Chapter Lunch/Dinner Talk Checklist

This checklist intent is to provide some tips to chapter volunteers and ensure a smooth flow for conducting talks that relies on volunteers' timely actions and ensuring a "good meeting experience”.

1. Schedule and Register your talk: 

· Check Calendar page on web site for any schedule conflicts.

· Please avoid schedule conflicts and choose different dates whenever possible.

· Finalize the date with speaker.

· If speaker needs travel / other charges covered please check with your section treasurer about available funds.  Download the expense report form and provide it to the speaker. Speaker should submit it to your chapter treasurer directly, who will make the payment. Download expense form - www.ieee.org/documents/2012_expense_report_form.xls
· If speaker is a distinguished speaker recognized by your society, work with your society coordinator – they will cover long distance travel costs, you will bear local costs.

· Schedule restaurant [if not restaurant – provide food & beverage].

· Items needed to Register Talk include: date, time, talk title, short description of talk, speaker name, short biography on speaker, chapter name(s) sponsoring, directions (if needed) and/or any photos.

· Use vTools.Meeting to publish the date and topic on the web site: http://meetings.vtools.ieee.org  

Typically, we like to post the talk 30 days in advance. 

· Any NON-Talk related Web advertisements such as Seminars, Fairs must be cleared by the Section leaders before scheduling and registering on-line.

· Check the web site for any accidental errors and correct them.

· Please contact Webmaster for assistance only after previewing vTools Tutorials! http://wiki.vtools.ieee.org/bin/view/Main/Meetings/UserManuals
· Consider where your audience is coming from when choosing a location for the talk. Telecom related talks are usually more northerly, such as Middletown.  Defense related talks are usually more southerly, such as Eatontown.  Typically, talks are 11:30 AM to 1 PM but evening talks, 6 PM to 8 PM, are also possible if the speaker prefers. 

2. Advertise your talk: 

· Mass email distribution.  Frank Laslo can send an E-Notice to the entire section. Since the section can only send 1 E-Notice per week, advanced notice is requested. 

· Emphasize talk is $8 for members & $11 for non-IEEE members & lunch is included (if it is the Royal Buffet.  For other restaurants, prices may vary.)  Avoid the ugliness of "I don't eat so I don't pay". Talks given in public libraries must be free (library rules) with the sponsoring chapters providing any food or drinks.

3. Checking Talk registration: 

· vTools offers easy to view Registration Count.

4. Volunteers: 

· Make sure the volunteers to run this meeting are identified ahead of time and are committed to be on time (say 11:15 AM for noon talk or 45 minutes before hand for evening talks) to set up and organize themselves for an orderly and smooth conduct of the talk.

· For talks where money will be collected, it is convenient to bring plenty of small bills for change (~$50). Some places are reluctant to give you all their change on the spot. Bring your Chapter CB card, if you have one, to pay the bill. If not, consider getting one.

· Identify the volunteer to introduce and work with the speaker (chapter officers can rotate this task.). A DLT speaker may need transportation to and from the restaurant/library.

· Volunteers should ensure the guests had a "good experience" attending the talk.

· Pay attention to little things. For example, volunteers should start to eat after registration and start of the talk. Make sure the speaker has water before starting. Close doors, etc.

5. Restaurant reservation: 

Prices vary - please check before hand; the difference between member cost and non-member cost is $3.  Members pay $3 less than what the restaurant charges.

· Reserve at Royal Buffet at Middletown [732-275-1445].  Has a separate room for talks.
· China Buffet at Hazlet [732-888-9696].

· Maurizio Pizza and Italian Grill [732-578-9280].  Has a separate room for talks.

· Or if only 15-20 people, check with Neelam at Middletown [732-671-8900].

· Gibbs Hall in Fort Monmouth [732-532-4520].
· Magill Commons Club Dining Room, Monmouth University [732-571-3400].

· Middletown Library 55 New Monmouth Road 732-747-4710 or

Eatontown Library, 33 Broad Street [732-389-BOOK (2665)].
Monmouth County Library Eastern Branch, 1001 Rt 35, Shrewsbury [(732) 683-8980].
· Remember to provide food and beverage.

· Any other locations can be used, but must first be approved by the Section leaders.

· Confirm the reservation with your location a few days before the talk.

6. Meeting logistics: 

· Borrow projector/screen/laser pointer from Frank Laslo, 732-689-0552. You will also need an extension cord and a power strip.  Get membership / publicity material for display at registration table.
· Arrange ahead of time, which is providing the laptop for the talk - the speaker or the sponsoring chapter. 

· If needed, put up signs on the premises directing participants to the talk location.

· You can check how many people have registered for your talk at any time by using “View Meetings Statistics” in vTools.  You can access this tool by logging into vTools; select your talk; open your talk for review, click on “View Meetings Statistics” which is next to “Edit” at the bottom.  Get the print out of registrants form and use it to check in attendees.
Be prepared to ask to see IEEE Membership cards if members are getting a break in price.

· Prepare a receipt of the talk with information on talk, our website information etc.

· Inform participants at the beginning that the Royal Buffet attendant will collect the receipt part and give that count to the volunteers for payment.

· Also, inform about the IEEE membership http://www.ieee.org/ and its usefulness in terms IEEE Advantage and technical conferences.

· Mention the availability of talk slides, our mission to sponsor good talks.  Obtain talk slides and send to Webmaster [fcitarella@ieee.org] for posting, a day before talk or as soon as possible.

· Provide IEEE Membership and Society information on the registration table for attendees to either peruse or take with them. Materials are available from IEEE and Societies.

· Typically the sponsoring chapters give a token gift to the speaker after his/her talk. The section has a limited supply of “Distinguished Speaker” mugs for this purpose. The Chapters can decide what they want to do for their speakers.

7. Wrap up: 

· Submit an on-line L-31 form listing attendees and contact information at:  http://meetings.vtools.ieee.org/
· Return projector/screen/laser pointer to Frank Laslo, 732-689-0552.

· Send a “Thank You” email to your speaker.

· Check whether the L-31 report is properly generated by issuing query at the following link: http://ewh.ieee.org/cgi-bin/l31/Query_Search.pl
· Copy and store any information from the talk that you may need for your chapter’s end of year financial report.

1

