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Hosting a
Monthly Chapter Meeting

The following list should help you plan for, prepare and host a successful monthly chapter meeting.  Remember, you are not alone! Your officers and other planning committee members are there to help.
THINGS TO DO BEFORE THE MEETING
· Secure speaker(s) for your main topic(s) as soon as possible, being mindful of any Walmart personnel who may have recently presented at subgroup meetings (check Subgroup calendar or visit with Subgroup Coordinator).  Consult the Leaders page for quarterly master themes if you are having trouble coming up with meeting ideas.  If possible, have main topic speakers confirmed a couple of months in advance. (Looking for topics? Google “Walmart Initiatives”. You can also use the DMM list and Mandi Hawkins at Walmart as a reference for speakers. Be sure to check with the secretary for survey feedback where member base has shared what they want to see at future meetings.)

· Confirm speaker(s) for “Tips & Tricks”.
· Send tentative agenda to the Secretary as soon as it is available (the earlier the better).
· Submit finalized agenda to Secretary by the Wednesday a week prior to the meeting date.
· Download “nwaRLUG Rolling Announcements” from the Leaders page and update the file (detailed instructions included below).  Make sure the agenda slide reflects the current month’s agenda.

· Download “nwaRLUG Presentation Template” from the Leaders page; this is used for Tips & Tricks and for speaker’s presentations.
· Obtain your speaker’s presentation(s), and if possible, incorporate into one presentation file using the nwaRLUG presentation template.

· Send presentation to the President by the Friday before the meeting.
· Remind all speakers via e-mail a week prior to the meeting and follow-up with a phone call the day prior.
THINGS TO DO DURING THE MEETING
· Arrive early to help set-up (open rolling announcements, run sound check, make sure sign-in table is manned, etc.).
· Starting at the scheduled time, introduce yourself and your co-host.
· Present the rolling announcement slides one by one.
· Remind attendees to complete their surveys (noting that they are now online).
· Remind attendees that they may text anonymous questions during the meeting to 479-366-3266.
· Introduce first speaker and set expectations for how Q&A will work (i.e. during or after presentation).
· Move through the agenda items, introducing each speaker before their topic.
· Draw for Penguin Bills winners (using business cards that were collected at sign-in).
· Wrap-up, and again remind attendees that they will receive an email with the link to a feedback survey.
THINGS TO DO AFTER THE MEETING
· Stay behind to help with clean-up or tear down, if applicable.
· Be sure to thank your speakers for coming!
INSTRUCTIONS FOR UPDATING 
ROLLING ANNOUNCEMENTS

1. Go to http://www.nwaRLUG.org/Leaders 

2. Click on “nwaRLUG Rolling Announcements”.
3. Save the file to your computer.
4. Open the saved file.  A dialog box should appear, warning you that the document contains links to other files.  Click on “Update Links”.
5. To update the Agenda slide with the current month’s agenda:
In PowerPoint 2003 select EDIT, LINKS and click on the Monthly Agenda file—http://nwarlug.org/MonthlyAgenda/July 2011 RLUG Agenda.doc – then CHANGE SOURCE (you might want to COPY the address before clicking the change source button so you wont have to type the whole thing from scratch), then change the file name to the current month (for example, if you are preparing the July meeting, the filename would be http://nwarlug.org/MonthlyAgenda/July 2011 RLUG Agenda.doc), click OPEN, the document will reflect the change, then click CLOSE.
In PowerPoint 2007 go to the START button, click on PREPARE, EDIT LINKS TO FILES, click on the agenda file –http://nwarlug.org/MonthlyAgenda/Month 2011 RLUG Agenda.doc – click on CHANGE SOURCE, then change the file name to the current month (for example, if you are preparing the July meeting, the filename would be http://nwarlug.org/MonthlyAgenda/July 2011 RLUG Agenda.doc). 
In PowerPoint 2010 save the file, then go to FILE, click on INFO and look to the right pain near the end.  Click on EDIT LINKS TO FILES.  Select the agenda file –http://nwarlug.org/MonthlyAgenda/Month 2011 RLUG Agenda.doc – then CHANGE SOURCE.  Change the file name to the current month (for example, if you are preparing the July meeting, the filename would be http://nwarlug.org/MonthlyAgenda/July 2011 RLUG Agenda.doc).
6. Do not change styles.  Any changes in one style will be applied to all parts of the document in that style. 

7. Change the header/footer information on all slides at once. 
In PowerPoint 2003, go to VIEW, HEADER & FOOTER, Date and Time /Fixed and enter the date of the meeting, then click APPLY TO ALL.
In PowerPoint 2007, go to INSERT, HEADER & FOOTER and update the information in the dialog box under Date and Time / Fixed to the date of the meeting. Click APPLY TO ALL.
In PowerPoint 2010, go to INSERT, HEADER & FOOTER and update the information in the dialog box under Date and Time / Fixed to the date of the meeting. Click APPLY TO ALL.
8. Current WM Retail Link News should be added to the slides.  This can be done by capturing a screen shot of each news bulletin (CNTRL + PRT SCREEN), then pasting the screen shots into Paint (one at a time) for clean up. Paint will allow you to move the image around on the pallet until only the part of the screen shot with the news bulletin is visible.  Save the image as a JPG and insert it into the rolling announcements on its own slide.  

9. Save the file for full functionality.
