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Meeting Host Guideline

AMERICAN POWER DISPATCHERS ASSOCIATION

UPPER MIDWEST AREA MEETING HOST GUIDELINE

The UMW DTEC has gathered the following information as a guideline to assist member companies and the host committee with the planning, budget, and hosting of an American Power Dispatchers Upper Midwest Area meeting.

Any UMW member company can offer to host an area meeting at a regular business meeting.  The area president should be contacted to determine availability of the specific time period identified.  Area meetings are held twice a year in the spring and fall, normally in May and September.  The spring meetings tend to be larger than fall meetings, and if the area is holding the national offices the attendance will increase.  Attendance will vary from under 50 to over 100 with factors to consider such as: central location in the UMW area, the date selected, agenda, and attendance from local members.

The agenda must be submitted to DTEC at least 6 months in advance for approval.

Start Early.   The area likes to have meeting hosts committed 2 years in advance.  Once company authorization has been granted and a core committee is formed, the date and facility (hotel, resort, etc.) should be confirmed.  Keep the log editor, newsletter editor, area executive, area web master and DTEC up to date and notify them of any changes.  The area executive and DTEC can help provide help in planning and presentation resources if required.

The following guideline is broken down into time periods prior to the meeting and an index of the key components of the meeting.  We sincerely hope this information helps plan your meeting.  The key to a successful meeting lies with the local committee.  Make your meeting unique with a focus on local attractions and culture, area presenters, and hospitality.

UPPER MIDWEST AREA

DISPATCHERS TRAINING AND EDUCATION COMMITTEE
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Agenda

The Agenda begins with the Thursday night early registration and reception and encompasses everything until goodbyes around the breakfast table Sunday morning.

Be sure to list who is sponsoring/hosting the reception/registration.

You will want to begin your Friday technical agenda with a “Welcome” by a representative from your company.  This should be no longer than 30 minutes.

The technical portion of the agenda should include topics relative to the power industry.

· Generation

· Transmission

· Distribution

· Marketing

· Job Related Issues

You may have separate marketing and reliability agendas.  (See example)

Plan each topic to last from 45 to 90 minutes maximum with 15-minute breaks between speakers/topics.  This should allow you to have 2 speakers in the morning session and 2 speakers in the afternoon session.  Lunch is usually scheduled for 1 to 1 ½ hours.

Wording your topics is very important.  Some delegates must present the agenda to their management for approval to attend; therefore it can make a big difference in how the presentations are worded.

The agenda must be submitted to DTEC at least 6 months in advance for approval.

Send to UMW President or Secretary.

DTEC can help with how to word the presentation topics, so be sure to ask for their assistance if you have any questions.  DTEC is also available to help select topics and arrange speakers.

Basic Agenda Outline:

Thursday P.M.


Registration/reception

Friday 
  


Late registration/Technical Seminars

Saturday A.M. 

APDA Business meeting(s)/other seminars optional

Saturday P.M.
 

Scheduled activities/Awards Banquet

Sunday A.M.


 Facility tours and departure
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Example Agenda

The following is an example of separate agenda’s for marketing and reliability.  This was taken from the Fall 2000 meeting hosted by Minnesota Power.

Thursday, September 7

5:00-7:00
Early Registration

7:00-9:00
Pre-Conference Discussion/Social



(Hawthorne main floor & Conf. Room)

Friday, September 8

6:00-8:00
Breakfast Buffet – Hawthorne Lobby



Operating Agenda

Marketing Agenda
8:00-8:10
Introductions


Introductions

8:10-8:30
Welcome


Welcome

8:30-9:30
Fuel Cells


MAPP/MISO







MAPP/MAIN Update

9:30-9:45
Questions


Questions

9:45-10:05
Break

10:05-10:35
MAPP/MISO


MAPP Summer 2000



Update



Review

10:35-11:15
Arrowhead-Westin

Liquidity & Volatility



Project



Issues

11:15-12:00
Arrowhead-Westin

E-trading



Project-Cont.

12:00-1:00
Lunch (Timber Lodge)

1:00-2:00
Forbes SVS


Mergers, Alliances &



Shannon Caps


Acquisitions

2:00-2:20
Break


2:20-3:00
SOTWG/DTEC

Product Delivery



Updates


Issues

3:00-4:00
Customer Process

TBD
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Example Agenda

4:00-4:20
Break

4:20-5:00
Oklahoma Gas & Elec.
Midwest Ind.



Tornado


Market Assoc. Update

6:00-9:00
Dinner at Great Lakes Aquarium

9:00-11:00
Hospitality Room

Saturday, September 9

6:00-8:00
Breakfast Buffet-Hawthorne Lobby

8:00-10:00
APDA Business Meeting

11:00-12:00
Lunch (Old Chicago)

12:00-5:00
Event Schedule



-Golf



-Fishing



-Whitewater Rafting



-RECC Tours



-Other

6:00-9:00
Vista Star Dinner Cruise

Sunday, September 10

6:00-8:00
Breakfast Buffet-Hawthorne Lobby

8:00-10:00
RECC Tours



Airport transport
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Banquet and Awards

Saturday evening is preferred for the Banquet and Awards ceremony.

Be sure to allow sufficient time between afternoon activities and the banquet.

Meeting with Banquet & Catering Department

· Menu

· Bar requirements for social hour and banquet

· Deadlines for initial & final head count

· Set times for social hour, dinner, awards & entertainment

Speaker and/or entertainment

· Audio/visual needs

· Time limits

Master of Ceremonies

· Allot time for awards presentation (APDA officers take care of plaques)

· Introduce special guests (life members, company officials, out of area members attending)

· Scholarship raffle drawing
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Budget

Normally the host company will supply initial operating capital.  Set up a checking account to handle funds collected and pay for any deposits that may be necessary.

Assign one person to be responsible for this account.  

The following are some completed budgets from prior meetings.  Company names have been deleted.  Use as a general guide to plan your budget.

Sample Budget #1

Registrations


(34 regular)



$2550.00





(9 spouses)



$495.00





(18 golf)



$576.00





(25 theater)



$612.50

Tour



(refund)



$112.00





(late registrations)


$150.00

Sponsor #1


(hospitality)



$500.00

Sponsor #2


(hospitality)



$200.00

Sponsor #3


(hospitality)



$2167.39

Sponsor #4


(scholarship raffle)


$1434.00

Thursday

Visitor packets

(cups)




($421.70)

Friday

Transportation


(spouse agenda)


($1120.00)

Coffee, rolls, room rental
(hotel)




($2038.30)

Breaks, 2


(hotel)


Lunch



(hotel)

A/V rental


(hotel)
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Sample Budget #1, continued

Saturday

A/V rental


(hotel)




($93.71)

Transportation







($624.00)

Coffee, rolls, room rental
(hotel)




($1416.25)

Break, 1


(hotel)

Lunch



(hotel)

Golf Course


(28 reservations minimum)

($896.00)

Hospitality


(hotel)




($2867.39)

Dinner Theater






($14.00)

Evening Banquet

(hotel)




($1883.13)

Entertainment







($600.00)

Door Prizes







($35.68)

Misc. Expenses

(hats)




($264.39)





(programs)





(signs)




($819.00)





(phone)



($20.87)





(tickets and receipt book)

($12.05)

Scholarship Program

(television and tickets)

($373.25)

Scholarship Donation






($1066.51)

Subtotal







($14680.60)

Net cost to Host Company





($5883.80)

Sample Budget #2 see next page.
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Sample Budget #2







Revenues

Expenses
Company Budget



5000

Sponsor #1




2000
Sponsor #2




1000

Sponsor #3




  500

Sponsor #4




  600

Members 77 @ $50.00


3850

Guests     25 @ $25.00


  875

Total





13825

Debits

Mailing







  390

Hors d’ oeuvres






  300

Refreshments







  700

Room Rentals







  450

Total








1840

Members

Shirts 100 @ 25.00






2625

Continental Breakfast Friday





  400

Lunch Friday 100 w/speakers/venders



1000

Continental Breakfast Saturday




  400

Breaks (3)







  400

Lunch Saturday (90) @ $10.00




  900

Banquet (89) @ $26.50





2358.50

Social Hour







  500

Total








8583.50

Guests

Gift 40 @ $15.00






  600

Bus Tour







  360

Lunch Friday 30 @ $11.00





  330

Tour Saturday Morning





  120

Lunch Saturday w/Members (35) @ $10.00



  350

Banquet (36) @ $26.50





  954

Total








2714

Total Debits







13137.50

Difference




687.50
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Business Meeting

The Business Meetings of the APDA should be held on Saturday morning of the conference.  APDA officers conduct the meetings.

When the area hosts the National Offices, both area and national meetings will need to be scheduled.  Contact the Officers Area and National for approximate time needed.
The following is the standard list of agenda items for the business meeting.

· Call to Order

· Roll Call

· Secretary’s Reading of the Previous Meetings Minutes

· Correspondence

· Treasurer’s Report

· Trustee’s Report

· Vice-President’s Report

· DTEC Committee Report

· Reports of Accidents, Sickness, or Death of Members

· Old Business

· New Business

· Place and Date of Next Meeting

· Good of the Association

· Announcements

· Adjournment
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Co-Host

Companies that do not wish to or are unable to host the conference alone may consider Co-hosting with a neighboring company.  The following items need to be agreed upon between the companies beforehand.

· Each company’s specific responsibilities

· Each company’s financial obligations

· Final responsibility will reside with the primary Host company

These items will have to be decided by the parties involved and are not the responsibility of the APDA.
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Date Selection

Contact the Area President to determine available meeting dates.  Once you have determined the Spring/Fall/and Year you will host, it will need to be announced at a membership meeting.  This should be done 2 years prior to the meeting.

There are a few things to consider when selecting the dates for the conference.  Since the meetings are normally held in May and September, the following items are things to consider.

· Holidays (Memorial Day and Labor Day)

· National Meeting dates (If the area is not hosting National Offices)

· MAPP or other meetings/seminars that may conflict

· Fishing openers etc.

It may not be possible to avoid all conflicting schedules.  Advanced planning is key and can make a difference in conference attendance.
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Entertainment

Banquet Entertainment may include:

· A Comedian

· Musical Entertainment

· A Motivational Speaker

Entertainment with a local touch seems quite popular and often there are good entertainers within the staff of the host company.

The cost of entertainment will be dictated by the conference budget and focus on local entertainers will likely provide the least expensive options.

The Saturday afternoon portion of the program may offer a variety of activities for delegates and guests to enjoy. 

Common options include:

· Tours of Local Attractions

· Control Center Tours

· Fishing or Boat Tours depending on location

· Golf

Transportation may be provided by bus, van, or a little coordination to ensure those who need a ride are matched up with those that have room.  It is a good idea to go over the details of various events at the general business meetings.

Many entertainment events require registration in addition to the general conference registration.  The optional entertainment events should be included with the general registration form and include cost and cut off date, if required.  Often events such as golf or dinner shows are optional.  If the numbers need to be confirmed ahead of time the delegates can be asked to indicate the events they plan to attend when they submit their registration form.
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Guest Program

Plan activities for the spouses/guests while the members are attending seminars and meetings.

Set dates and times:

· Thursday: Registration and Hospitality with delegates.

· Friday: Activities while delegates are attending seminars and meetings.

· Saturday: Activities while delegates attend the business meeting.

· Saturday:  Selected activities and the banquet with the delegates.

Agenda:  Schedule activities of interest, such as:

· Local Manufacturers Tours

· Local Tourist Attractions

· Arts & Crafts Exhibits

· Shopping Sites

· Museums

Fees: If required for any activity, include the charge in the pre-registration fee.

Transportation: Arrange for transportation to and from the activities.
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Hospitality

Hotel policies on hospitality rooms vary.  Here a few questions to ask about fees and availability.

· Does the hotel offer hospitality rooms at no charge?

· Is a complimentary hospitality room offered if a certain number of rooms are booked?

· What does the hotel charge for hospitality rooms?

· Is there another large area that can be used?

Make sure there is enough room in the hospitality area for the following:

· Bar

· Tables for hors d’oeuvres

· Registration tables

· Seating

· Spare room or large closet for storage

Plan to set up the room at noon on Thursday.  Open the room around 1500-1600 until????

If you have arranged for the hospitality room to be sponsored by someone other than your company, you will need to be the coordinator between them and the hotel.  Some sponsors will provide money and you will be responsible for the refreshments.  Other sponsors will contact the hotel themselves.  If you will be hosting the hospitality suite, there are a number of things to plan for.

· Liquor, wine, beer, soda, mixes

· Potato chips, pretzels, dips, hors d’oeuvres, etc.

· Napkins, plates, plastic silverware, serving utensils, outlets for hot dips, glasses, stirrers, ice, ice buckets, coolers for beer and soda, etc.

· Make sure ice machine is in working order or have coolers for ice available

· Centerpieces are optional as well as tablecloths (the hotel should be able to provide you with table coverings.)

· Delegate people to oversee the food and drinks.  Be sure there will be a person responsible to close up and lock the room.

· Designate a bartender (optional)

· Adequate trash receptacles and trash bags

You will need to set up your registration desk close to the hospitality area.  See the registration section for further requirements.
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Hospitality

If you plan on opening the hospitality room on Friday and Saturday, make sure you have enough people available to monitor the room and lock up when closing.  Remember the maids will have to clean the room – those that tidy up always appreciate a little envelope with cash.
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Hotel

One of the first things you must do when deciding to host a conference is to secure a hotel that can accommodate these basic requirements.

· Lodging to accommodate delegates

· Hospitality Suite/Registration facility

· Meeting room

· Banquet/luncheon facility

You should select several hotels that you think would be able to host the conference.  The hotels should allow for easy access for delegates driving by car or convenient to the airport.  Selection should begin with a few simple questions.

· Can you accommodate a conference hosting 75 registered delegates?

· Do you have 75-100 rooms available for the dates of MM/DD/YY – MM/DD/YY?

· Do you have any other conferences scheduled for the dates requested?

· Do you have sales and catering representative available to make all the necessary arrangements?

When you find the right hotel, you will need to set up a meeting with their catering and sales representative.  You will be asked to sign a contract so be sure to have all your requirements thought out before you go.  

· Negotiate all your requirements prior to signing an agreement.

Plan your conference with the hotel staff.  They are there to help and will be able to offer you their expertise, insight and suggestions.  

· Discuss your budget with them

· Negotiate for single/double same rates

The sales department will block a number of rooms for you and quote a guaranteed price for each room.  These prices will remain fixed until the cut-off date.  A minimum of 50-75 rooms to start should be adequate.  Find out the cut-off date for reserving the rooms and leave open the option for additional rooms that may become necessary.  Keep in mind that you may have speakers coming in that require overnight stay.  Reservations are made directly with the hotel and you will need to stay in contact with them for updates for your record keeping.

Determine if the catering department will handle the refreshments during the seminars, lunches and banquet.  Meals and banquet are addressed in other sections.
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Meals

The hotel catering department may handle the refreshments during the seminars, lunches and banquet or you may make other arrangements.  This varies with the host so it will be up to you to decide what you will be providing.

Typically it consists of:

· Friday breaks morning/afternoon

· Saturday break between seminar and before business meeting

· Lunch for delegates (and possibly guests) on Friday

· Lunch for delegates and guests on Saturday

The banquet is addressed in another section.
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Meeting Committee/Tasks/Volunteers

Hosting a meeting is a big task.  A meeting committee should be formed at least 1 year before the meeting.  Tasks should be assigned and regular communication between the members maintained.  

Some things to keep in mind when assigning tasks:

· Your company may have personnel that have experience hosting meetings, find out who they are; they can be a great help

· Assign someone to work with the hotel

· Assign a contact for the members

· Assign someone to organize the registration desk

· Assign one person to handle registration funds (see registration)

· Assign one person to be in charge of the scholarship raffle

Volunteers are essential to helping the meeting run smoothly.  There may be others outside your department that are willing to help.  The committee will need to schedule volunteers to various duties.  Make sure you have enough volunteers and have schedules for them to follow.  If possible have some back-ups in case someone is unable to help at the time of the meeting.
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Membership Notification

General membership notification:

The membership should be notified of the meeting details approximately 6 months before the meeting date.  The webmaster should be notified as soon as possible after DTEC has approved the agenda, to get the details up on the website.  Traditionally this information has been sent out on the MCN.  Membership outside of MAPP will need to be notified by other methods (mail, e-mail, etc.).

· If available, distribute meeting information at the previous meeting

· Send out information to APDA contacts  (Obtain this list from the Secretary)

· Send out the URL for the website information on the MCN

Life membership notification:

Contact the area Secretary or Log Editor to get an address list for life members.  Send the information out to them.

· Consider reduced registration for life members
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Presenters

Try to cover a variety of subjects.  Book speakers 6-9 months in advance and follow up one month before the meeting to ensure they will be there.

· Contact DTEC and/or SOTWG for a list of suggested speakers

· Contact possible host company presenters

· Contact vendors, local government and/or businesses

· Some presenters may be too technical

· Know the topic to be covered by each presenter

· Ask each speaker in advance the audio/visual equipment needed or handouts that need to be printed

· Give speakers a time limit

· Provide speakers with background information on the APDA group

If there are fees or lodging requirements for speakers, ensure money has been budgeted

Have one or two speakers lined up that can be called on short notice in case of a cancellation.
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Registration

One individual needs to be assigned the responsibility of handling the registration funds.

It is a good idea to set up a checking account for this.

Pre-registration

Pre-registration forms can be set up on the website to be sent in before the meeting.  You should also send these out to the contacts with the information packets.  Decide if you want payment to be made before the meeting, at the meeting, or both.  Traditionally payment is made when the delegates register at the meeting.  Some things to include on the registration form are:

· Method of payment (ex. Check, if credit cards will be accepted or not)

· Cut off dates (You may consider offering a discount for early payment)

· Do any activities require pre-payment
Meeting registration

You will need to set up a registration desk.  This needs to be in the location of the hospitality room, or some central location that’s easy for delegates to find.  The registration desk will require at least two people covering, preferably more.  The following are items needed at the table:

· A table long enough to accommodate 2-4 people

· Name tags for pre-registered delegates and guests

· Extra blank nametags with markers for on-site walk-in registrations

· Informational packets and agendas

· Receipt book, cash box/petty cash for on-site registration

· Make sure the registration table is available Friday morning for late arrivals

· Scholarship raffle information (see Scholarship Fund Raisers section)

If possible try to have a long-standing member at the desk to recognize delegates.  Also try to make sure you have enough help to let the people working the desk have breaks.

The registration desk will be very busy, be prepared.

Page 20

Scholarship Fund Raisers/Security

In 1998 the first Upper Midwest Area APDA scholarship was presented.  The Dispatcher Training and Education Committee was the driving force in the development of this award.  Funding for the scholarship is achieved by the efforts of the meeting hosts, the generosity of those companies whose employees are in the organization, and the support of the membership.  Generally a raffle type fundraiser is used to raise money.  The raffle prizes are usually given at the APDA awards banquet.  The different companies that host the semi-annual meetings share the task of soliciting donations.  If you are the company that is scheduled to host and upcoming meeting, the following guide may help you prepare.

· From pre-registrations develop a list of companies and contact persons

· Find out if any corporate sponsors or vendors would like to donate prizes (see Sponsors section)

· Describe the APDA scholarship program to potential prize donors (Contact DTEC for scholarship information)

· Begin to solicit donations 6 months prior to your scheduled meeting

· Keep an inventory of those contacted and what their donation might be

· Donations may include clothing, golf equipment, artwork, or virtually anything

· Ask that donations be sent to you prior to the meeting if possible

As the donation arrive:

· Keep an accurate list so donors can be acknowledged later

· Display the prizes and who donated them throughout the days of the meeting

Ticket Sales
The Scholarship Fund raffle has become very popular with the membership.  In the past there have been two levels of prizes, generally $1.00 for smaller items (company logo hats, shirts, etc.) and $5.00 tickets for higher value donated items.  Here are some important things to remember.

· Designate one person to be responsible for the raffle funds

· Check with the hotel about a safe deposit box or find some secure location to keep the money that is raised.

· Have a room to display prize donations, this can be the hospitality room if space is available
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Scholarship Fund Raisers/Security

· Tickets: You can ask the previous host company if they have any left, or buy your own.  You will need 2 different colors for tickets if you have higher value items.  Designate these items before starting the ticket sales.  Use double roll tickets.

· Have tickets available at the registration desk

· Sell tickets beginning at the Thursday night hospitality event and any other times that are appropriate, up until the time of the actual drawing

· Have plenty of help for ticket sales and for the drawing and distribution of prizes

· Designate an emcee for the drawings and announce each donor as their prize is distributed

· Raffle funds are given to the Area Treasurer as soon a practical after the raffle

Remember to thank the prize donators.  Send Thank You notes to the donors of the higher value items after the meeting has ended.  You may send notes to all that donated prizes.
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Sponsors

One way to defray costs when hosting an APDA meeting is by having vendors, customers, or others sponsor a portion of your meeting.  In return, the sponsor may ask for a spot on your agenda for promotional purposes, some advertising that would be visible at the meeting, a chance to display a product, or they may ask for nothing at all.  The following is a list that may help you prepare in securing sponsorship for your meeting.

Contact potential sponsors six months to one year prior to your meeting.

· Vendors may include computer, weather, communications, or other industry related types

· Power marketing companies

· Other utility co-host

Provide options, should they decide to participate.

· Hosting coffee breaks

· Providing hospitality (refreshments/hors d’oeuvres)

· Sponsoring an event, lunch or dinner

· Donate items for the Scholarship raffle

Provide date, time, and place of the upcoming meeting.

· Name and address of hotel or conference center

· Times available for the sponsor to provide help

· Times available on the agenda for possible presentation

Coordinate facility needs for the sponsor.

· Hospitality suite

· Audio/visual needs

· Logo display

· Print handouts if necessary

Recognition

· List the sponsor appropriately on the agenda

· Recognize the sponsor’s generosity at the meeting

· Send a thank you after the meeting

· UMW APDA secretary has certificates of appreciation available

Page 23

Time Line

2 YEARS


· Check the available meeting dates with the area executive (yr, spring/fall)

· Acquire company approval/ co-host approval and budget estimate

· Announce the intent to host at a UMW business meeting
2-1 YEARS


· Investigate potential hotel and meeting sites/dates

· Investigate potential sponsors

· Investigate potential entertainment

· Investigate potential presentations
1 YEAR


· Secure date and facilities

· Select a committee and assign responsibilities

· Draft budget, draft agenda (delegate and guest)

· Select a primary contact person

· Notify the Area President and others of progress to date

1 YR-9 MO


· Confirm sponsors, presenters, entertainment

· Arrange transportation as required for tours, guests, etc.

· Prepare an agenda for the Dispatchers Training & Education Committee
9 MO-6 MO


· Submit an agenda to DTEC for approval

· Distribute meeting information and registration fees

· Promote donation of scholarship raffle items

· Revise budget

6 MO-3 MO


· Distribute registration forms

· Send out invitations to attend

1 MONTH


· Set up attendance list

· Re-confirm entertainment/speakers/technical requirements

· Re-confirm details of contracts for services

· Committee meeting/confirm responsibilities
MONTH PRIOR

· Printing/name tags

· Revise count for meals, transportation, etc.

· Agenda revision, contact area president for business meeting requirements

· Ensure special guests are identified and schedule introductions
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Tours

Tours are at the discretion of the host company and should be industry related.  Some things to remember if a tour is planned are:

· Transportation

· Group Size

· Tour Guides

· Security Issues

· Pictures (allowed or not)
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Transportation

Directions to the meeting should be provided.  Transportation to and from the airport may be provided at the host company’s discretion.  You should make delegates aware of possible transportation options.

· Will you provide any transportation?

· Are there any company vehicles available and persons to drive them?

· Are there shuttles available?

· Will the delegates need to get a taxi?

Other transportation issues would be for tours or activities.

· Will you provide bus service to and from activity?

· Are there company vehicles available and drivers?

· Will the delegates need to find their own transportation?
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