[image: image1.jpg]


Host’s General Information for holding an ICHO AGM

Set the dates- most AGM’s are in Sept or Oct and run from Thurs evening (arrivals) through to Sun morning light breakfast (departures).

Where to hold AGM- If you have a large farm/ranch you can host it on your property. Meals would need catered and more work falls on the host. Another option is to host at a resort area and then have a one or two day trip to your farm or other area, to a fairgrounds for a NACHIP inspection. It is best to keep activities close to a main area for hotels, restaurants, B&B’s etc, so guests do not have too much driving daily. Make it fun with as little stress for host and guests. Clinics or guest speakers can also be planned. If a speaker or clinician charges a fee, check with the AGM committee if this is possible for funding. 

Main Events are Friday and Saturday. Casual get together Thursday night can be arranged with a meal. Sat evening is the AGM banquet, AGM picks up the meal cost, an auction is held afterward if enough people attend. You will be reimbursed for ICHO meals, keep all receipts! We must have receipts for all reimbursed expenses. You will receive an AGM financial packet for easy to record and track all income and expenses. Assign someone to take care of AGM attendance registration money gathering and auction income. These must be kept separate. 

Schedule/itinerary/agenda- Set up a time schedule for events for Fri. and Sat. Most AGM’s start at 9:00 after breakfast. Be specific on where the events are to take place. Schedule in the Members meeting, could be in the morning before lunch or after lunch with a luncheon meeting. Give driving directions. Make suggestions for lunch breaks and if ICHO is paying or if members pay for their own lunch. The more meals ICHO pays for the higher the attendance fee will be.  The more members pay for their own meals, the lower the attendance fee. Be sure the attendance fee covers the ICHO meals provided.

Airports- list airports that are the closest for members flying in. Give driving directions for members driving.
Hotels- give a list of hotels and directions to them from the airport. List names, contact info or URL and prices.

Put together an AGM packet for each person attending. Include the AGM schedule of events, also include interesting brochures about the area, local history , etc. if possible. A small memento is also nice to include if something is available unique for your area or history of the area. (brochures, etc.)

Give the AGM dates, hotel info and airport info and directions, to the ICHO office no later than Mar 1  so the info can be placed on the ICHO webpage and in the Spring Gazette. 

 Send the schedule/itinerary/agenda no later than June 1 (or earlier) so it can be placed on webpage in the Summer Gazette so members can sign up and prepay to attend. You will be informed of who is pre paid. Many also pay as they arrive. Assign someone to take payments and help members filling out AGM attendance forms if required and record the info for ICHO bookkeeping. Ask the office for AGM attendance forms if required.

If approved as host you are required to join the Yahoo Group ICHO Convention committee. This is where you will plan the AGM and keep in contact with the ICHO AGM committee. This is a requirement to keep all communication open between host and ICHO. 

Contact Pat Wiles for an AGM logo, no later than March 31, she does the art work for our T shirts. We put the AGM logo on Café press so all members have a chance to buy them online before the AGM. So art work must be done early. 
If you are hosting a NACHIP inspection as well, send in a NACHIP host proposal also, make arrangements for the place to hold the inspection and arrange for owners to board their horses. A local fairground is often a good option if you do not have room at your farm. Let attendees know requirements and costs at the facility as well as cost of the inspection. Make arrangements for an ICHO approved NACHIP judge that suits the type of horses being inspected. Judges must be asked early in the spring. Ask someone to be the scribe for the judge. Have inspection papers ready. Ask the office for these. office@curlyhorses.org

Remember to have fun! The sooner arrangements are made the more you can relax and enjoy the convention. It is a time to enjoy and get to know each other ( Thanks for hosting this year’s AGM!
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