SBCC Program (role) Description
Mission of Program

Provide entertainment and knowledge to members and guests

Help create an awareness of the Club by opening up our seminars to non Club members

Help setting up the four General meetings

Support the Racing and Cruising activities of the Club

Support membership in finding and closing on new members

Program Events

Seminars: Maximum of 5 – 7 events per year; 3 – 4 in the winter, 2 in the fall
General meetings (4)

1. Spring Party: Hospitality has the lead

2. Commissioning Day: Program has the lead; Commodore does event schedule; bring honor guard

3. The Blast: Hospitality has the lead

4. Boatyard party: Hospitality has the lead

Notes:

1. Make sure that the PA system is there when needed. The Commodore is keeper of the PA system?

2. No general meeting should include more that two events (not including a General Meeting)

3. Try to get a representative of the USCG or similar authority to speak at Commissioning Day

4. When events are run by the Hospitality Committee they will be responsible for invitations, RSVP, Collection of money, etc.

5. Some events are a collaboration of multiple committees (i.e. Commissioning Day). Coordinate with other committees accordingly
Other meetings
1. Installation: (every other year)

2. Cruise awards: Program has the lead; can optionally be run by Fleet Chairperson

Key Elements of Seminars

1. Be Event Chairman for each event

2. Select topics

3. Schedule facility at least 2 months before the event 

4. Announce coming events by Article in Masthead, the SBCC Facebook private group and email
5. Invitations by email should go out at least three weeks before the event

6. If including refreshments, pick up prior to the event

7. Collect all payments (if not at library) or donations (if at library and requested by event organizer) either before the event or at the event. Checks should be made out to SBCC

8. Optional: Have name tags at the door
9. Work with Membership and welcoming to identify new members. New members and prospective members should be identified on their name tag.

Venues
Although policies can change at any time, the West Islip Public Library (WIPL) has been very helpful and friendly to the SBCC for events including Program Events.  WIPL does not charge for SBCC events to use their space, but they will require their application form to be filled in and submitted to them before they will make a final approval for a specific room and date.  If asked, the WIPL will FAX their form to you and you can return the filled in form by FAX.  Be sure to ask in the WIPL form for whatever else is needed, like a projector to connect to a computer, etc.  The WIPL does not allow anyone using their rooms to charge admission for events, but it is OK to ask attendees to make an optional donation.

At least one restaurant in the past has been willing to host an SBCC event at no charge for the facility based on their hope that some SBCC members will order food or drink during the event.  Of course, if a facility charges a fee for the SBCC to host an event, it is reasonable to include those fees in an admission charge to the SBCC members attending the event.
Public Speakers
Public organizations like the US Coast Guard, and some private organizations like TowBoatUS will provide public speakers at no charge.  Some public speakers have requested they be reimbursed for their travel expenses.

In past events, it has been noticed that a public speaker might request a fee of $200 to $300 to appear in person or to appear by a webcam.  Past webcam events have worked technically very well at the WIPL, but pre-testing should be done with the public speaker at least a week in advance of a scheduled event to leave time to resolve any technical issues.  For Program events at the WIPL that have had to pay for public speakers, optional donations requested from the attendees has often been able to cover 50% to 80% of the public speaker’s fee.  Be sure to calculate how much of an optional donation is needed after you see how many people attend, and be sure to announce the desired optional donation amount to the attendees before they leave.

Funding
The Program role in the SBCC has typically run on a small budget for the year, although if a special event required additional funding that could be brought up at a board meeting to request approval.

The SBCC Program should plan on all expenses for the year, minus any admission fees or optional donations, coming to a total that is less than the Program budget for the year.  Consider that all Program expenses need to be considered for each event including: venue fees, public speaker fees, tips, administration fees, sales taxes, etc.
All expenses requested to be reimbursed by the SBCC should include the original invoice marked paid, and/or charge card receipts showing the amounts paid.  The intention is to show proof of payment.

Potential Metrics

1. Attendance at Program Events
2. Number of non-members /potential new members attending events

3. Number of new members identified through Program events

Schedule

1. August (every other year): develop survey of the membership to ask what topic(s) they’d like to see in Program Events
2. September (every other year): planning for Installation of New Officers (Change of Watch)
3. Oct/Nov: organizational and planning meetings

4. December: finalize event schedule

5. January – April: winter seminars

6. November/December: fall seminars
Program Committee


Ideally should include:

1. Regatta Captain

2. Fleet Captain

