2005 FOL Annual Meeting Planning

	Activity
	Responsibility
	Due Date
	Notes

	Establish Time/Date
	Patrick
	July 15 
	Base on speakers availability and newsletter publications for notices

	Secure Guest Speaker(s)
	Patrick

Martha
	July 15
	Possibilities:  (1) Lesotho Embassy, secure speakers prior to establishing date/time so as to confirm that they are available;

(2) Contact Jenny Ferro or other recently returned RPCVs to balance balance the discussion; 

Other Suggestions:  also touch base with Don Spicer; follow-up with written correspondence (confirmation letter with date/time, follow-up reminder including agenda); if contact person changes, please let us know

	Write Agenda
	Martha with input from Ella and Bill
	July 31
	Keep it general

	Arrange Teleconference Logistics
	John
	Aug 1
	Reserve as soon as we set date for the meeting; 

	Establish protocol for teleconference
	Bill/Kevin
	Aug 15
	Business Meeting; Board/ Committee Reports, Opportunities for Q/A; email questions to website contact (who?) for speakers and for board members; regional meeting protocols (appoint one spokesperson – keep orderly) 

	Write Newsletter Article
	Martha
	Aug 15 
	Encourage Regional Meetings; do this in the June newsletter to begin encouraging interest; talk with Board members to host, then include in June article

	Coordinate Regional Hosts
	Mike / John 
	Aug 15
	· Ask each board member to consider hosting or combination hosting; don’t try to be all encompassing – start small and then plan to build on each year.  Request pics. and article for newsletter from the hosts;

· Need to think through what it would take; use our newsletter for advertising the opportunity; what should be our response when potential hosts contact us; prepare handout or mailing to give/send to potential hosts 

· Use July 4th reunion to “recruit” hosts; have handout prepared in time for this meeting

· John to test on-line mailing possibilities; 

	Send out Member Notice
	Patrick
	with summer newsletter
	send out at least 21 days prior to meeting date

	Send out Nominations
	Kevin or Nominating Comm. Rep.
	summer newsletter
	According to By-Laws

	Send out reminder of meeting
	Patrick / John
	2 weeks prior to meeting
	John to work with Patrick to use on-line mailings – postcards!

	Conduct Meeting
	Bill
	
	

	Evaluate Meeting
	Martha, Patrick, Kevin
	October 30th 
	


