Middlesex Genealogical Society

Program Committee

Revised: February 09, 2015


Reports to: 
Committee Chairperson, Board Vice-President
Length of Term:
 None

Purpose: 

Provide, promote and schedule genealogy programs for the education of all Middlesex Genealogical Society members in the techniques of gathering, evaluating and recording genealogical data and their sources, and for the development and promotion of interest in the study of family history.

Duties and Responsibilities:

· Establish the MGS Calendar schedule for board and program meetings and other events requiring reservations with Darien Library. It should include the current & following year.

· Select five programs / speakers for the season based on needs, interests & wishes of society members.
· Develop, coordinate and schedule Special Interest Groups programs as needed with the Library.
· Develop and select program / speaker using guidelines “Hiring a Speaker” attached, and from the following sources:

Past Speakers

Genealogy speaker organizations / websites

Neighboring genealogy & historical societies

MGS members

· Coordinate efforts with the Publicity & Newsletter Committees, and Library in scheduling promotion events.

· Makes arrangements between library, society and speakers for requirements:
Copies of handouts

Audio-visual equipment
Presentation room arrangements

Permission to print bio, photo & copy handout materials
· Handle cancellations / emergencies including re-scheduling due to weather, illness, etc with speaker, library, and communication to members.
· Develop and report budget for speaker expenses covered by MGS to Board considering:
Honorarium

Travel - gas, tolls, train, etc
Lunch
Requirements:

Members should include: Library.

Knowledge of Word, Excel and PowerPoint helpful
HIRING A SPEAKER
Each lecture is negotiated between the speaker and the society. Very few speakers have contracts for these events. 

General guidelines:

Society
Contacts the speaker well in advance of the event and advertises only after a written or verbal agreement is reached.

Provides written confirmation of the engagement including topics, arrangements, and compensation

Sends a draft of promotional materials including proposed presentation schedule

Organizes the event including location, publicity, and logistics

Furnishes the required audio-visual equipment

Appoints a host to assist the speaker with local arrangements

Compensates speaker at close of the event, according to agreed terms which may include honorarium, travel, and other expenses

Speaker
Provides written confirmation of the engagement including the topics to be presented

Informs society in advance about requirements including audio-visual needs and any special dietary or lodging needs

Sends handout material, if any, in advance to allow society to duplicate it, and includes written permission for the society to print.

Gives well-organized, educational lectures on the agreed-upon topics

Provides information and materials in a timely fashion
Society and Speaker
Each should maintain communication with the other about arrangements for the event. Share telephone numbers (home & cell), email addresses.

