Annual Meeting/Annual Report Procedure

This procedure describes the items for the annual meeting that will be different from/in addition to the normal member meeting activities.  (See folder from previous annual meetings for samples.)  All documents cited below are found in the Member Meeting/Annual Meeting Templates directory.

Depending on the year and circumstances, the following items are covered at the annual meeting.  This document is named ..\Member Meetings\Annual Meeting Templates\Agenda template - Annual Meeting.doc (which will be referenced later).

· Welcome
Current pres

· Introduce Past Presidents, Past Trustees, Honorary Members

· Meeting sponsor
XXX

· NTMA 30 year membership plaque – (company name)
Current pres

· Top Gun graduation
Current president, Dr. Sehi

· Transition of presidents

· Outgoing president’s remarks
Current pres

· Outgoing president introduces new president and presents plaque
Current, new pres

· Incoming president’s remarks including comments about outgoing pres
New pres

· Recognition of outgoing board members
New pres, outgoing trustees

· Annual report (report of what’s happened and committee reports)
New pres

· General overview
New pres

· Introduce current Board of Trustees with mention of new VP

· Current year priority issues

· Past year accomplishments

· Quality/member satisfaction objectives

· Production statistics

· Finance Committee, Governance Committee
New pres

· Member Services Committee
Chair

· Introduce Ambassadors

· Slide and handout showing list of benefits and services

· Workforce Development Committee
Chair

· Government Relations Committee
Chair

· Marketing Committee
Chair

· Safety/Human Resources Committee
Chair

· Program Committee
Chair

· Social Committee
Chair

· Special interest group leader introductions
New pres

· Education Foundation
New pres

· Plea for volunteers
New pres

· Annual meeting business items (items requiring discussion by regular members)
New pres

· Introduction of new board members to be ratified

· Budget

· Revisions to the by laws

· Wrap up
New pres

· Member announcements

· Reminders

November:

Prepare first draft of annual report:  November 15, prepare the first draft of the annual report: Admin/Annual Reports/Annual Report (last calendar year) done January (this calendar year).  Staff person responsible for each committee reviews committee minutes to determine its accomplishments during the year and focus for the next year.  Changes are made by input from committee chairs (see below).
Early December:
Send notices to presenters and invitations to special groups:
· Email notice to past presidents, past trustees, honorary members, current trustees inviting them to attend.  (..\Member Meetings\Annual Meeting Templates\Presenter - Attendee Notifications template.doc
· Email notice to all committee members inviting them to attend.  (..\Member Meetings\Annual Meeting Templates\Presenter - Attendee Notifications template.doc
· Email notice to presenters alerting them of the upcoming meeting and that they will need to speak.  (..\Member Meetings\Annual Meeting Templates\Presenter - Attendee Notifications template.doc.  Update and attach the  document to give them a feel for how the meeting will take place.
· Email ambassadors to invite to be introduced from chair

· Email Forum Leaders to invite to be introduced from chair

· Email a second email to committee chairs (..\Member Meetings\Annual Meeting Templates\Presenter - Attendee Notifications template.doc) to prepare their comments and asking for availability of dates for rehearsal.  Attach a template (/Committee Presentation Template) for forming their comments and the draft of the annual report (see above).  Committee chair comments focus on the spirit/purpose of their committee, not on specific accomplishments and objectives for the coming year.  These items will be contained in the printed annual report.  The notice asks committee chairs for changes, additions, and deletions to the annual report information.  Make changes to the annual report as they are received.

· Email a second notice to presenters regarding the status presenter RSVPs  (..\Member Meetings\Annual Meeting Templates\Presenter - Attendee Notifications template.doc.  

Check projector bulb to make sure it works.  If not, the bulb is very expensive ($500) and takes a couple of weeks for delivery.  Order from AV Systems.

Order name badges and plaques to arrive before annual meeting date.  President, Vice President, Past Trustees all get new name badges.  Incoming president gets a plaque, outgoing trustees get a plaque.

Mid-December:

In December, invite (via phone call) spouses of the outgoing president, incoming president, past president, and outgoing trustees as our guest (we pay for the spouses’ dinners).  Ask for their entrée choice.  Spouses get nametags with ribbon as “special guest.”

Late December:

3 days prior to emailing the annual meeting notice to regular members:  Email a pre-notification to confirm emails.  Text for this email is located in ..\Member Meetings\Annual Meeting Templates\Notifications to Reg Memb - Annual Meeting 20XX.doc
Email annual meeting notice to Regular members:  At least 5 days prior to meeting (by laws requirement):  Email an annual meeting notification to all regular members.  Select from several templates in the Annual Meeting Template directory such as ..\Member Meetings\Annual Meeting Templates\Notifications to Reg Memb - Annual Meeting 20XX.doc.  Attach the budget that has been approved by the Board with notes amended for members, by law changes, and any other information that will be voted upon.  Also include the voting ballot, prepared from several templates located in the Admin/By Laws/Corporate Law Stuff directory such as ..\Admin\By Laws\Corporation Law stuff\Voting Ballot Template - Bd, Budget.doc).
Print a copy of the sent email and all attachments and put in the Board binder for the year of the annual meeting.

Mail packets to regular members for whom we don’t have email addresses or to those whose pre-notification email was returned.  Select from templates in the Annual Meeting Template directory such as ..\Member Meetings\Annual Meeting Templates\Notifications to Reg Memb - Annual Meeting 2005 Letterhead.doc
Print a copy of the packet mailed to members; write on the cover memo the names/company of those to whom it was mailed.  Put in Board binder for the year of the annual meeting.

Receive and review chairs’ prepared comments.

Prepare Power Point presentation:  Prepare the annual meeting Power Point presentation.  Do a Save As on last year’s annual meeting PP.  Samples of previous presentations are in the Annual Meeting Template directory.  Before you start, see if the presentation already exists in this year’s meeting directory.  Be sure to change the theme (topic) for this year.  Sometime it’s started right after the previous year’s presentation to capture improvements noticed in the meeting.  Make sure a staff person is proficient in running the Power Point presentation on the computer projector.  If not, schedule Lori to be at the meeting.

Make notes on the PP slides to direct the person running the presentation.  Print the presentation using the “Notes” selection for the person running the presentation and take to the meeting.

Prepare the agenda ( ..\Member Meetings\Annual Meeting Templates\Agenda template - Annual Meeting.doc )document, which is a condensed agenda for all presenters.  Send this to all presenters as early as possible to give them a heads up on what they are expected to do, and the order in which they do it.  Then, when everything is prepared for the meeting, copy enough to give to each presenter at the meeting.

Prepare script as normal starting with the script from last year’s meeting (do a Save As), and looking at the script template  (.\Member Meetings\Annual Meeting Templates\Script template - Annual mtg.doc) and the script for the last regular member meeting for changes to the script format.  Add notes for the photographer.  As with regular member meetings, email the script to all appropriate presenters and the photographer.  Print a copy for staff use.  Increase font to 16 pitch and print for the lectern.  Save in 12 pitch.

Make adjustments to script, presentation as needed.
Arrange for people to be at the meeting by 5:30 to practice moving people across the stage (i.e. outgoing and new trustees).

Prepare handout packet (/Handouts Packet).  Copy enough for 2 packets for each table.  Could include:

· Voting ballot (contains explanation of by-law changes and new trustees)
· Budget

· List of membership benefits and services

· Leadership self-nomination form

· Used in previous years but not recently:

· Strategic plan

· Org chart

Determine seating at reserved tables and put notation on name tags for a reserved tables.  (/Reserved Table Seating Chart)  The following should be at reserved tables:

· Outgoing, incoming presidents, spouses, company people, and their guests

· Outgoing, incoming trustees, spouses

· New VP, spouse

· Committee chairs and anyone filling in for them

· Top Gun graduates and company people

· Any other presenters

Change hard badges for President, Vice President, past Trustees.  New trustees do not receive their hard badge until the February member meeting.

Arrange for the following A/V needs:

· lectern with light

· microphone on the lectern (not hand-held)

· screen

· AV cart with a second shelf that the laptop can sit on
· laptop (bring ours)

· computer projector (bring ours)

· Chair on stage for president

Take to meeting:

· Laptop

· Computer projector

· Printed PP presentation for person running presentation

· Annual meeting agenda copies for presenters

· Handout packets

· Take a set of the items to be voted on for reference (budget and budget binder and by-law changes)

· NIMS banner

· Buy DTMA banner

At the Meeting:

· At 5:30, rehearse body movement across stage

· Set up the computer and projector and practice the presentation

Day after meeting

Tally the votes ballots from the meeting and those returned by mail ../Member Meetings/Annual Meeting Templates/Election Results Tally template.xls .  Send results to members via email using template ..\Member Meetings\Annual Meeting Templates\Election Results email to Regular members template.doc
Place a printed copy of the email in the Board binder as an official record of the election with the Election Tally spreadsheet attached.

File ballots under Board/Member Votes. Keep for 1 year in case there are any questions.

Annual Report

Finish the annual report started for the annual meeting (see above).  If the accountant’s reviewed year end statement is not available, indicate the financial information was prepared internally and not yet reviewed by the accountant.

Get the Board’s approval on the report.

Have Lori put it on the website in Acrobat format under “About DTMA.”  Use this as the Home Page teaser:  “See how your dues are put to work by reading DTMA’s 2002 Annual Report.”
Once on the website:

· Send a broadcast email to all members announcing its availability.  Use the following as the content of the email.  DO NOT SEND THE ANNUAL REPORT ITSELF.

DTMA Newsflash:  200X Annual Report Now Available

DTMA’s 200XAnnual Report is now available on DTMA’s website at www.dtma.org.  The report summarizes 200X activities and finances – see how your dues are put to work!

· Do an article in the NL announcing its availability:
20__ Annual Report Now Available

Wonder how your DTMA dues are spent?  Wonder what results from the collaboration of members’ effort?  Find out by reading the 2002 Annual Report, available on the DTMA website at www.dtma.org.  Visit the site regularly to stay up to date on what’s going on at your Association!

File the report in Admin/Annual Reports.







[date]
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