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MEMORANDUM
Notice For:
State Organization Presidents, Officers and Committee Chairs
From:

Corlea Plowman, Executive Director


Sandra Bull, Membership Services Administrator, Interim
Subject:
2011-2012 Go To Meeting Scheduling Procedures Update
Date:

October 2, 2011
We are excited that 41 state organizations have registered and some of you are now using this great communication tool. However, many of you are not taking full advantage of using this virtual meeting tool for your state officers and state committee meetings. We would like to encourage each of you to begin using the software and preparing for the upcoming regional conferences. 
How would it work? To use the license, you (or your designee) would contact Virginia Pearson at least 48-72 hours before your meeting by email to reserve your meeting and follow the instructions given to you at that time. It’s that easy. Getting in your meeting request as early as possible will avoid the possibility of your meeting time being already used by another state within your region. 
Does it always have to be the same person for our state?  No. Please provide Virginia Pearson with a current list and contact information for state officers and state committee chairs you have authorized to use your state license.
Will I get help?  DKG has created a “Go To Meeting” brochure and several training materials that will assist you in navigating the software.  If you wish, we will schedule a training session to better assist your navigation through the system. If you are a first-time user of Go To Meeting, you may want to schedule an individual or group training prior to your meeting. Virginia Pearson will be able to customize training for state officers or state committee members.  
How do I schedule a meeting?  1. Contact Virginia Pearson, virginiap@dkg.org and provide her with the date, start time, end time, names and email addresses of the meeting participants.  2. Let her know if she needs to provide training material to meeting participants 3. Follow up with a phone call or email 24 hours after making the request to insure it was received via email. All requests must be made by email to keep track electronically of all requests made by your state.
