General Body Meeting Checklist


· 10 Days Prior to Meeting 
· Post MinerNET Advertisement
· Create facebook event
· Corporate Visit Verification


· 7 Days Prior to Meeting
· Finalize/Distribute Agenda
· Send eConnection Request
· Send Announcement over NSBE List-Server
· Request SDP Announcement

· 3 Days Prior to Meeting
· Send reminder message on facebook
· Send reminder email over NSBE List-Server

· Day of Meeting
· Send reminder message on facebook
· Send reminder email over List-Server
· Send reminder text messages
· Reminder word of mouth

· 1 Day following Meeting
· Send Minutes
· Send Action Items
· Send Follow up Survey
· Send corporate contact info to paid members (if applicable)

· 2 Days following Meeting
· Post Presentation online (if applicable)
· Post Agenda online
· Post Minutes online

