Note on booking the venue for the AMPS Open Meeting and AGM
1. The Open Meeting is usually held in April and the AGM in October of each year and mid-week dates seem to attract the best audiences. The AGM must be held within 12 months of the previous one.
2. Book as far in advance as possible – 6 months or more, depending on Committee members being able to confirm their availability.  It is preferable to have all Committee members there if possible but a quorum should be available for the AGM.
3. The format is usually tea/coffee served from 30 minutes before the event, with delegates registering during this time. A sit-down lunch is served immediately after the event. 

4. Once the dates are agreed, show these in the Reminder section of the monthly AMPS Newsletter and on the website.  Issue the formal invitation to each meeting (it currently goes out with a Newsletter).  The invitation for the previous event can be copied and amended for this purpose. Formal notice of the AGM must be sent to member firms at least 7 weeks prior to the date of the AGM, and should invite nominations for Committee and proposed resolutions to be sent to the Honorary Secretary to arrive within 4 weeks of the AGM date.
5. Acceptances need to be logged as they arrive at the secretariat. The writer prefers to use an Excel spreadsheet for this and logs the following for each delegate:

Delegate name(s).

Member firm’s name.

Status – 
i.e. Nominated Representative or not, as this is needed for voting purposes at the AGM).
Whether lunch is required.

Special dietary requirements.

Lunch payment received (include cheque number if payment is made by cheque).

Payment passed to the AMPS Treasurer.

This sheet can then be edited for use by the venue (for catering purposes), for name badges to be prepared, to keep an attendance list, to chase lunch payments (if necessary) and to help reconcile the expenses of running the meetings.  

6. The Institute of Directors (IoD) has been the venue for a number of years and the Association has used their Audio Visual (AV) contractor.  AMPS has enjoyed a discounted rate because a committee member is also a member of the IoD and one of the two rooms has been provided on a VAT exempt basis. Other venues were investigated for 2010 but proved to be more expensive/less flexible/less convenient and so were not considered further. Clearly, other venues may need to be considered in future and it may be the wish of the new committee to seek an alternative AV provider too.  For now, this note refers to the IoD’s requirements only.
7. Once a date has been agreed and booked, the IoD’s contract and terms need to be signed by a committee member (usually the Secretary). The contract will specify due dates for payment of deposits and these must be advised to the Treasurer in good time. 
8. Lunch menus need to be requested, if not automatically sent, circa 2 months prior to the event. The menu chosen is usually around £35 for 3 courses but the budget may change and will then affect the price charged to member firms. This will need to be discussed with the committee.
9. The venue should be kept informed of number of acceptances/special diets closer to the event but will require final numbers 3 working days in advance. It may be necessary to estimate the number of late acceptances for catering purposes.
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