Informix User Groups

Meeting Checklist

The following list is meant as a guide for planning and executing a user group meeting.  Every item is not necessarily mandatory, and there are some items that will need to be done that are not listed here.

Meeting Summary
Meeting date:


Location:


Presenter(s) and contact information:  

Host and contact information:


Helpers and contact information:


Giveaways:


For all items, write responsible parties after colons (: )
Right after meeting

___
Look for host and presenter:

___
Create meeting minutes:

___
Update paid, survey, meeting stats, and attendance records:

___
Send email survey to all attendees OR provide one in the meeting (see survey.doc)

___
Send thank you email to presenters:

___
Update Website (include minutes):

One month before meeting

___
Find meeting host:

___
Write E-Newsletter:

___
Find main presenter and sponsor (pays expenses):

___
Find secondary presenter, if any:

___
Update Website:

Three weeks before meeting

___
Confirm giveaways with presenter:

___
Meet meeting host and/or main presenter.  Discuss following:


__
Capacity: enough seats, space, ergonomics, etc.


__
Placement of Check-in table


__
Placement of food table


__
Giveaways


__
Placement of gift and handout table


__
A/V capabilities: where place projector, laptop, screen, etc.


__
Internet connectivity, if needed


__
Entrance into building in the evening


__
Time to arrive to prepare on meeting day

___
Update Website:

Two weeks before meeting

___
Complete and mail flier or postcard:

___
Find volunteers to help on meeting day: (check-in, hosts, minute-taker etc.: see meeting day list):

___
Confirm presenters:

___
Confirm location:

___
Confirm all A/V equipment ready and compatible (laptop, In Focus, etc.):

___
Update Website:

One week before meeting

___
Call members to promote meeting and estimate attendance: 


This is YOURNAME from the ___ User Group.  I wanted to let you know


about the next meeting and verify your membership information.  

About your membership: Are you still the right person to call?  Are you getting our E-newsletter?  Anyone else that should receive


  the newsletter?  Do you want hard copy?  


The next meeting is on DATE and will be held at LOCATION.  The topics are TOPICS.


Do you think you can attend?  How many people?

___
Get information for Informix product update.  Include in slides: 

___
Create and send E-Newsletter: group email list, other lists, salespeople, meeting presenters, IIUG can send to: cdi, iuglc, iiug (james)

___
Create slides.  If practical, print enough copies (6/page) for all members or make avail for download

___
Prepare survey and sign-in list: 

___
Update Website: 

Day before meeting

___
Confirm presenters and host: 

___
Confirm helpers (checkpin, etc.): 

___
Print all items to distribute (see meeting day):

___
MIUG & IIUG business cards

___
Get meeting material box(es)

___
Get giveaways

___
Pack slides & laptop

Meeting day 

___
Review and practice slides:

___
Bring or have someone bring (list who is responsible after colons): :


__
A/V equipment (laptop, screen, In Focus box): coordinator


__
Giveaways: (fliers, raffle prize, misc.): coordinator, vendor


__
Meeting Box: coordinator


__
IIUG business cards, whitepapers, tech documents, etc.: coordinator


__
Meeting slides:  coordinator, vendor

__
For check-in: Survey, handouts: check-in, raffle tickets, name tags (pre-printed if possible), magic marker: Check-in

__
Optional: Group Fact Sheet, newsletters, Webpage,:  Coordinator

__
IIUG quick signup form


__
Food: host, vendor


__
Drinks: host, vendor


__
Paper plates, silverware, napkins, plastic cups: host, vendor


__
Ice: host

__
Other:

___
Set up food table: 

___
Set up check-in table: 

___
Set up giveaway table: 

___
Set up seats: 

___
After meeting (ask for volunteers):  

__
Get surveys


__
Get sign-in list


__
Clean up

