SOUTH SURREY GARDEN CLUB
CHECK LIST FOR SPEAKERS – Copy to Programme Chair
	Event Date and Start Time:



	Speaker and Topic:

	Contact Person:

Phone#:

Email Address:

Mailing Address:

	Honorarium:
Travel Expenses:

Accommodation Booked/Cost:

Dinner/Snack with Speaker if Required:

	Speaker’s Information Sheet; Audio Visual Requirements and Map Sent:

	Audio Visual Requirements received/technician notified:

	Plant list received and emailed to members.
Handouts/Photocopying if needed:

	Plants/Books for Sale:

SSGC sales assistance needed

	Write-up for Garden Clippings.  Let newsletter writer have the speaker’s name and contact info.
Published March 15, July 15 and November 15

Submission Deadline:  First day of March, July and November.

	Introduce and Thank Speaker Arranged:

	Cheque requested from treasurer.
Cheque issued.

Note of thanks to go with cheque or gift card for speaker.

Speaker’s expense receipts to treasurer.

	Follow-up E-mail with Speaker:

	Evaluation:


Check List for Speakers
Updated February 8, 2017

