination of the initial announcement can be fun!

[for a sample flyer see - flyer template - speaker mtg.doc]

Details to be included in the announcement feature standard meeting details – topic/speaker, date/time, location & directions, details on food & costs, contact information.  Another key item to include is acknowledgement of any sponsors.  This information should be included on all announcements including the website.  Identify / verify sponsorships with the Advertising Committee Chair.

The Hospitality Chair coordinates registration and food requests and is usually the point of contact referenced in the flyer.

[to review the essential responsibilities of Hospitality - see SLA-SA Hospitality duties.doc]

At the time the initial announcement is issued, also send a copy of the announcement to the Chapter webmaster.  The announcement will be added to the Events page.  In later announcements this page can be referenced for details.  Acknowledgement of meeting sponsors should be included with this posting. Identify / verify sponsorships with the Advertising Committee Chair.

Depending upon the timing of the meeting, the finalization of meeting details, and the Faultline publication deadlines, it may or may not be possible to feature the meeting announcement in the Faultline.  (Use the flyer verbatim.)  For instance, the timing for the September meeting is essentially impossible (unless arrangements were completed by the deadline for the last issue of the preceding Chapter year).  

However, often the date & speaker will be secured in advance of the remaining details.  If available, submit new meeting dates to the Faultline Editor for inclusion in the Chapter calendar.  It will be noted that the programming calendar tool has been used to project Faultline deadlines.  Check with the Editor to verify deadlines for each calendar year

In general, the Editor will enroll a member to write a meeting review of each meeting.  It can’t hurt to verify this detail ahead of time.

Finally, send meeting announcements to the SF Chapter Directors.  They will post to their discussion list.  They will also anticipate a reciprocal exchange.  I.E., Be prepared to receive announcements for SF events and to post to the SA discussion actively endorsing their events.  Further, the joint chapter meeting should be announced by both chapters in all promotional threads noted above.

Programming Budget

Note : Historically the SA Chapter budget is based on a *calendar year* of expenditures.  Thus the line items in the Programming budget start with a January meeting.  However, for planning purposes, the Directors’ & Programming year actually runs September through May.  (With pending changes to the Chapter Bylaws the budget cycle may be adjusted to correspond with the business cycle.)
Membership has expressed concern over the rising registration fees for program events.  With this in mind, the 2002-03 Board discussed and agreed that - for the near future - meetings may be purposefully budgeted to include subsidy from Chapter funds. (Previously the programming budget was managed - not for profit but – as a break-even proposition.)

Final note: In recent years the joint Chapter meetings have been large gala events with attendance well over 100 members.  If similarly planned it is advisable to project a large turn-out for this meeting.

[for recent details on budget projections - see Programming budget.doc]

[for some details on program costs – associated to particular venues - see Program venues.doc]

Meeting Logistics

· NeighMtg host candidates.doc

· Program venues.doc

· SLA-SA Hospitality duties.doc 

· nametagsTEMP.doc

· attendee Receipt.doc

· sample speaker intro.doc

· Mtg Eval.doc

· member_suggestions.doc

· flyer template - neigh mtg.doc

· group transport mgt.doc

· magic bus3.xls

General

There are many logistics to the meeting event.  Only some are the responsibility of the Program Directors.  In general the Chapter President will run the meeting.  (Or the President-Elect may be designated to this function.) This will include presiding over the opening of the meeting, convening and governing Chapter business including business announcements, garnering member announcements, posing discussion or questions to the membership, etc.

The role of the Program Directors is to greet members, be prepared with hand-outs or ancillary materials for the speaker / event, actively host the speaker including social and technical set-up, introduce the speaker, prepare a courtesy question for the Q&A session, and close the meeting.  Closure of the meeting includes thanking the speaker as well as acknowledgement of the meeting sponsors.  Finally, the membership are acknowledged & thanked for their attendance and participation.

The role of the Hospitality Committee at the meeting is very important.  Hospitality is responsible for the social arrangements of the meeting.  In some cases this will include finding a venue – as in a formal sit-down dinner meeting.  But in some cases the Directors will assume responsibility for choosing the venue – as when special technical set-up is required for the presentation or a particular social venue optimizes the program.  The matter will be negotiated between the functions. 

One of the key functions fulfilled by Hospitality prior to and at a meeting is the collection of registration and the identification of registrants (for name tags, for dinner selections, for receipts, etc.)  If Hospitality is unable to fulfill this function for any reason, the Directors are the logical delegates to do so.

[For more details on the roles of the Hospitality Committee - see SLA-SA Hospitality duties.doc]

[for a template for attendee badges – see nametagsTEMP.doc]

Program Registration Fees

Membership has expressed concern over the rising registration fees for program events.  With this in mind, the 2002-03 Board has discussed and agreed that, for the near future, meetings may be budgeted – and thus charged for - to include subsidy from Chapter funds. 

Toward that end, the Board has approved the application of a registration fee structure that now includes the unemployed into the reduced rate category, formerly applied only to retired & student  members.  Further, the Board has agreed that Programs may actively promote a “program only” nominal rate for members wishing to attend but exclude themselves from the dinner aspect of the meeting.

Some members will require a receipt for meeting registration payments.  A receipt generally requires an official appearance and the Chapter has been issuing a receipt with logo. 

[for a template for meeting registration receipts – see attendee Receipt.doc]

During the past couple of years an un-official policy has been followed regarding registration payments for no-shows.  It has been the recent policy not to pursue payment for un-paid no-show registrations.  However, pre-paid no-shows are not refunded.  Likewise with the arrangements for student registrations – i.e., do not request transfer from the student meeting fund for no-shows.  

[See the Student Liaison for more details on the mechanism of payment for student attendees.]

The cost for meeting registration is generally based on the costs expended to hold the meeting.  

[See details of venue charges reviewed in the later section, “Venues - $$$”.]

Speakers

As noted above, the Directors are responsible for the type of meeting and to identify & secure speakers and negotiate for 3-4 “informative” [speaker program] meetings in a Chapter year.  Even if a speaker is identified and initially contacted by a Chapter member, the Directors will establish a relationship with and complete program arrangements with the speaker.  Part of this will be obtaining / defining the title and a brief description of the speaker’s presentation.

The Directors may or may not be presented with speaker hand-outs in advance of the meeting.  But they should be prepared to re-distribute hand-outs or URLs via the discussion list and/or Chapter website.  (This is dependent upon permission granted by the speaker.)

The Directors will also actively assist the speaker with technical set-up for the session – unless the facility being used requires / provides internal technical support.  Necessary details for technical support should be negotiated with the speaker well in advance of the meeting.  In fact, the meeting venue may be “defined” by technical requirements – as where there is a need for high-speed internet access and/or overhead projection equipment.

It is the responsibility - as well as the privilege - of the Directors to introduce the speaker to the attendees.  Through correspondence with the speaker, define & gain approval for a written “bio”.  It is also advised – though not requisite – that a Director be prepared to submit a question during the Q&A session.  This is a courtesy to help initiate the speaker’s Q&A session and often prompts others to speak.

[for an example of a speaker “bio” see – sample speaker intro.doc]

It is recommended that a post-meeting “Thank you” be sent to the speaker.  

Participant Feedback

It is recommended that feedback be solicited from attendees as to the level of satisfaction with the meeting topics, venues, locations, etc.  Also solicit suggestions on member interests and suggestions for future meetings.

[for an sample feedback form see Mtg Eval.doc]

[The outgoing Director has not conducted a formal survey of member interests in regards to programming.  And the distribution & collection of feedback forms was not consistent during this appointment.  However, verbal surveys were conducted at a couple of meetings.]  

[for 02-03 member input - see member_suggestions.doc]

Neighborhood meetings

Having no speaker and no coordinated venue nor Hospitality requirements, this meeting is simpler to organize.  Yet it does focus on the basic communication elements of all meetings.  With the added component of the need for extensive networking to identify “hosts”, this meeting is an excellent opportunity for the in-coming Director to familiarize him or herself with, and to become visible to, the Chapter membership.

Begin at least two-months in advance of the scheduled meeting.

Designate a week – rather than a date – for the Neighborhood meetings. This has been done for the past few years and allows members to negotiate prior-commitment issues. It also enables interested members who wish to attend  more than one of these meetings to do so.  (And some members do!) 

Network through the chapter to identify 5-7 persons willing to host – refer to the  Chapter directory and/or use the following host candidate tool.

[see NeighMtg host candidates.doc]

Meeting “hosts” select a date from the Tuesday through Thursday dates of that week for their meeting. The Director focuses events to ensure a reasonable distribution across the range of dates.

Meeting “hosts” select a venue but the Director does guide geographic distribution and may need to proactively "support" hosts in deciding.

[for venues used during 0102 (&) 0203 Neighborhood meetings - see Program venues.doc – the last column]

Meeting promotion is the same as a regular meeting with the exception of the contents of the flyer. This flyer is structured quite differently from the other meeting announcements.  Rather than topical description several versions of host & locations are included. 

[for an example of announce formatting - see flyer template - neigh mtg.doc]

Submit three announcements to the discussion list with initial notice minimum of one-month in advance of meeting.  Submit announcement to website master and to Faultline Editor.  Use programming calendar to project Faultline deadlines.

Joint SA-SF Chapter meeting

Each year the San Andreas and San Francisco Chapter hold a joint meeting during the program year.  The host responsibilities for this meeting rotate back and forth annually.  Generally the “other” Chapter is not required to perform any duties other than promotion of the meeting.  The next year for SA to host the joint meeting is the 2003-04 Chapter year.
In recent years the joint meeting was scheduled at or toward the end of the year.  Some years back, the joint meeting was in the late fall.  So the timing can be varied.  But consideration should be given to avoid scheduling too close to holidays (re: vacations and increased personal activities) and to the annual Association meeting.

Group Transportation for Events

During the 2002-03 year an experiment was tried that received a considerable amount of positive response from the membership.  The joint meeting was in SF and on a Friday and traffic proved a stronger consideration that usual.  A group transportation effort was undertaken by the Directors with the support of Hospitality and 24 members partook of the arrangements.

The offer to join group transit was posted to the discussion list with the Directors as a point of contact for interested parties. Logistical plans were designed for either a chauffeured tour-size bus or to rent smaller vans.  The latter proved more practical in this case.

Based upon responses received from the membership, plans were made for three vans to transport small groups (and assistance was provided to organize a carpool). Final communications with logistical arrangements were sent directly to respondents. 
This type of member support was approved by the Board so all costs were reimbursed from Chapter funds.  This may be considered a reasonable endeavor for future events.  More details for the planning and arrangement of this process can be found in the following associated files.

[for an outline of how to organize a group transport – see group transport mgt.doc]

[for a management tool (&) select known parking locations - see magic bus3.xls]

Venues

· Program venues.doc

· SA Chaptr Req Form.doc

A number of locations have been used to locate program meetings during the past 2-3 years.  These include corporate locations, restaurants and public meeting places.  Facility specs (including size, technical set-up, special requirements, and costs) have been collected for these locations.

[to review specs of venues used - see Program venues.doc]

$$$$

The rates for meeting registration are generally based on the costs expended to hold the meeting.  Some cost factors are detailed below.
It is useful to note that some employers will provide access to meeting rooms without charge.  (General criteria are usually that the event is after-hours and the space not required for organizational activities.)

Some organizations will require nominal fees for security services during an after-hours event.  And some organizations will levy a raft of service charges for use of facilities.

Further, some – but not all - corporate / business facilities will require that such meetings be served by an in-house catering.  All of these details needed to be considered when budgeting for the program meetings.

For venues where the catering is not fixed, or there is no internal catering, the Chapter is required to find, transport, set-up and clean-up food services.  This is the responsibility of the Hospitality Committee.

In all cases coordination between the Directors and Hospitality should occur so that the budget is driving the selection of food options (type, grade, style) and quantities. 

In general, a sit-down meeting will be held at a location with a large meeting room and staff skilled at serving banquet groups. Banquet style service is usually charged on a basis of head-count plus taxes plus gratuity.  Usually a selection of fixed menu options are available.  (I.E., Attendees may choose – in advance and coordinated by Hospitality - from a selection of three entrees with the same salad, desert, beverage.)  

The price range of banquet facilities is generally similar between restaurants of a similar quality. 

[for some details on program costs associated to particular venues - see Program venues.doc]

Other locations

Venues used for some recent Neighborhood meeting have been suggested as potential sit-down venues for future meetings.  

[see Program venues.doc – the last column]

Other venues researched during 2002-03 but not included in the above-noted file.

San Mateo – Top of the Market

1855 Norfolk St [very close to SM bridge]

650-349-1845

Seafood in downtown SM

Private upstairs room for 40

Microphone

$35 per person (salad, bread choice 3 entrees, dessert, coffee)

8.25% tax (&) 20% gratuity include in above

Burlingame – Kuleto’s

1095 Rollins Rd – easy freeway access – free valet parking

650-324-4922

Italian in downtown SM

Private room seat up to 70

Microphone

$40 per person (salad, bread choice 3 entrees, dessert, coffee)

8.25% tax (&) 20% gratuity include in above 

Trellis Restaurant

1077 El Camino Real, 

Menlo Park

650-326-9028 or 650-326-9038

Rooftop seating for 50-80

Est. $30 per head

speaker accommodation unknown

San Jose Women’s Club

Capacity = 60

$50 per hour [or] $75 per hour w/ kitchen

set-up included

Security @ $75 per hour

Waves Smokehouse

~ 1st & Santa Clara

Capacity ~ 50 upstairs room

Insurance (&) 501C status

Some venues will require a certificate of insurance in order to hold an event at their location.  The Association will provide a certificate of insurance upon request.  Such a request may be submitted by an Association member via the Association website (see below) and will be fulfilled directly to the venue.

http://www.sla.org/content/leadership/resource/Insurancecert.cfm
Some venues will serve only non-profit organizations or will have a pro-rated fee depending upon non-profit status.  The Association non-profit tax ID can be used.  That number is:

13-4504745

Expenses – Payment & Reimbursement

For major expenses (i.e., venue reservation or restaurant catering fees) checks for advance payment should be requested from the Chapter Treasurer.  Sufficient lead time should be given for the Treasurer to issue and mail a check in advance of any deadlines.  

In some cases out-of pocket money is used for sundry items procured for a meeting.  In these cases reimbursement can be requested of the Chapter Treasurer.  As the Treasurer position is rotating it is important to refer to the Treasurer for the current “Expenditure Request” form (most recent title).

[while Joe Langdon is Treasurer use the following form for check requisition (&) expense reimbursement – SA Chapt Req Form 02-03.doc]
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SLA-SA Meeting Attendees.xls

SLA-SA member list.xls
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ASSOCIATED WEBSITES

Association Chapter Officer acceptance form
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Events page
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Bylaws page

http://www.san-andreas-sla.org/archives/bylaws.html
San Andreas Distribution List - guidelines
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Association “Who’s Who” directory services 

http://www.sla.org/content/memberonly/who/wholicense.cfm
SF Chapter website

Board & Committee contacts
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Chapter calendar
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