Guidelines for Setting up RPPC State Meetings

HOST

1. Arranges for the subsequent meeting:
· If not pre-arranged, five-six months prior to the next RPPC Meeting, consult with the MCAH Program Consultant for possible meeting dates for the next semi-annual meeting.  This should be reserved prior to the approaching state meeting (e.g. prior to fall meeting, the spring meeting date should be arranged and the room reserved so an announcement can be made at the fall meeting).
· If in the north, e-mail Sutter Health to reserve the room. Candy to provide e-mail address:
2. Three months prior to the state meeting, the Host region will check with the MCAH Program consultant regarding the registration flier and the region taking minutes.  The following schedule was developed for RPPC regions but is subject to change. It assigns the RPPC Minute taker to serve as the upcoming RPPC Chair and host for the next meeting.
	RPPC Meeting Date
	Location
	RPPC Regional Host/

Chair
	Minutes taker

	Spring 2014
	Sacramento
	Central-North LA, Coastal Valley
	LA-San Gabriel-Inland Orange

	Fall 2014
	Sacramento
	LA-San Gabriel-Inland Orange
	Southern Inland Counties

	Spring 2015
	Southern location
	Southern Inland Counties
	San Diego-Imperial Counties

	Fall 2015
	Sacramento
	San Diego-Imperial Counties
	North Coast-East Bay

	Spring 2016
	Southern location
	North Coast-East Bay

	Northeastern

	Fall 2016
	Sacramento
	Northeastern


	Mid-Coastal

	Spring 2017
	Southern location
	Mid-Coastal


	Central San Joaquin Valley-Sierra Nevada


 CATERING 
3. Three months prior to the meeting, if in the North, the host should contact Sutter Health University for names of current caterers.  
· The hosting region contacts caterer, does tentative menu selection, estimates the number of attendees needing meals or snacks, determines the cost per person for the meeting and develops the food order. With the current schedule of two half days we have lunch on the first day, and breakfast on the second day. 

· Two weeks before the meetings, the final numbers of attendees is provided to the caterer.  

AGENDA
Two months prior to the meeting the host queries other RPPC leaders for agenda items they recommend including on the agenda.  This information is developed into a draft agenda that is forwarded to the MCAH Program Consultant who will finalize the agenda with administration.  The hosting region should coordinate the MCAH Program Consultant to invite guest attendees and assure copies of the agenda are available for all meeting attendees. 
REGISTRATION
4. Three months prior to the meeting, the host region will put together a packet with brochures of hotels indicating which ones offer reasonable rates.  Include  a map to the meeting site, dates and times of meetings.  

5. The draft registration form will indicate registration fees, information about meals that are included, where to send the registration, a notation of the agency to whom the payment should be made and the registration deadline.  This is sent to the MCAH Program Consultant for approval, which may require a couple of weeks to complete the communication. 
6. When approved, the host region will send the registration form along with the packet of hotel information and map to the meeting site to RPPC regions and the MCAH Program Consultant and administration.  
7. The host region will track the names of people registered, the amount and manner of payment.   They will make name tents for the tables and provide daily sign-in sheets with attendee names, regions, with a place for signature and email address.

MINUTES
8. The Host will present a summary of key action items at the end of each half day meeting.  The region taking minutes will submit a draft of the minutes to the MCAH Program Consultant within 4 weeks of the meeting and send out the approved minutes within 6 weeks of the meeting.  
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