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None of this is compulsory. This is intended to be a template for each group to tailor as required. In fact, it is not possible for all
groups to run to this exact timeline as there wouldn’t be enough capacity to run all end-of-year review meetings in March, for
example.
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*Some standard terminology is being used as a shortcut; for example, not all groups have a committee - they might have a steering group instead. And not
all groups will need to run an election process.

Event strands

How | Professional Development Industry Insider Lates Online social
write/illustrate/translate
In-conversation event, An event where members Panel discussion with experts | In-person social event. This An opportunity to network
usually hosted by a can learn a new skill. Free from within the publishing would have to break-even and chat to other writers in
Committee member. for members | £35 for non- industry. Free for all financially with a minimum your area or within your
members of 15 attendees. specialism. Free. Members
only.
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The SoA Events team can provide admin support for #SoAatHome How | Write, Industry Insider or Professional Development events (three
events) per year - see table below for division of event set up tasks. Lates and online socials are run by coordinators but the events team
can help with the administration in getting the events online.

The committee should choose the event type, topic and speakers to invite.

Informal online meetings are also possible if Committees want to run them in addition to the staff-supported meetings. These meetings
would use the Local Groups Zoom account. Meetings need to be scheduled directly into the Zoom account to ensure no diary clashes.

The Committee should decide which would be most appropriate for their members, and whether the event would be open to all members or
just group members.

Events Team Staff Coordinator and / or Committee/Steering Group

e Provide word template and start copy e Complete a template to gather relevant event copy

e Adding event information to the website/Zoom/Office e |dentifying and inviting the speakers
calendar e Write copy to describe the event, including gathering

¢ Send housekeeping emails and follow up with speakers for headshots, biography of speakers, book to feature in online
invoices etc bookshop

e Set up the Zoom meeting e Drafting and sending the mailing out

e Pass information to the Comms team e Moderating/hosting the event

e Provide technical training for event moderators and speakers if
required.



