Information for CMEG Host institutions 

Updated as of  9.1.16
Thanks for offering to host a quarterly meeting for the Chicago Museum Exhibitors Group!

CMEG professional information and networking meetings are held quarterly on weekday evenings. They generally run from 5:30 until 8:00 or so, allowing a loose arrival time for people traveling from different locations, and to provide time to view relevant exhibits at the host institution. The meeting program generally starts at 6:30 or 6:45. The meetings are informal and practical. Each CMEG meeting is organized jointly by a point person on the CMEG steering committee and a representative of the host institution. 
Invitation – Design 
CMEG invitations are sent out via email only – in pdf format. The CMEG Steering Committee sends out the invitation, and the CMEG point person will work with the host institution to plan the invitation. 

Typically, the invitation is designed as a single 8.5x11” page. We've had invitations that are just plain text on a white page, and others that have been artfully designed. Basically anything is OK, as long as the invitation has the elements shown in the sample on the next page, and that it's totally clear it's a CMEG meeting. (Some invitations have had the name of the sponsoring institution so prominently displayed that the CMEG identity got buried – we don’t want to do that.) The invitation should be reviewed by Nancy Goodman and/or Barbara Becker before finalizing it (see contact info below).


The invitation should be prepared in time to be emailed about three weeks before the meeting. 

It will also be sent again as a reminder a few days before the meeting. 


Refreshments

The host institution typically provides the refreshments, with costs recouped (at least in part) from the $5 each attendee pays. We’ve had crackers/cheese; pizza; bread/cheese/fruit; small sandwiches/

fruit/cookies; Middle Eastern fare. Basically, anything is fine, ranging from a heavy snack to a light meal – whatever you want and have funds for. Simple is fine (but please try to avoid having only sugar snacks), and keep in mind that people are arriving at the dinner hour and will be hungry! Whatever you can do for $5 per person will be fine.

Meeting space and equipment

CMEG meetings usually attract at least 25-50 people and sometimes as many as 75 or more. If you have a capacity issue please talk with your point person re. how to make any accommodations necessary.   Please plan for a space with seating to accommodate the number of your RSVPs and where you’re comfortable serving food. Check with your CMEG point person about any special equipment (projectors, etc.) that might be needed by the meeting presenters.  
Questions? Contact

Your CMEG point person

or 

AJ Goehle
aj@lucicreative.com

847-287-4275

or 

Kate Swisher
kswisher@dusablemuseum.org
847-650-9816

Basic information for CMEG invitation

Chicago Museum Exhibitors Group

[Season] Meeting 

[institution] 

[address]

[title for meeting]

[Blurb about what program is about - Try to include info that would get people thinking about how this meeting would be useful to THEM and their institutions, and how it would relate to their own museum work. 

When a vendor is the host, we have to be careful that the meeting doesn’t become a promotion for the vendor, but instead serves as an educational program.]

[Date]

[Time ]

Suggestion: 

5:30 – Arrive and view exhibit – [tell people where to go]

6:00 or 6:30 – Refreshments – [say where ]

6:30 or 6:45 – Program, discussion, whatever 

8:00 –[ be done by then]

[Place – room if known]

[Which door to come in]

[Where to park] 

[if applicable - Bring quarters for meters.]

Please bring $5.00 donation for refreshments

[if the winter meeting is a holiday party: bring food to share]

RSVP to [whom, phone number, live link to email address] by [when]

[Always include the CMEG web address and change of email address reminder]

www.cmegchicago.org

Please let us know of any change to your email address!

[Institution’s logo may be included, but shouldn’t overwhelm the fact that this is a CMEG meeting.]

[If CMEG logo is included,  contact Hannah Jennings hannah.sj@comcast.net for a design-ready copy:] 
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