London Intergenerational Network 
Meeting organisation checklist of tasks

Thank you for agreeing to organise a London Intergenerational Network meeting. We have compiled this checklist of tasks, based on our experience of organising the meeting at the Acacia Centre. 

We “met” by phone conference. This worked well with a pre-arranged agenda to share out tasks, set dates for publicity distribution, to update each other and share any problems. Otherwise, we communicated by email.

The following checklist and the attached templates are just a guide. You may decide to organise your meeting differently. 

Good luck! 

Susan Langford, Vanda Carter, Kim Norden, Sheila Gent.

April 2011

CHECKLIST
Venue & resources

· Provide & set up venue

· Provide “How to get there” information for publicity

· Digital projection / PC facilities at venue / technical backup
· Organise refreshments for meetings – tea, coffee, water, biscuits
· Provide bread and butter for lunch (no one brought any to Acacia!)
· Organise kitchen space, plates & cups & cutlery for “bring a dish” lunch 
Pre-meeting organisation

· Have an early organisers meeting to sort out roles and responsibilities and make sure all tasks are covered.

· Set further dates to talk (by phone probably) to review progress and revise plans if needed

· Agree a theme for the day (or choose to be open to what comes)

· Call for & selection of speakers/ presentations
· Design publicity flyers for the meeting
· Distribute publicity via the CIP’s London IG Network list and elsewhere.
· Maintain a list of participants bookings (or could it be “just turn up”?)
· Appoint a Chairperson for the meeting.
· Print and bring agendas, participant lists and name labels to the meeting.
Organising the speakers & programme for the day 
(Probably best if this is co-ordinated by one person)
· Write a short brief for speakers: theme, likely timeslot, deadline for offering to speak.

· Draft a running order for the day with time for speakers, discussion, LIN business, opening and closing etc

· Confirm programme with other organisers

· Circulate information to speakers with their timeslot etc
· Make sure speakers have a phone number to call on the day if they can’t come

· Confirm the technology available for speakers and tell them

· Answer any questions speakers have

Co-ordinating, chairing and organisation on the day

· Brief liaison with other organisers for the day

· Get refreshments and room ready

· Welcoming people

· Chairing the meeting

· Taking Minutes / Notes

· Setting a date, venue & organisers for the next LIN meeting
· Organise participants to set up, clear up and wash up lunch.

Following the meeting & ongoing
· Circulating minutes, notes and contact lists
· Follow-up action & administration
· Maintain & update a mailing list of interested members

· Supporting the organisers of the next LIN meeting

· One person to be first contact person for the LIN Network
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