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Organizational Meeting Guidelines

· Welcome & introductions (refreshments are nice)
· Attendees sign in. (Save sign-in time by printing out the invitation list. Attendees can sign or initial next to their names on the pre-printed list, making any necessary corrections or additions, saving them the time required to write in all the information.)
· Organizers serve as temporary co-chairs and conduct meeting until members select chapter co-chairs
· Assign someone to take minutes
· Brief review of PRIA’s purpose and mission and PRIA Local’s mission and benefits; describe what can be accomplished locally
· Decide what geographical area your chapter will cover
· Decide how frequently you will meet and what time of day and will there be one meeting location or will you rotate meeting locations?
· Meals/refreshments? (Members can be charged for expenses)
· Agree on name for your new chapter
· Decide on terms of office for your co-chairs
· Nominate and select official co-chairs for your chapter (some chapters also select a secretary to be responsible for meeting notifications and minutes.)
· Schedule next meeting date, time and location
· Identify topics for discussion 
· Make assignments as needed
· Send minutes, attendance list, meeting schedule and other info to National Coordinator for PRIA Local PRIALocal@pria.us. 
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