San Antonio Mission Trail Rotary Club
Program Chair Guide

Overview:  This guide is designed to (1) outline the duties of the program chair, and (2) provide templates that can be used when engaging with a guest speaker.  The designated program chair is responsible for scheduling a program (e.g. speaker, video, classification talks, etc.) for every regular Rotary Club meeting for that month.  Programs can cover a wide array of topics.  Rotary publishes a yearly calendar that designates themes for most of the month (see below chart). The program chair is not expected to stick to that month’s theme.  

Key Duties: 

· Actions Prior to Rotary Club Meeting 
1. Develop a program for every regular Rotary Club meeting

2. Coordinate with guest speaker for the following:  

a. Request a biography or brief narrative for the introduction

b. Confirm any communications/visual information requirements

c. Provide overview of meeting format:  

c.i. 7:30 - 7:45 am:  Fellowship and breakfast

c.ii. 7:45 - 8:00 am:  Meeting called to order & community business

c.iii. 8:00 - 8:30 am:  Speaker Introduction and program (to include Q&A)

d. Encourage speaker to take advantage of a complimentary breakfast and/or coffee

3. Notify Club Secretary of the following program details before assigned month begins: (1) name of guest speaker or in-house Rotary video, (2) date, (3) topic, (4) contact information
· Actions on the Day of Rotary Club Meeting
1. Arrive by 7:15 am to greet the guest speaker and setup any communications/VI equipment

2. Assist the guest speaker with ordering breakfast and/or coffee

3. Introduce the guest speaker using the provided biography or narrative 
2018 - 2019 Rotary International Calendar:

· July:  None

· August:  Membership and New Club Development Month

· September:  Basic Education and Literacy Month

· October:  None; World Polio Day is 27 October 

· November:  Rotary Foundation Month

· December:  Disease Prevention Month

· January:  Vocational Service Month

· February:  Peace and Conflict Prevention/Resolution Month

· March:  Water and Sanitation Month

· April:  Maternal and Child Health Month

· May:  Youth Service Month

· June:  Rotary Fellowship Month   

Templates:

E-mail Invitation to Potential Guest Speaker

Email Confirming Guest Speaker
