GUIDELINES FOR HOLDING AN

ANNUAL LECTURE DAY/ANNUAL GENERAL MEETING

Venue
The host Group should identify a suitable venue, capable of seating up to, say, 200 people (this can vary with location).  It should, ideally, be situated close to motorway or major roads access, railway station and, if possible, suitable B&B accommodation.  It should also have adequate car parking facilities.

Facilities must also be available, on site, for tea/coffee mid-morning and mid- afternoon, as well as lunch facilities (probably buffet style).  Space should be available for those people who do not wish to order the lunch but who have brought their own packed lunch.

The venue must also have sufficient and suitable space to accommodate reception of Members, all the nurserymen, the bookseller, the HPS plant stand and the HPS booklet stall, plus, if possible, a hosts’ plant display.

After identifying and making full enquiries at a possible venue, the host Group should contact the Events Coordinator, giving details requested above, plus costs.  The Events Coordinator will then put this before the Trustees for their agreement, after which the Host Group can then confirm the booking and, if required, a deposit can be provided by the Hon. Treasurer with the final payment being made after the event by the Hon. Treasurer.  The Host Group is not required to pay the initial deposit.
Bookings

Members will book through Pam Adams and she will advise the host group of the numbers attending.

Projector, stand, screen, PA system

This is arranged and provided for by the host Group.  It is essential that all of the above items should be of good quality and suitable for the venue, being checked on site before the actual day.  It would be advisable to have another projector and, possibly, a back-up PA system if available, in case of a failure.

Refreshments and lunch

Coffee/tea and biscuits should be available to all delegates on arrival and also mid-afternoon.  Tea and coffee should also be available to all those who bring their own packed lunch.

A lunch (buffet style usually found to be most practical from delivery/timing etc point of view) should be provided.  The host Group should discuss suitable menus with the caterer.  It is not known until bookings are received by Pam Adams for the day itself how many delegates require lunch and how many choose to bring their own packed lunch.  
However, there is a 10-day cut-off point prior to the actual day, after which Pam Adams will take no further lunch bookings, so the caterer can have final numbers.  At this point Pam will liaise with either the caterers themselves or the host Group (to be decided by the host Group) so that final numbers can be given.  It must be remembered, when arranging catering, that tea/coffee during the day for ALL DELEGATES should be included in the budget for the day, but the lunch is charged separately to the individual delegate.  Space should be provided for people bringing their own packed lunch, and tea/coffee made available to them without additional cost.
Refreshments should also be available for those attending only the AGM.
Reception

A list of delegates will be provided by the Administrator (Pam Adams) and these should be marked off on arrival, and the Attendance Book must be signed.  It is possible that some delegates will need to pay on the day (these will be identified by Pam Adams), therefore a small float should be available (usually provided by Pam Adams).  If it is decided to hold a raffle (a choice of the host group) then a (free?) raffle ticket could be handed to each delegate at the time of registering.  The raffle prizes, usually plants, are the responsibility of the host group and, if money is received, it is donated to the National Society.  

Please note that tickets, along with name badges, will have been sent by the Administrator to all delegates.

Introduction
It is usual for the host group to welcome everyone to the ALD/AGM and this is usually done by the Chairman of the host Group.  The chairmanship of the day should be determined by discussion between the Local Group and the Chairman of the National Society.
Auction

This is not essential but some Groups choose to hold an auction.  Special plants are usually donated by members of the host Group and sometimes plants are given by other Groups, or perhaps a prize is donated by a nurseryman, members of the National Society, or the bookseller.  The Auctioneer should be selected, usually from the host Group, a suitable person being one who can raise as much money for a particular plant as possible, in a jovial manner.  Monies raised are to be donated to the National Society. 

Speakers
Two or three speakers should be identified by the host Group and discussed with the Events Coordinator.  Fees and travel expenses details, plus a short CV, should then be provided to the Events Coordinator who, in turn, will discuss them with the National Chairman.  At this point the host Group will make the booking (by mutual agreement).  It is required that one of the speakers should be a plantsperson while the other can be garden-related in some other way.  Only two speakers are required for the day but a third nomination could be put forward to provide a choice.

Personnel 
A suitable team of helpers should be identified.  It is essential that they all book and pay for their own tickets for the day.  The following is a suggestion of personnel that might be required:

The Events Coordinator will be on hand to help throughout the day.
Setting up:  A team of willing helpers will be required first thing in 

the morning to set up tables for the nurserymen, bookseller, HPS

plant stand, HPS booklets stall, place any necessary road signs, 

check on the seating, projector, PA system etc., as well as one person to oversee everything.  Prepare table, including glasses and water for the Officers at the AGM.

If decided upon, a plant display to be set up.

Parking: 2/3 people to help with parking and directions

Reception:  2/3 people to greet, and check off names, ensure that the Attendance Book is signed and provide (if required) raffle tickets to all delegates.

Stewards:  2/3 people should be available to make sure people have what they want, are where they need to be, know where toilets are situated, are informed about the location of fire doors etc.

HPS Booklet Stall:  2/3 people are required to help with this stall as Pam Adams is usually called away to help with other matters.  Pam Adams will provide a float.

HPS Plant Stall:  The plant stall is to be set up by the host Group who should be able to supply some of the plants.  Plants will also come from delegates on the day.  2/3 people should be available to man the stand and have a suitable float (if Pam Adams to arrange then please contact her beforehand).  The money from the sale of the plants is to be donated to the National Society.

Other HPS stand:  Although not always the case, it could be that the Society may ask for space to be made available for a special display, for example, ‘Conservation Group’, ‘Shows’.  The information is not always available early on in organising the day so it should be kept in mind when planning.

Plant Display
The floral display, if provided, is designed and funded solely by the host Group.  It is usually located near the entrance to the venue as a ‘spring welcome’ but, if space is limited, could be located anywhere else. Some previous host Groups have asked their Members to bring pots of plants they have in flower on a loan basis so that when the display is dismantled the plants return to their rightful owners.  

Nurserymen

About four (or more if space allows) nurserymen should be identified to the Events Coordinator.  These should, preferably, be of a good mix and the choice should bear in mind that delegates can attend from all parts of the UK.  It is purely at the discretion of the host Group on what terms the nurserymen are invited.  It could be that the host group decide not to charge a fee for the ‘table’, but instead ask that a donation of 10% of their sales be made to the National Society. 
Please ensure that the nurserymen are advised when they should arrive, where to unload, where to park and at what time of the day they are required to sell plants. It is a good idea, about a week beforehand, to get in touch with them to check that everything is all right – this will act as a reminder. You should also check that sufficient suitable tables are available. 
Bookseller

A bookseller should also be identified.  Terms are as for nurserymen.

The AGM

A table should be available for 5 people (4 Officers and the Minutes Secretary) on a stage/platform for the AGM itself.  This could be moved when the Speakers are using the stage/platform.  The table should have glasses and water and could have a vase of flowers perhaps.

The AGM itself will be dealt with by the Hon. Secretary.
Newsletter deadlines

In the November Newsletter (with information to be provided to the Newsletter Editor end September) there is a requirement that NOTICE OF ANNUAL GENERAL MEETING is displayed.  This is the responsibility of the Hon. Secretary and, therefore, the venue must be arranged and identified with the full address.  Also, for the same Newsletter, the host group should prepare an article explaining who the host Group are, the speakers for the Lecture Day (including a brief CV) and some details of the venue’s location, public transport etc and any other points of interest that might encourage people to attend. This must be sent to the Events Coordinator.  (Please refer to a November Newsletter for content).

In the February Newsletter (with information to the Newsletter Editor end December), the programme for the day will appear.  This will include the programme for the day, costs, AGM Agenda, directions to the venue, details for elections and the booking form itself, plus details of the nurserymen and bookseller, so all information must be available to the Events Coordinator whose responsibility it is to have this available for the Editor.  (Please refer to a February Newsletter for content). 

Other facilities

To encourage people to attend the ALD/AGM it is sometimes nice to suggest other things for them to do should they decide to make a long weekend of it.  It is appreciated it is early in the year, and gardens are not always at their best, so members may not be willing to open them, but it may be that there are some good nurseries locally, or other gardens or places of interest open nearby.  It might be an advantage to have information of B&B accommodation available as delegates are quite likely to telephone for this.

This information may not be complete but is designed to help a host Group in their planning.  Please feel free to contact the Events Coordinator should any further help or information be required.  Pam Adams does not become involved until booking forms are being received by her approximately one month before the day.

Summary:

Host group : arranges venue.


Arranges A/V equipment.


Arranges caterers.


Places notification in November and February newsletters.

Main Society

Books members attending

Budget
Expenses:

Venue +AV equipment
Speakers

Refreshments

Income:
Nurseries

Bookseller

Plant auction

Calculate expenses, subtract possible income, and then divide the balance by number of members attending (this can only be an informed judgement! based on previous attendance/attraction of venue etc).
Money raised from sales of plants brought by members of the group hosting the event, for their own sales table, can be held in the group.

The aim of the meeting is to attract as many members as possible, and with this in mind, to keep the costs of attending to a level where the expenses are covered.

Those members who ONLY attend the AGM are not charged.
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