MANAGING YOUR MEETING 
Planning and organizing a meeting is nothing more than coordinating the details. But, the details make the meeting! Here are some guidelines to a successful meeting: 
· Be sure that only one person is assigned to deal with the facility where the meeting will be held. One person should coordinate the efforts of all other individuals involved in the planning of the meeting. 
· Delegate responsibility -- have one person in charge of mailing and taking registration fees. Have others call members to boost attendance. Have one or two people in charge of registration at the door, a few in charge of welcoming attendees, etc. 
· It is a good policy to have all meeting details in writing from your committee members and the facility where your meeting will be held. 
· Make your Membership Committee responsible for welcoming guests, and providing guests with the necessary information and applications to become active chapter and/or National STMA members.
