Coastal Quilters Guild of Santa Barbara and Goleta, Inc.

Speaker Liaison
Position Outline:

· Liaison between the Coastal Quilters Guild and speakers
Position Detail:

1. Speaker Hospitality

a. Review the contract and contact speaker three months ahead to verify his/her plans and needs for the lecture and workshop as well as travel plans. Contact again at approximately one month and one week ahead.  Sample letters are in the handbook.
b. Transportation

i. Find out Speaker’s expected arrival date and time and their mode of travel

ii. Make arrangements for transportation to/from the airport if necessary

iii. Make arrangements for transportation to/from workshops

c. Accommodation

i. Find out Speaker’s preference for accommodations (hotel, guild member’s home) and any special requirements (no pets, etc.)
ii. Make the appropriate arrangements

d. Meals

i. Arrange to take the speaker to dinner before the Guild Meeting.  Make reservations and assemble guests.
ii. .  Make sure the speaker’s lunch is provided at the workshop.
Note:  Dinner and lunch will be provided by the Guild.  Speaker Liaison or workshop coordinator should pay for meals and submit a reimbursement form to the Treasurer.

e. Other:

i. Follow up after meeting with an email or note thanking the speaker

2. Guild meeting:

a. Make arrangements for the set-up of the equipment requested by the speaker for the program

· Projector & screen

· Extension cords

· Tables

· Quilt stands

· Quilt holders
b. Arrange transportation for the speaker to/from the Guild meeting.  Speaker should be onsite by 4:00PM a to allow them time to set-up before dinner.

c. Announce up-coming programs and workshops for next three months
d. Assist speaker with packing after the meeting.
e. Return all equipment to the storage closet.
f. Introduce the speaker

3. Guild contacts
a. Provide 
b. Newsletter Editor with information about the lecture and workshop

c. Provide Workshop Coordinator with a list of items requested by the speaker for the workshop

d. Provide Treasurer with anticipated expenses related to the Speakers.

e. Submit any invoices (not credit card receipts) for hotels and meals to the Treasurer.

Other job requirements:


Email/Internet access

Yes


Storage space


One box

Approximate time spent
10-12  hours

Quilt Show


Yes

Back-up for this position:
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