SPEAKERS COMMITTEE OUTLINE
PLANNING TIMELINE
Annual Planning:  Through a member survey, Speaker Committee members will review suggested speakers, topics, along with suggested speakers from previous submissions. The current structure allows for each month to have a specific topic focus. Topics can vary from Human Services to Economic Development, Higher Education and beyond.  Speaker Committee should work on a proposal to be submitted to the rotary president and board for review and approval. Upon approval, the committee can begin to book speakers. 
Monthly – Goal is to schedule the speaker’s at least two months in advance. We received speaker suggestions throughout the year and would do our best to plug them in to the month that would best fit the overall monthly topic. Always maintained a list of speaker’s that we could plug in should a cancellation occur, including suggestions submitted throughout the year by board members and others reaching out offering to speak. 
March – Begin Speaker Committee recruitment for the next Rotary calendar’s year. In the past, we’ve had anywhere from 2 – 4 members on the Committee. This is also typically the time to purchase books from Barnes and Noble for Metro High School Library.
April – Rotary designates one meeting to Committee work, where chairs/co-chairs can talk about the Speaker Committee and recruit potential new members to help in planning the year ahead. 
May – The Speakers Committee met with the incoming Club President in May to determine what speaker’s the Club President would like to see throughout the Rotary year. We also surveyed Club Members for suggestions and themes they would like to see throughout the year. Make sure to look closely at a calendar to determine which dates the club would not be meeting to avoid scheduling a speaker when not necessary.
June – Took all of the suggestions from Club President and members and plugged ideal speakers into categories/themes for each month. Begin scheduling speakers for July immediately. Also determined which months each scheduler would take to make all of the arrangements. 
December/Holidays – The Thursday before Christmas, always try to incorporate a holiday theme into the meeting. In the past, we’ve had holiday singers, performances, and dancers. Depending on where New Year’s Eve falls will determine when to commence with the regularly scheduled Thursday meetings.
May – Distribute books to Metro High School Library on behalf of each guest speaker.
June – Last Thursday meeting in June is the official passing of the gavel. 


SCHEDULING SPEAKERS
Working from the list of speaker suggestions, we would send an email or call the potential speaker to inquire on availability.  Co-Chairs can agree to lead every other month or whatever is most convenient for those on the Speaker Committee willing to assist in communicating/booking. 
Sample email: 
I'm writing to you on behalf of Metro North Rotary. Our Rotary concentrates on various topics per month to truly engage our members throughout the course of a particular topic or cause.  For the month of (February), we are focusing on (community and economic development- inviting various representatives from the Corridor to speak about their organizational goals for 2014.) 
Our Speaker Committee would like to invite you to speak on Thursday, (date). Meetings are held from 11:30pm – 12:30pm at Biaggis Restaurant on Collins Road. The meeting begins at noon. You would have 20-25 minutes to speak, followed by 5-7 minutes for Q&A.  We'd love to have you join us!
Please let us know of your availability at your earliest convenience.
----------------------------
Follow-up email (sent the week leading up to the meeting):
Thank you for agreeing to speak to Metro North Rotary on Thursday, (date). At your convenience, forward a short 3-4 sentence bio at your convenience. Also let me know if you have any A/V needs. We have a projector, screen, laptop and speakers available.
We look forward to seeing you soon!
OFF-SITE MEETINGS
Talk to Club President about which months and venues they would like to visit off-site. In the past, we’ve toured the Public Library, Federal Courthouse and other newly finished facilities in the community. Determine the lunch allowance from the Club Treasurer and then book a caterer to either provide a meal on-site or a boxed lunch to take back to the office. RSVPs obtained in advance through Clubrunner were very helpful in determining counts for both the venue and the caterer. 
UPDATING SCHEDULE ON CLUBRUNNER
[bookmark: _GoBack]Cheri Popp or Amy Thuente will be able to train the Speakers Committee on how to update the online calendar on Clubrunner. In the past, we had one person update the calendar on a monthly basis. Rule of thumb – if the schedule is confirmed, get it placed online to help with promotion and meeting turnout.
SURVEYING CLUB MEMBERS
Consider surveying club membership to determine what topics and speakers they would like to hear from throughout the year. In the past, we used SurveyMonkey.com and had four simple questions:
1 – To ensure that we are covering a variety of subjects, we would like to set a topic each month that our speaker’s will focus on (business; community development; non-profit, etc.) What topics would you like to see covered this year?
2 – What speakers would you enjoy hearing from this year?
3 – What topics should we avoid or limit?
4 – Do you have contact information for any of the speaker’s you suggested?  
BOOK DONATION TO METRO HIGH SCHOOL IN SPEAKER’S NAME
-Each spring we donate one book in honor of each guest speaker we have had throughout the Rotary year. The Speakers Committee is in charge of obtaining a list of books from Metro High School Library (via Tara Troester), purchasing, labelling and donating the books to the school during the Teacher Appreciation Breakfast (typically held in May or June.)
-Work with Club Treasurer to secure the budgeted amount for the book project and the method of payment.
-Metro High School has a day at Barnes & Noble were a percentage of the proceeds from the sales of the day are given to the school. Check with Tara Troester in January or February to see when that date is set.
ADDITONAL SUGGESTIONS
-Obtain a list of guest speakers from the year(s) previous to avoid duplication. Looking for fresh ideas that will enthuse members to come weekly and entice potential members to join.
-Meet quarterly with the Club President to make address any issues and to ensure meeting expectations. 
