Find a topic and speaker whichever you think of first. Obviously we want them to do it for free.   If we have money in the budget and with Presidents approval I think we could possibly have a National speaker once a year but may have to save that for the “one day seminar” if we do it.
Try to set up as many speakers for the entire year as possible and it will be easier along the way.  
Confirm the speaker and tell them you need Bio and Topic/Summary ASAP.
Send the Chapter Relations person or Secretary an email with the Topic, short summary and Bio of speaker 30-60 days ahead of meeting date to send off the request to National APA.
Tell speaker you need handout by Friday before meeting so we can send to attendees, otherwise the speaker will have to bring plenty of copies.
[bookmark: _GoBack]Secretary (Cheryl) will be doing this part but it used to be Events Coord also…..
You will need to learn how to navigate in Star Chapter which is our admin portion of the website we have.  2-3 weeks before the meeting send the first meeting notice, during email set up you can also have it send a reminder automatically 7 days prior to meeting.
Week of meeting – Get headcount off of “meeting manager” by Noon Monday and email caterer.   Always add plates for speaker(s) and+2 for late registrants.  By looking at the detailed summary portion of the meeting manager you can see how many veggie meals or special requests you will need to notify caterer.
No later than Tuesday send the email of handouts to the attendees.   As we learned this can be set up ahead of time and send 3 days ahead automatically.
Late registrants can be added to Star Chapter by going into Meeting Manager. Tell Member they need to bring payment on Thursday via cash or check.
Thursday – Arrive to meeting no later than 11:15 to make sure speaker is there and set up projector and any other misc things you need to do.  
Don’t forget projector/camera after meeting.

