Round Tables – Procedure

· Potential Topics

· Human Resources

· Benefits and/or health insurance

· Accounting

· Payroll

· Taxes

· Software discussions / Users Groups

· Grants

· Owners / Presidents roundtable discussion

· Potential Locations 

· Community College (conference room or cafeteria)
· Members’ conference room
· Hotels

· Conference Centers

· Restaurant – private dining area

· Determine the best Time of Day

· Breakfast

· Luncheon

· Happy Hour

· Midday – no food, only beverages and maybe some snacks

· Duration

· 2 to 3 hours

· Planning

· Determine your panel of experts or a moderator (ask for referrals from members, etc…)
· Call and invite the panelists and/or moderator
· Send confirmation letter to the above
· Ask for biographical and/or promotional materials from the panelists to help sell the event to your members.

· Determine and select the location for the event.
· Determine your target audience.

· Ask members to provide a list of potential questions in advance either by email or fax.
· Give the panelists advance knowledge of potential questions.
· Provide registration forms via email and fax, and in your chapter’s newsletter.

· Encourage the main contact at the member company to forward the notice to the appropriate person at their company.
· Pricing 

· Determine your budget based on direction from the board of directors.

· Ask an Associate Member or a School Partner to sponsor the event.
· Provide recognition for the sponsor (banner, newsletter, signs).
· If funds are not available, charge $10 - $20 per person, with advance reservation. 

· Consider early-bird discounts and late registration surcharges.
· Execution of event 

· Confirm room layout and table set up

· Sign in table

· Name badges

· Flip charts

· Check AV equipment, if necessary

· Provide extra pens and note pads.

· Payment or gifts for panelists 

· Restaurant gift certificates

· Watch

· Pen set

· Desk clock
