For the meeting organizer

Meeting preparation for a typical dinner meeting at a restaurant

 (v.30 Aug 2004)
· Announcements should be in the mail at least 1 month before the meeting date. 
The Speaker

Contact agreed upon speaker

Arrange date
Obtain title, abstract, and speaker's title (for announcements) 
a short bio for the introduction and send to Chair
the speaker’s presentation needs (e.g. vu-graph machine, computer projector). 
Tell the speaker that he/she and guest eat free and that they should call in their choice after receiving the announcement or that you will contact them later and request their choice.
The Restaurant

Approx. number of people (30-40 typically for our chapter)

Private room

Time table:

6-7 Social hour 

7-8 Dinner

8- ? Presentation (usu. 45 minutes to 1 hour)

Obtain brochure with meal choices, prices and directions

Ask if they have presentation media for the speaker for free.
When restaurant needs count

Does restaurant charge for no-shows?
You may pick the dinners, usually 3, something like: a fish and/or chicken, a vegetarian, and something different. A couple $ will be added to each meal price to cover the speaker & guest’s meals and ½ price for students (usually ~4). The membership doesn’t like to pay more than $20 total.
For the announcements you need to supply the secretary with:


date 


title of presentation, abstract, and speaker’s title


restaurant name, address, phone #, and directions


when restaurant needs count


does restaurant charge for no-shows??

dinner selection and prices
For the meeting: 

Make sure someone is bringing the speaker’s presentation needs, an extension cord and a screen (If the restaurant doesn't supply it free of charge).

