

POSITION:  CHAPTER FALL SEMINAR COORDINATOR
TERM OF OFFICE:  TBD
DUTIES & RESPONSIBILITIES

At the Chapter level, the following is a list of responsibilities, which are not construed to be all inclusive:

∙ Secure several quotes from area facility locations at least one year in advance
∙ Secure Executive Board approval for location choice in a timely manner
∙ Secure facility deposit by facility deadline
∙ Secure facility contract by facility deadline
∙ Determine meals, timelines, group hotel rate, hospitality room needs and cost

∙ Supply newsletter editor with event details and registration costs and forms by deadline
∙ Supply webmaster with registration forms in a timely manner
∙ Coordinate speaker, timeline and Agenda with Chapter Program Chair
∙ Coordinate silent auction with auction coordinator

∙ Collect completed registration forms and fees

∙ Forward registrations and fees to Chapter Treasurer

∙ Secure final bill and forward to Chapter Treasurer
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