REGIONAL MEETING PLANNING OUTLINE FOR STATES
INTRODUCTION
The AMA Alliance is providing a template to assist states that wish to join together to offer educational and networking opportunities to their members.  This meeting template is based on the highly successful North Central Regional Meetings.  

The North Central regional meeting is state driven with both the planning and programming sessions provided by the states within a self-determined region.  The focus is on sharing successful programs and camaraderie among meeting attendees.
The AMA Alliance will also provide assistance in helping interested states establish regional meetings.  Additional resources include a sample brochure that can be adapted to your meeting, tips from planners of existing regional meetings and resources that the AMA Alliance can contribute to your regional meetings.
SITE ARRANGEMENTS:

Site arrangements include: 
· determining city for meeting

·  hotel
·  room rate
·  block of rooms 
·  facilities 
· meals 
· budget

Tips:  

· Individuals make own room reservations through the hotel. 

· Meeting sites should be in cities with good regional air connections.

· Search for hotels that do not charge both a room rental and minimum food expenditure.   Remember that these two items are negotiable and be willing to ask for a reduction of fees.

· Many restaurants are charging room rental fees for large parties (>20 people) as well as a minimum food charge.   Look for restaurants that do not charge a rental fee or consider eating at a hotel restaurant to offset the food minimum charge.

· Room rates usually are the same for either single or doubles.  Hotels such as Embassy Suites have accommodations for three or four people in a room at slightly higher rates.   North Central planners find rates usually around $99-$119. 
PROGRAM ARRANGMENTS
Program arrangements include: 
· designing brochure
· setting program and schedule 
· e-mail or snail mail brochure to state presidents and president – elects
· collect registrations and fees

· put together informational and educational packets
Tips:
· The registration fee should include all registration materials and all meals (breakfast, break, lunch and dinner for the full meeting day.  You may include optional dinners that are Dutch treat.
· Once the brochure has been designed, it can be modified for subsequent year use.   (Sample North Central brochure included.)
· E-mail brochure to save on printing and postage costs.
· Plan meeting time away from AMAA national meetings, state annual meetings, graduation time, June weddings and spring breaks.  
· Collect e-mail and home addresses from the individual states.
· Utilize the AMAA national meetings to hold a brief planning and organizational meeting with participating states.   Decide on location, dates of meeting, sessions that will be held, etc. 
· Look for someone within the states who has experience as an event planner or rotate the planning duties from state to state.
SESSION ARRANGEMENTS
Possible Sessions include: 

· Membership
· Legislation
· AMA Foundation
· Health Promotion
· Special topics of interest to the region and states 
· Hot topics 
· Wrap-up
Tips:
· Have different states facilitate each program session.  These sessions can be informal sharing of successful programs within states.  
· Consider using a local expert if you wish to have a special topic at the meeting.  This avoids travel and lodging costs for a speaker and many civic and law enforcement organizations will provide speakers at no cost.
· Consider utilizing the AMAA Speakers Bureau for speakers to facilitate brainstorming or strategic planning sessions.
· Provide interactive sessions rather than formal presentations.
· Leave time in the afternoon to enjoy the city and spend unplanned time with meeting attendees.
TIMELINE OVERVIEW
6 months in advance  

· determine hotel for meeting
· block rooms after negotiating room rate
· sign contract with hotel
4 months in advance
· design brochure 
· snail mail or e-mail to state presidents and president-elects to forward to their membership
· make restaurant arrangements for dinners either optional or included with registration fees
1-2 months in advance   

· begin to receive registrations
· finalize numbers to prepare meeting packets
1 month in advance
· finalize all arrangements with hotel and restaurants
Enjoy the meeting!
