Chapter Meetings SOP -

Board Determines Dates and Cities at June Board Meeting & confirmed at Summer Summit to distribute to Committee

Immediately after dates set, Committee reaches out to potential venues with the following meeting specs:

Board meeting for 7-9ppl 12pm - 4:00pm with a working lunch/beverages
Dinner Meeting approx. 20-35ppl 5pm-8pm
Dinner (buffet or served is fine), including coffee and dessert
Cash Bar

Here's a few more details of the agenda & room set. We have our own projector/screen so would only need power or we can use a monitor with HDMI cord, whatever is easiest for your hotel.
5:00 PM - Registration & Networking (Cash Bar or can use hotel bar if close to meeting room)
5:45 PM - Committee Updates (Include PAC Raffle)
6:00 PM – Dinner
6:40 PM - Announcements
6:45 PM - Speaker followed by Q&A
7:45 PM - Closing Remarks & Raffle Drawing

Setup Details:
Registration Table outside room
Rounds of 8
AV table
Podium
Buffet Tables for Dinner

 You can sponsor all or any part of the meeting. Being a sponsor host you will have a slide in the presentation/mention in the welcoming remarks and will able to say a few words about the hotel and offer tours at the end of the program. See below for all the perks including a 1 comp membership for a year! If you are not able to sponsor the whole thing we are always happy with anything you can do such as waived rental and/or bartender fees, reduced menu cost. Our monthly meeting budget without a sponsor is typically no more than $35/$40 per person inclusive as we try to keep the cost down for the members.
GBTA - Upstate New York Meeting Sponsor Program 
 As a sponsor, your company will enjoy the benefits of direct contact with the leaders in the travel management industry in the Western New York area. From Travel Planners, Managers, Agents and Vendors, you will become a part of the leading travel association in New York  Please review the options below.

Full Meeting Sponsor   
Sponsorship one meeting during the upcoming year
· Sponsors meeting meal (board lunch and chapter dinner)
· For dinner meetings, provides a cash bar at a reception just prior to meeting – No bartender fee to be charged
· Provides complimentary board room to be used prior to meeting
· Provides a courtesy guest room rate
· Provides one complimentary overnight room for speaker
Includes:

· Your logo on meeting notices for sponsored meeting
· Your banner/signage at the sponsored meeting
· Your facility/company information distributed at sponsored meeting
· 10-minute open forum to discuss your facility/company at meeting being sponsored
· Ability to provide tour of your facility to attendees
· Your logo and link on our website home page during promotion time for meeting, then listed on sponsor page
· Unlimited complimentary meeting registration for employees of the sponsoring company
· Up to five Guest registrations for this meeting (Guest(s) cannot be a member(s) of our organization)
· All Employees and/or Guests must be registered prior to meeting registration deadline
· One complimentary one-year membership to GBTA - Upstate New York Chapter ($175 value)
Let me know your thoughts and if you think your venue can host us.
Speakers – determine topic, research speakers, reach out – comp is best, will pay travel expenses. If paid speaker board approves the speaker/cost prior to securing

**Committee Notes:
-Reach out to Venue Chapter Members first to ask about sponsorship/hosting at reduced cost
-Try to get room rentals waived
-Ask for a room rate for venue (maybe 5 rooms)
-Venue & Speakers locked in 8 weeks prior to event to open registration 6 weeks prior to event
**Registration reminder emails weekly and a last day to register on the day registration closes
-At every meeting promote next meeting
**Final Counts typically due 7 days prior



-Info to include in registration:
Venue
Meeting Description
Speaker Headshot & Bio
Meal choices – when multiple items offered 
Special dietary
Room rate/booking link

2026 Chapter meeting pricing $55/member & $75/Guest
Typically $55 all inclusive dinner (includes 3 course meal or buffet, tax & service charges)
2026 Speaker budget $5,000 – Board approves all speaker pricing before contracting

Website/Registration
Create Registration Page
Pull registration counts for venue to include special dietary & menu choice splits

Bring on meeting day
Printed Name badges
Printed Registration List
Create Powerpoint with Speaker slide decks & Chapter info


