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THINGS TO DO FOR EACH SUBSECTION MEETING

	
	TO DO
	Status

	
	The beginning of “TERM” for the Chair and Co-Chair is best tie to plan: usually over the summer months when there is no meeting


In June issue a questionnaire or just ask members to come to the June meeting with topics they’d like to see for the next “term”. 

Encourage broad topic areas so the Chairs can find interesting presenters and ideas within that scope. 

Consider sponsors. Make a list. Contact them.

	

	
	SIX WEEKS BEFORE THE MEETING
	

	
	
	

	
	Generate a presentation idea that’s distinctive, doesn’t compete with other subsection current events. Consider co-partnering with another subsection. 

	

	
	Reserve meeting venue.

	

	
	Book speaker, facilitator, panelists, and note taker if necessary.

	

	
	Request biography, photograph, presentation outline (What will the attendees learn and take away from the presentation) and other relevant information from speaker.

	

	
	Confirm menu and other details with Venue. Note cut off date for final numbers

	

	
	Prepare draft notice of meeting for posting on the website. Include the date, time, venue, and overview of presentation, the agenda, menu & request for dietary requirement, payment information, how to register, contact info for general inquiries, registration deadline.
Speaker name and brief bio.


	

	
	Send draft notice of meeting to speaker.

	

	
	FOUR WEEKS BEFORE THE MEETING
	

	
	Finalise notice, post on BCLMA calendar of events and send notice to all relevant sub-sections using email link on event page.
In the email generated by the site, include name of subsection, date, time, venue, presentation title, note registration link and provide a contact for general inquiries.

	

	
	Confirm details and AV requirements with speaker. (i.e.: (is the speaker eating).  Convey AV needs to venue for them to set up as required.

	

	
	ONE WEEK BEFORE THE MEETING
	

	
	Send reminder notice to members noting deadline.

	

	
	Three days (72 hrs.) send final details to venue (seating, equipment, # of special menus and final numbers).
	

	
	Purchase gift for speaker (if applicable) 

Will an invoice be submitted after the event?

If payment is expected on the day of the event, make arrangements for a cheque 10 days prior to the event by submitting an invoice to info@bclma.org 
	

	
	Prepare agenda for meeting.  Consider any general BCLMA notices that might 
Be necessary/applicable (for example: upcoming events).
	

	
	Prepare an introduction about the speaker.

	

	
	DAY BEFORE THE EVENT
	

	
	Download the CVS registration form from the website – identify new members

	

	
	ON THE DAY OF THE EVENT
	

	
	Arrive at the venue with enough time to meet the speaker and set up equipment (30 – 40 mins).
What to bring: Registration list, AV equipment (if supplying), name badges, speaker gift or cheque, agenda / speaking notes.

	

	
	Welcome:

a. Introduce yourself and chair/co-chair
b. Welcome new members. Ask everyone to introduce themselves
c. Mention any upcoming general BCLMA events

d. Mention the next Subsection event

e. Remind everyone that they should feel free to submit topic ideas and suggestions at any time

f. Introduce the Speaker

g. Thank the Speaker

	

	
	Collect payment from attendees

	

	
	AFTER THE MEETING
	

	
	Process cheques/cash (if cash – always send a receipt as per Trust Accounting rules).

	

	
	Balance payments and Follow up with anyone who did not attend and collect payment.

	

	
	Send gift and thank you to speaker if not provided on the day.

	

	
	Post presentation and/or other materials on the BCLMA website forum section

	

	
	Send any profits to BCLMA or Send expense report to BCLMA for reimbursement

	


LETTER TEMPLATE
Dear  SYMBOL  117 \f Wingdings  \* MERGEFORMAT 
Thank you for agreeing to contribute to our upcoming XXXXX Subsection meeting.  We look forward to an informal, interactive and educational session.  Below are the details confirming your valued participation in our panel discussion?
Date:


Thursday, April 11, 2013

Time:


Noon – 1:30 PM
Location:

Venue Name



Address



Vancouver, BC 

Meeting title:
Partnering with Managing Partners

Meeting Materials:
We summarize meetings and place handouts or notes on our secure online website for member only access.  We do not plan on providing handouts for this meeting.  However, if you want to use a presentation please email it to me in advance of the meeting so that I can it up before your arrival.

Timing:

The meetings usually start at 12 noon and end at 1:30pm.  We allow time at the beginning for guests to mingle and select their food from the buffet.  If your presentation is long, we should try to start at 12:15.  If not, we will start at around 12:30.  If we start earlier we have more time for questions at the end of the session.

Requirements:
To assist you in this panel discussion, we have included a few questions which will be used during the meeting.  We hope these questions provoke conversation and different insights into a Managing Partner’s views on different topics.

Audience:
Administrators in small firms generally “wear all hats”.  They are involved in all aspects of the firm: marketing, technology, human resources, finance, facilities, operations etc.  Being a “generalist” means Administrators juggle many different types of work and people.  Often they have a proven strength in some areas but not in others.  They have to find a balance in working with staff and the partnership.

We look forward to having you join us for our meeting in April.  If you any questions, please do not hesitate to contact us.

Kind regards,
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