Area Meetings
Suggested help guide

One of the many functions and tasks of the Area Director is to facilitate an educational, informative Area Meeting for Club members, prospective members and guests. The Area Director requests that a Club accept the challenge of hosting the Meeting. The Area Director will assist the Club in designing the program, working on the budget, negotiating for the facility, soliciting for speakers, if the Club requests assistance of the Area Director. The Area Director is always available to answer any questions that may arise. Available on the Zonta International website is the “Zonta district Manual” which has a section on Area meetings. This should be reviewed by the host club to stay current with any changes that may occur.
Each Area may find that some of these suggested functions may not need to be done and that there are others that would need to be added. Areas and things to do:

· Setting a date for the Area Meeting
· Budgeting

· Hotel facility

· Programs & Speakers 

· Forms

· Supply requirements

· Registration

· District website

· Transportation pickup for inbound out of town Zonta Officers
· Miscellaneous notes and comments

Setting a date for the Area Meeting: There are many factors that need to be considered in setting a date for the Area Meeting. The Meeting is on a Saturday with a dinner on Friday night for those that would like to attend. The Club that is hosting the Meeting will need to coordinate with the Area Director to try to minimize conflicts with other Area Meetings so that District Officers will be afforded the opportunity of attending. Once a date has been confirmed for the Area Meeting it is recommended that you contact the District Webmaster with the information that is then currently available so that the date can be posted for everyone to see.
Budgeting: A budget is recommended to be prepared to determine the estimated costs and the amount that should be charged as a registration fee. An Area Meeting is expected to be self sufficient and breakeven. In the event that more money has been received over expenditures, it is expected that the host Club remit the excess to the District to be placed into a reserve fund at the District level for Clubs that end up with a shortfall. In the event that the host Club has a shortfall, check with your Area Director for any remedies that may be available to you. A budget template is available in excel which will assist you in doing your calculations. The template is labeled Financial budget.xls.
Hotel facility: A location[s] should be visited and investigated to get the estimated costs of having the Area Meeting there. This will assist in determining the final amount of the registration fee. Prices for meeting rooms [2 to 3], continental breakfast, breaks, and lunch should be also ascertained. It is necessary to obtain the price that the facility will charge for a podium, screen, and overhead projector if needed. Questions that need to be asked. Does the facility have an American flag available or does the Club have to provide one? Determine from the facility whether the room will be available for set up the day or evening before the Meeting? What are the charges for overnight guests and day guests parking? What is the procedure for validating the parking tickets? Is there a minimum number of persons that will be required to avoid overage charges? Even though at a Meeting the Club can not commit to a set number of rooms, it is necessary to determine the best price per room that would be available for the event for the out of town Zontians and the ones locally that would like to stay over for the night. It is recommended that when you call in your final count for the Meeting if it does not take you below the minimum requirement, reduce your count by 10%, to allow for no shows. 
Programs & Speakers: Once the Area Directors and the Board have met for their Fall planning session the format for the Meeting should be determined and approved. If you have not received information from your Area Director by the beginning of January, then it is the Clubs responsible to follow up with the Area Director to obtain the information needed to produce a successful Meeting. 

Immediately upon receiving the program and topics set up an draft of the agenda pre-determining the amount of time that you feel each topic will need. You will then be able to determine the number of speakers that will be needed and contact the individuals that you would like to speak on that topic. If the individual agrees to be the speaker, determine whether they will need any special equipment, flip charts, etc. Advise the speaker of the time that has been designated for that topic and make sure that sufficient time has been allotted for them to present the topic. If a speaker does not feel that enough time has been scheduled you must determine whether the topic needs to tailored or the speaker needs to shorten the presentation. Confirm with the Area Director before making any material changes to the program or topics approved by the District Board.
Forms: There are a set of suggested forms for the Clubs to use. There are generic templates available in Word and Excel for your convenience.
· Area Meeting Budget

· Call to Meeting
· Agenda

· Registration form

· Roll Call

· 3x4 Badges

· Tent cards

· Meeting Evaluation form

· Yellow Rose border form [blank]

You need to determine whether your Club will create a program or just use the individual forms for the Meeting.

Supply requirements: You will need to determine what supplies you will need. There is a list of items suggested below. Your Club may determine that there are other items that you may need to include.

· 8 ½ x 11 ream[s] of paper 

· 3 x 4 badges and holders
· Tent card [size determined based upon use]

· 2 part tickets - If you determine that you will be having a raffle prizes giveaway.

· Determine if there will be handouts that will need to be provided by the Club or the Speaker.

· Meeting giveaways to attendees. Contact your Chamber of Commerce and local businesses to obtain items which will be included in your package.

Registration: The individual that is the registrant of the Area Meeting must have their information on the registration form. Name, address, telephone #, fax #, and email address. A generic registration form is available in word processing which was designed utilizing tables to make it easier to fill-in the blanks for the attendees and easier to alter for the preparer. It is recommended that a record be kept of all the people that have sent in their registration form by mail, fax or email. This form should  include all of the people whether they have paid or will pay upon arrival. It would be in the Clubs best interest to inform any individuals registering that has not paid, that in the event that they are unable to attend, they will be invoiced for the registration fee by the Club. It is very convenient to have a separate schedule of attendees that need to pay at the door. Each Club must determine on a refund policy [if any] for the Area Meeting. If the Club does not have a refund policy, then you may want to consider a substitution policy.
District website: Each year there will be a webpage for Area Meetings. It is recommended that all forms be published on the website. It is recommended that you submit information to the District Webmaster as soon as you have it. The information that will be posted will be by Area #:
· Day and Date

· Sponsoring Club name

· Starting and ending time

· Location of the Area Meeting
· Fees and what is included

· Contact information [Name, email address, and telephone #]

· Forms if made available to District Webmaster

· General comments, explanations, and information

Transportation pickup for inbound out of town Zonta Officers: The transportation requirement for pickup at the airport must be determined by the Club and the individuals involved.

Miscellaneous notes and comments: 
· Travel and accommodations payment for Area Director, District Officers are handled by the District. For more information and confirmation contact your Area Director. 
· Setup for the Friday night dinner for the out of town members, local members staying at the hotel and local members that want to part take in the festivities. The Club will determine whether to collect the money with registration or have the participants pay after dinner.
· It is recommended that each Meeting have a timekeeper to help keep the schedule on target and make sure that speakers do not exceed the time allotted. 

· For the Speaker that will be doing the Roll Call. It is recommended that they receive in addition to a blank form listing the Club names a second form that indicates the number of people registered by Club for the Area Meeting. This will assist in doing a head count during the Meeting.

· If there are scripts, help aids, and/or printouts available they should be distributed to each Club hosting the Meeting to assist them and the Speakers.

This Area Meetings suggested help guide was prepared as a guideline to assist your Club and reflects what has been done at previous Meetings. Times changes and things change. Each Area Meeting will have its own situations and challenges to undertake and resolve. This is a suggestion not a must do document. You must remember that you should use what applies, change or delete what does not.
The success of your Area Meeting is up to you, your Area District, and your Club members.
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