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INTRODUCTION

Hosting an ITEX Brokers’ Association Regional Meeting is a great honor, but also a great responsibility.  The host broker will receive much attention, added trade volume, and well deserved recognition for the huge responsibility he/she has assumed.  As you will see from this handbook, there is more to hosting than just saying “yes, I will do it.”  

You must acquire a hotel, meeting rooms, meals, perhaps some entertainment – and all using as much ITEX trade as possible.  The goal is 100% ITEX for everything except tax and gratuity.  

The hotel must be at least a 3-star accommodation with meeting rooms that meet all the needs outlined in this handbook.  You must make arrangements for 3 meals each day for 3 days and, if off-site of the hotel, transportation must be considered for those who did not drive.  
And, finally will it all fit the IBA budget?   So you see it is not a simple job and before volunteering, you must consider all of these factors:  Do I have a venue that meets the needs of the group?  Can I provide all the meals needed?  Will transportation be a problem?  Do the costs stay within the IBA budget?  One thing for which you are not responsible is the agenda, so stop worrying about that.
OUTLINE OF NEEDS
The dates for regionals will be as follows:


Eastern – September


Central – October


Western - November
HOTEL – things to consider when looking at a hotel 

A. Is it at least a Triple Star Hotel?

B. Does it have adequate rooms?

C. Does it have above standard meeting facilities?

D. Does it have internet access?

E. Does it have a business center?

F. Does it have the capability to provide the food and drinks for breakfast and breakouts?  Lunch?  Opening reception?

G. What is its proximity to the airport?  To major entertainment areas?  How easy is it to get to?

H. What kinds of amenities does it offer?  Ie.  pool, workout room, bar, etc.

I. Are the rates reasonable and within our budget?

MEALS – Hopefully, the hotel will be able to provide breakfast and perhaps lunch.  Be prepared to have enough restaurant scrip to provide dinner for 2 nights for all attendees.  If the hotel cannot host the opening reception, you should find a location for that.

ENTERTAINMENT – This is not mandatory, but if you have something available, it is always fun.

REGISTRATION – A sample registration form is attached as Appendix B.  You must have all the costs pre-determined so there are no surprises like an added fee at the end.  That means you need to include the following:

Room cost (trade and cash)


Food cost (trade and cash)


Meeting room cost (trade and cash – to be prorated among all attendees)


Any other costs that you might incur (we do not expect you to pay for anything out of pocket)

Hotel -- You collect all the trade and pay the hotel.  The hotel should bill each person for taxes and incidentals, but you need to know what the tax rate is so you can tell people what to expect.  

Restaurants and opening reception – You should predetermine what the trade cost is per person, calculate the tax and gratuity, and collect both trade and cash on the registration form.  Then you pay the restaurant.

Miscellaneous costs – try to determine what, if any, costs there may be and charge these up front.  Examples are:  transportation, entertainment.

OTHER REQUIREMENTS – 


TRACKING REGISTRATIONS


NAME TAGS 


WORKING CLOSELY WITH HOTEL TO GUARANTEE ROOMS AND THAT ALL NEEDS ARE MET FOR THE MEETING.
SLEEPING ROOM REQUIREMENTS


Any 3-star hotel will be able to meet the needs of the attendees

MEETING ROOM REQUIREMENTS – We will need one major room for 2 1/2 days that will comfortably accommodate up to 50 people and one other room for breakout.  We normally want the room set up in classroom configuration, i.e. tables with chairs on one side facing the front.  Adequate tables, chairs, water, breakout snacks and drinks, whiteboards, screens, internet access, etc.

MEALS


Breakfast should be available at the hotel  


Lunch should be available at the hotel whenever possible.  If not, then as close to the hotel as possible so no more than 1 ½ hours are needed for lunch.


Dinner can be on trade or not and can be set up as a group or for individuals.


Opening reception need not be a full meal - drinks and appetizers are adequate.
CALENDAR 

PLEASE FOLLOW THIS CAREFULLY
AT CONVENTION – VOLUNTEER AND SIGN AGREEMENT (APPENDIX A) TO HOST REGIONAL.  tentative dates will be set by IBABD, but actual dates will be determined by your ability to book hotel.  
UPON RETURN FROM CONVENTION – ACQUIRE HOTEL AND MEETING SPACE ASAP and report to the regional representative.  The rep must then report to the President and the board at least 2 months prior to the regional.
HAVE CORPORATE SEND OUT ANNOUNCEMENT FOR BROKERS TO HOLD THE DATES.

45 DAYS PRIOR TO THE MEETING, have corporate send the invitation and registration forms out to brokers with a small discount if it comes back by a certain date.  the hotel will set a cut-off date for holding the rooms.
3 WEEKS PRIOR, SEND INVITATION ONCE AGAIN.
2 WEEKS PRIOR, SEND FOR FINAL TIME.

AT THIS TIME, PREPARE A LIST of all attendees and send to the broker board rep in your area.   Make the nametags,  do a final check with the hotel on rooms and make sure they have all the names that you do.  
APPENDIX A

AGREEMENT TO HOST IBA REGIONAL MEETING

I, _____________________________, ITEX Broker in _______________________, do agree to host 
the ITEX Brokers’ Association Regional Meeting for the ______________ Regional on or about the 
dates of __________________.  

I have read and agree to all the requirements outlined in the “Hosting a Regional Meeting Handbook.”

______________________________

______________________________

ITEX Broker





Date
______________________________

______________________________

IBABD Regional Representative


Date
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INVITATION TO ATTEND ITEX BROKERS’ ASSOCIATION REGIONAL MEETING

___________________ REGION

WHEN: ______________________________________

WHERE:  HOTEL NAME___________________________________________

ADDRESS: ____________________________________________________

COST PER PERSON:  ITEX TRADE _______________ CASH _________________

COMPLETE AGENDA WILL BE SENT TO EACH ATTENDEE WITH CONFIRMATION 

OPENING DAY:  REGISTRATION AND OPENING RECEPTION

DAY 1:  PROGRAM SET BY IBABD

DAY 2:  PRESENTATION BY CORPORATE REPRESENTATIVES

DAY 3:  PROGRAM SET BY IBABD
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REGIONAL MEETING REGISTRATION FORM
	 IBA ______________ REGIONAL – ________________________   
BOOKING INFORMATION

	Name ____________________________________________Ph:___________Fax:___________

	
Broker Code:_________________         Acct#:______________

	Hotel: __ ______ _______ City:____ ___________ State/Province: ________ Country:______

	
Check-In Date:________ Check Out Date: __________

	
Total Nights:_________ # Rooms: _________        Smoking (circle one)  Yes  No            Late Arrival (circle one)  Yes  No

	
Bed configuration:  ( Queen   ( King   ( 2 Double   ( Suite   

	


	
CREDIT CARD INFO (This information is mandatory due to hotel regulations)

	
Cardholder Name:__________________________________ Signature:_______________________________________

	( VISA   ( MasterCard   ( Discover ( AMEX       Exp. Date:______  Card #: __________________________________


	
Please review the above information as some of the following cash charges may be applied to your credit card. Your credit card is given to the hotel as a guarantee.

· NO CANCELLATION CAN BE MADE ONCE THE RESERVATION IS CONFIRMED
· All ITEX charges, trade & cash are NON-REFUNDABLE ONCE THE RESERVATION IS CONFIRMED
· Taxes and incidentals are paid in cash at the property
· Please note that reservation requests that are incomplete cannot be processed. 
I have read the above conditions and I authorize this reservation request in my name. I understand and accept any applicable fees that will be charged to my credit card and/or my ITEX account as provided.

Signature:______________________________________________________________ Date:_____________________



(Note: ITEX must have the credit card# and signature to begin the booking process)


	PLEASE COMPLETE A REGISTRATION FORM FOR EACH PERSON FROM YOUR OFFICE WHO WILL BE ATTENDING THE REGIONAL.
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