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Policy:
This Chapter Policy will be utilized for Committee Members, Chapter Administrator, President Elect and Speakers for Planning the Chapter’s Educational programs.
Purpose:
The intent of this policy is to provide a detailed checklist to assist in organizing and presenting Educational Programs for our membership. The specific tasks are contained in Attachment A, Event Planning Guide and the responsible parties are as follows:

1. Event Committee 

2. Chapter Administrator 
3. President Elect 

4. Board Liaison
5. Treasurer
Meeting Date Setting

1. The dates for all education meetings are determined by the specific committee with approval from the PE and the Board.

Preparation for the Meeting:

1. The specific tasks and responsibilities related to planning and executing an educational meeting are contained in Attachment A, Event Planning Guide.

2. If a speaker requires payment, obtain Board approval prior to agreeing to any terms.
3. If the speaker fee exceeds $599, the lead committee must obtain speaker’s social security number and address and forward to the Chapter Administrator and Treasurer.
4. Submit the Event Date Reservation Form to the PE as detailed in Policy A03, Facilities Request Form.
