GUIDELINES FOR PROGRAM PRESENTERS – THE ROTARY CLUB OF ROCHESTER

The Rotary Club of Rochester welcomes you as a program presenter at our Rotary club meeting. We are a 93 year old club with approximately 160 members representing a wide variety of occupations and interests. Our average meeting attendance is 70-90 people.  As we welcome you to our meeting, we would like to provide you with the following information so you are aware of the structure of our meeting and the guidelines for your presentation.

Date of Presentation:  TO BE FILLED BY PROGRAM COMMITTEE MEMBER
Location: 
Still TBD
Parking: 
Public Parking – map available at http://www.rochesterparking.com/parkingmaps/parkingmaps.htm
Time: 

11:30 - 12:00 - Buffet lunch and social time
12:00 – 12:30 - Business Meeting

12:30 - 1:00 – Program (may begin early upon conclusion of business meeting)
A Rotarian will be introducing you, and you will be asked to supply a short bio to that person closer to your program date. 
Program Presentation Guidelines:
1 - Please plan on arriving at the meeting by 11:45, at the latest, to set up, ensure the technology is working, and confirm that the arrangements meet your needs. The club provides a computer, media projector and screen. If you have a PowerPoint or other media presentation, please bring it on a flash drive.  Pictures are viewed most easily if placed in PowerPoint.  If you have a DVD, please let us know prior to the meeting day.  If these arrangements will not work for you, please contact us.  
2 - We welcome you to enjoy a complimentary lunch.  Please be seated at a front luncheon table with the Rotarian who will be making your introduction. Seated with you, as well, will be our club president and other club members and guests participating in the meeting.
3 - Your presentation will start by 12:30. We end promptly at 1:00. Members often have questions, so it is recommended that you plan a presentation for 20-25 minutes and allow a 5-10 minute question and answer time.

4 - Rotarians hear about and support many worthwhile organizations and causes. While we are a service organization first, the goal of our meeting is education. If you are representing an organization that relies on donations, direct solicitation for funds is not permitted.

5 - If you have a product to sell (e.g. books, raffle tickets), approval to do so must be received in advance from the chair of the program committee or our Administrative Director.  A table will be available for you, and you may mention the items for sale during your presentation. 
6 - As Rotary is a service organization, making a request for volunteers during your presentation is welcome and appropriate.
Thank you for taking the time to join us and present your program.

We appreciate your time and knowledge.
The Rotary Club of Rochester is an organization that respects the diversity of our membership and asks the same of those presenting to the club.
