MEETINGS CHAIRPERSON RESPONSIBILITIES
(This was written by Bev Ashcraft in 2008, when she resigned as Meetings Coordinator and she passed the job on to others.  Bill Johnston has edited the document on July 8, 2014 and Feb 2016 to remove names or situations that no longer apply.  Bill J did not clean up the whole document because he wanted to show the “before and after.”  This document will be edited again in 2021 to bring it up to date.
PRIOR TO MEETINGS

1. Determine meetings dates and types, and confirm with SCWDC president and BOD.   
2. Determine meeting location for the year and work with hotel to book dates, rooms and negotiate prices for each meeting.

3. Review and sign contracts for rooms and return to hotel.

4. Determine what speakers and/or vendors will need to be attendance for the special meetings during the year.  We typically have 2 big meetings – the September kickoff Ski Fest and the November Fashion Show (now) the Eastern Ski Fest.  The Western Trips Committee will plan nearly all of the work with you for the Ski Fest and will ask to get all the tour operators to attend the September meeting.  You need to find a coordinator for the Fashion Show.  The Fashion Show coordinator will get the models and work with stores for the clothes, but you have to work with the coordinator to get them what they need in way of amenities at the hotel, etc.  You also need to contact the stores to make sure they will attend the meeting itself.  If you have speakers or vendors lined up for other meetings, you should start calling or emailing early to get them to attend.

5. Coordinate with vendors to get items to raffle off in meetings, particularly the Ski Fest and Fashion Show. (This is now accomplished by the W/I committee.)
6. Call the DJ if you are having music at the meeting.  Music is usually provided at the Saturday meetings in September and November.

7. Work with the hotel to order food and any special equipment at least 2 weeks prior to meeting and send your list to the hotel.

8. Make sure you have a good supply of name tags, pens, markers, and raffle tickets for each meeting. 
9. Check with Pete Louise in the SCWDC office for magazines, applications, brochures, etc.

10. See if you can get the Membership chairperson to attend the meeting to sign up new members.

11. Work with SCWDC ski school and local ski shops to attend the meetings, particularly the early meetings to get people interested in going out on the slopes.
DAY OF MEETING

1. Go by office to pick up material you’ve asked Pete Louise to gather for you  - magazines, brochures, and flyers to be displayed at the meeting, etc.
2. Check arrangement of room at the Crowne Plaza or Elks Club Westpark.  If you need something, then go to the front desk or speak to the Food and Beverage Chairperson at the Westpark. 

3. Decide placement of trip leaders and/or vendors in the meeting room.

4. Set out flyers and other items you brought in the pre-determined locations. 
5. Make small name tags and place on the table so that trip leaders/vendors know where they need to set up their material. 

6. As the trip leaders and vendors arrive, show them where they need to set up.

7. Check with the SCWDC President to coordinate remarks at the meeting for welcome to new members, pushing unfilled trips, other activities, etc.

8. Set up a table in the front of the meeting room and arrange name tags and pens for arriving members.
9. If raffle tickets are being given out, make sure each person coming in gets a ticket.

10. Sit at the front table and greet members as they arrive or find someone to sit and greet the arriving members.

11. Return any leftover flyers, brochures, or other items borrowed to the SCWDC office.

AFTER THE MEETING

1. The hotel may will send you an invoice for meeting charges about 1 ½ weeks after the meeting.  You have to fill out a green scheduling payment to the hotel and attach the invoice.  The SCWDC president signs and Pete writes a check to hotel for payment.  At the Elks Club, Tom the manager will give you an invoice.  
OTHER ITEMS

1. Write and update meetings copy for magazine each month and send to Leo Boelhouwer for publication.  The meeting schedule is published in the summer and then it is updated throughout the year as meetings pass and drop off the schedule.  

2. Send the copy to ?__________ (Wed editor) or Office Manager who has web posting skills Frank Penaranda and Bill Johnston for inclusion in the SCWDC web page.  You must send the copy to the appropriate person Frank or Bill otherwise it doesn’t get on the web page.  Hopefully, you are planning meetings four to six months ahead so visitors to the web site see the meeting themes and speakers.
3. Prepare a monthly status report to be sent the SCWDC president and BOD.

4. At the end of the year, prepare a yellow financial for general meetings and supplies.  
