JOB DESCRIPTION

Program Chair, Capital Calligraphers

2010/11

1. Assess guild members' program needs and interests.

2. Arrange for a program each meeting.  Exception:  May (plant sale & silent auction fund raiser). 

3. Email members a reminder about a week before each meeting listing supplies they need to bring or any costs. 

4. At the meeting, introduce and thank the presenter. 

5. Coordinate presenter honorarium and reimbursement with the treasurer.  The program presenter honorarium is $50.  Supply costs are also reimbursed.  Presenter mileage is reimbursed at the Federal per diem rate.

6. Attend board meetings and keep board informed of program planning.

