
   

Program Committee 
Timetable & Checklist 

 
 
Pre-Event  
Two Months 
Confirming letter to the host librarian requesting 

o A map 
o Directions 
o Parking details 
o Information on refreshments 
o Discuss person likely to extend official welcome to group, often host’s direct 

report. 
o Request a microphone and a podium. 
o Confirm the room seats about 30-50 people. 
o Arrange for a registration table and coat rack just outside the meeting room. 
o Lunch & Learn - get confirmed vendor support at least 2 months before meeting 

date.  Send vendor a contract letter to sign and return to you. 
o Lunch & Learn - ask vendor to pay donation by check or PayPal at least 4 weeks 

before the meeting date.  Vendor donation must be received before the actual 
meeting date. 

 
Confirmation letter to the speaker(s) 

o Reiterate the topic 
o Reconfirm the time & length of the program as well as their time allotment. 
o Special audiovisual requirements and any other special equipment needed. Notify 

the host librarian of these needs. 
o Offer assistance, i.e., lodging advice, copying handouts. 
o Request biographical information for their introduction at the meeting. 
o Confirm fee and expenses or offer honorarium of $100 per program (to be split if 

more than one speaker panelists). 
 
One month 

o Prepare meeting announcement.  Example follows. 
o Send meeting announcement to newsletter editor. 
o Post meeting announcement on listserv, website & blog. 

 
Day of Event 

o Oversee speaker details 
o Meet & transport if necessary 
o Welcome 
o Discuss intended introduction 
o Orient to site & equipment 



o Introduce 
o Handouts 
o Evaluation forms: distribute & collect 
o Name tags & markers/pens 
o Sign-in sheet for members 
o Sign-in sheet for non-members 
o Directional signs in place 
o Podium 
o Microphone 
o AV, e.g., laptop and/or screen 
o Room arranged as desired 
o Food & beverages 

 
Post Event 

o Send thank you letter to speaker(s) with fees/honorarium. 
o Send thank you letter to host. 
o Contact Webmaster to post evaluation results 
o Calculate expenses and forward total to Program Chair. 
o Copies of all documents and correspondence to Program Chair for Manual and 

Archives. 
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