Date: <insert day/month/year>

Dear <insert name and title>

Welcome to the <insert year and name of board/committee>

1. Introduction 

2. Agenda for <OU> Meetings 
3. Meeting Documentation 
4. Wireless Capabilities 
5. Volunteer Resource Center (on site @ hotel)

6. Special Events and Schedule Changes

7. Meal Functions

8. Transportation to/from Hotel

9. Travel Reimbursement

10. Upcoming <OU> Meetings

1.
Introduction: 

The 1st <OU Board> meeting will be held in <location – city/state/country> on <day/date> at <hotel>.  Registration information and the meeting schedule is available at the following URL:  <relevant MPS url>.
2. 
Agendas for <OU> Meetings:
The agendas for <OU> and <OU> committee meetings will be available at <http://www.ieee.org/<your OU url>.  You will be notified when the agendas are available.   You will need to use your IEEE Web Account to access the backup materials. 
3.
Meeting Documentation:
A copy of the meeting agenda, including all backup materials and reports that were submitted by the <your OU deadline>, will be available via an on-site server during the <OU> meetings.  Additionally, access to all updated/new meeting documentation that is submitted during the meeting will be available on-site.

NOTE:  CD’s will not be produced for this meeting.  Going forward, IEEE leadership has directed that all meetings be conducted electronically.
4.
Wireless Capabilities:

Through the hotel, we will be providing IEEE 802.11 wireless connectivity in most of the public meeting rooms.  It is recommended that you bring your laptop computer, with wireless capabilities, to the meeting.  We recognize that not all computers will be able to access the wireless network, due in large part to the firewall and other security systems that your employer may have set up.
5.
Volunteer Resource Center (on site @ hotel):
The IEEE Volunteer Services & Information Center will be available to all attendees of the Meeting Series as a "one stop shop" for your business needs.  Information on the Resource Center is available at the following URL:  <insert MPS url for particular meeting>
6.
Special Events and Schedule Changes (subject to change):
<Insert if applicable to the specific meeting> On Thursday evening, the IEEE Plenary Session will take place at 8:00pm, with a dinner preceding it at 6:30pm.
On Friday evening, an IEEE Social Event will be held at the hotel.

7.
Meal Functions:

<OU> is charged for all IEEE-wide meals as a function of your hotel nights.  This policy applies primarily to breakfast and lunch functions, which are IEEE-wide meals.  For example, if you are in the hotel on Wednesday evening, <OU> is automatically charged for your breakfast on Thursday.
The dinner arrangements vary -- if there is an IEEE dinner, it is listed on the registration form and your attendance is expected.  If there is no dinner event listed, then you may make your own arrangements and submit the bill on your expense report.

Although the meals are charged automatically to <OU>, the guarantees for these meals are calculated based on the meetings and meals you selected when you registered.  Please review this list and, if your plans have changed, update your registration.  Note that meals are ordered based on the number of attendees who say they are going to be there.  If you cannot attend, for any reason, IEEE, and ultimately <OU> is still billed for your meal.
Individuals will be reimbursed for business meal expenses according to actual and reasonable cost and with original receipts.  IEEE expects individuals to exercise good judgment and requires moderation in incurring all expenses.
8.
Transportation to/from Hotel:

All attendees are responsible for making their own transportation arrangements to/from the local airports and the <name of meeting hotel>.  For more information see the following URL: <insert MPS url for particular meeting>
9.
Travel Reimbursement:

As a result of reductions in IEEE travel budgets, all travel costs are receiving increased scrutiny as we work to avoid going over budget on these costs.  There are a number of individuals whose travel to OU meetings is paid by <OU>.  For those who are members of <OU> or its committees or representatives to other OU committees, and whose travel and accommodations are paid by <OU>, our budgets typically allow for reimbursement of one night prior to the first meeting day and one night following the last meeting day.

For meetings that are for one (1) day, <OU>will pay for two nights – the night before and the night of/after the meeting.  <OU> will not pay for additional nights.  If you choose to stay for additional nights the costs must be paid by another organization unit (Board, Committee, Society, Council) or yourself.
When you check in to the hotel, you will be asked to provide a credit card.  The hotel will place the following charges on your card: 

1) Your incidental expenses such as room service and telephone calls.

2) Any additional nights of stay not paid for by IEEE. 

Upon checking out of the hotel, please look to see if your approved sleeping room nights have been master billed.  If they have been charged to your personal card, please contact the front desk.  If the front desk will not reverse the charges, please send an email to mps@ieee.org, copying ____.  Meeting Planning Services will correct the error, and your card will be issued a credit.

If possible, please submit your expense report within 30 days of the meeting series. Please note:  Any expense (airfare or other) that is higher than permitted or is higher than reasonable/customary and has not been previously approved according to the current IEEE requirements is reviewed by the <OU>Treasurer/<OU> Chair.

(Following comment on Business Travel is optional for the OU Manager to insert)

Business Class Travel - <OU> has authorized business class travel for <OU>volunteers in 2009 with the following constraints: (1) When pre-approved by OU Chair/OU Treasurer (2) For legs of flights that are greater than eight hours (3) With reasonable arrangements (i.e. book at least 14 days in advance) (4) Funding is available within respective budget.
If you have questions, first contact the staff person who supports that committee.  You may also contact Manager/Director (telephone +1 732 --- ----; “EmailTo:x.xxxxxx@ieee.org.
10.
Upcoming <OU> Meetings
23-28 June 2009 (Century Plaza Hotel, Los Angeles, CA USA)

<List your OU Committee/Caucus/Board Meetings>

17-22 November 2009 (Hyatt Regency New Brunswick, New Brunswick, NJ USA)

<List your OU Committee/Caucus/Board Meetings>

9-14 February 2010 (Marriott Marquis, Atlanta, Georgia USA)

<List your OU Committee/Caucus/Board Meetings>
