Chapter Meeting Program Committee Chair

Washington County Master Gardeners

Expectations: Chapter Meeting Programs to provide continuing education for Master Gardeners Coordination of the Program Committee includes the following details:

· For monthly chapter programs:
· Convene the Program Committee by May to set the program and identify speakers for the next calendar year

· Contact speakers to arrange time, date, logistics, and obtain a biographical sketch concerning their expertise for their subject

· Have a few "back-up" speakers available in the event the scheduled speaker is unable to be on hand

· One month before the program, telephone to re-confirm speaker’s current availability

· Three weeks before the program send a letter or an email to the speaker including a map & directions to location of meeting indicating the size of expected audience, and providing the phone number of the program committee chair. In the letter, verify any special audio/visual equipment requirements and handouts. Inform the speaker of the need to request making copies at least 10 days ahead of time

· At the meeting, introduce each speaker and assist the speaker in setting up and taking down any displays for the meeting

· Give speakers their honorarium at conclusion of their presentation

· In the event the Program Committee Director is unable to attend the Chapter meeting and introduce the speaker, request the Vice President to handle the program

· For coordination purposes at the Board level regarding monthly programs:
· Provide program information for the coming year to the Executive Board in the annual report due in November

· Forward program information for the coming year by September to the Recording Secretary for inclusion in the chapter calendar and the WCMG Directory

· Forward program information for the coming year by September to the Publicity Director for dissemination to the media and internal newsletter

· Include speaker honoraria requests in your next year’s budget, and two weeks before the program, as necessary, request honorarium check from Treasurer

· Forward ‘thank you’ note requests to the Corresponding Secretary immediately after the event
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