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NATIONAL ANNUAL GENERAL MEETINGS

The following criteria are required to have an Annual General Meeting in your area. Please tick the criteria if it is met.

VENUE
· An auditorium large enough to comfortably accommodate 200-300 people (name and address of the venue) ________________________
· Disabled access including toilets
· Adequate toilet facilities
· Stage area no smaller than 14.26 x 5.01 metres
· Stage curtain - required for national competition
· Changing rooms - required for national competition
· Display place for national handcraft articles preferably within the auditorium
· Storage space backstage for boxes and other equipment
· Possibility to hang banners on stage and around the auditorium (staff to manage this)
· Parking available nearby for cars and coaches

EQUIPMENT
· AV equipment for online streaming- venue’s preferred provider available
· Facility for power point presentations
· Facilities for any likely entertainment
· Lighting system for stage area
· Sound system tested for clarity on stage and on the floor including
· Lectern with microphone on stage
· Cabled microphone on the floor of the auditorium
· One or two handheld microphones in the auditorium
· Plasma screens for audiences - on the stage and auditorium 
· Trestle tables – committee table on stage (x3), handcraft display (x15), prize giving (x1) and delegates at front of the audience (approx. x80)
· Small table on stage for speakers and Gold Honour citations / badges
· Up to 300 chairs for audience and on stage

ACCOMMODATION
· Sufficient accommodation in the area for up to 400 visitors
· Motel / hotel nearby for NEC accommodation
· Nearby food outlets

CATERING
· Preferred provider to provide tea and coffee to delegates on one day
· Lunches for NEC provided for two days during the meeting 
· Nearby food outlets for delegates to purchase lunches

COSTS
· The federation ‘hosting’ the AGM is responsible to ensure that their volunteers are not out of pocket. A fundraiser raffle can be set up at the AGM to cover this.
· The national federation is responsible for ALL costs relating to the running of the AGM.
· It is usual that the ‘hosting’ federation provides a short tour of their area for the NEC which is followed by a luncheon paid for by the NEC by way of a thank you for ‘hosting’.

HANDCRAFT
· Receipt and storage of national handcraft entries prior to and after judging 
· Accessing local qualified handcraft judges.  
· Organising venue for judging of national handcraft entries
· Organising a date for judging in nearby location. 
· Ensure NEC member is in attendance during judging

EXTRAS
· Knowledge of local speakers/entertainment for agenda purposes.
· Address for storage of national office equipment – banners, handcraft display items etc. - prior to the meeting.















APPLICATION

We wish to apply to have the 2024 Annual General Meeting of the New Zealand Federation of Women’s Institutes Inc.

Federation:  _________________________________________________________

City or Town: ________________________________________________________


Signed: __________________________________________________(President)

	____________________________________________________(Secretary)

	_____________________________________________________(Treasurer)

Date:		





Email to: exec@wi.org.nz 				
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