GREATER BOCA RATON ESTATE PLANNING COUNCIL 

VICE PRESIDENT OF PROGRAM’S

DUTIES AND MONTHLY RESPONSIBILITIES

Duties: The Vice President of Programs shall perform the duties of the President in the absence of the President and the President-Elect, and shall also chair the Program Committee.  The Vice President of Programs shall also be responsible for obtaining speakers, arranging for speakers’ gifts, and obtaining sponsors for meetings.   

APRIL

Congratulations! You have been selected as the new VP of Programs. Although your   term does not officially begin until July 1, most of your work will take place during May and June to ensure a successful year.

Attend Board Meeting on ____________________





Date

Attend Dinner Meeting on _________________





Date

MAY

As incoming VP of Programs, start thinking about which speakers you would like to invite to speak at our Council dinner meetings and an appropriate sponsor for each event.  Review the previous year’s speakers and attempt to solicit speakers from different corporations.  The speakers would preferably not be local individuals, and generally would come from the major banks, law firms, accounting firms and insurance companies.  Some typical topics have included:

· Current estate and gift tax issues

· What’s new in the markets/economic discussion

· Charitable planning/planned giving
· Current fiduciary administration issues

· Income tax and retirement planning

· Insurance and financial planning

· Ethics

It’s best to schedule speakers and topics that would appeal to our five disciplines.

JUNE

In conjunction with the President Elect (namely the incoming President), select meeting dates (typically on the third Tuesday of October, November, January, February and April).  Incoming VP of Programs start obtaining commitment from speakers and sponsors for upcoming year; if needed, obtain suggestions from the board as to timely topics, etc.  

JULY

July 1st starts the official beginning of your term.

Confirm program speakers and sponsors for dinner meetings. Determine the audio-visual needs of each presenter, handout requirements, etc. and communicate to the Executive Secretary.  

Provide information regarding speakers and sponsors to the board and Executive Secretary via email (sample attached as Exhibit A).   Ensure that the VP-Technology or the Executive Secretary enters the dates, speakers and sponsors on the website.  Obtain biographies of each speaker and post on the website.

Send letters of confirmation (sample attached as Exhibit B) to each speaker.  Obtain sponsor’s signature on contract (sample attached as Exhibit C) and send an invoice as necessary (sample attached as Exhibit D).  As checks are collected, forward to the Executive Secretary, and send out a thank you letter (sample attached as Exhibit E).

Review evaluation form used for prior year (sample attached as Exhibit F) and decide whether to make any changes.  Also review results of prior year’s evaluations.
AUGUST

Arrange with the Executive Secretary to order the Council gifts for speakers (pen and pencil set engraved with the name of our organization) and ensure one set is brought to each dinner meeting.

SEPTEMBER

Attend New Member Cocktail Party on ____________________  







Date

Confirm personally with the October speaker and sponsor logistics etc. 

OCTOBER

Attend Board Meeting on ____________________





Date

· Confirm speaker schedule for the year to the board 
· Review results of April speaker evaluations

· Present Evaluation form to be distributed at the dinner meetings

Attend Dinner Meeting on _________________





Date

· Place Evaluation forms on all the tables

· Introduce Speaker 

· Thank Speaker and give them Council gift

· Collect the Evaluation forms at the end of the evening 

Confirm personally with the November speaker and sponsor logistics etc. 

NOVEMBER

Attend Board Meeting on ____________________





Date

· Review results of last month’s speaker evaluations

Attend Dinner Meeting on _________________





Date

· Place Evaluation forms on all the tables

· Introduce Speaker 

· Thank Speaker and give them Council gift

· Collect the Evaluation forms at the end of the evening 

DECEMBER 

Confirm personally with the January speaker and sponsor logistics etc.

JANUARY

Attend Board Meeting on ____________________





Date

· Review results of November speaker evaluations

Attend Dinner Meeting on ________________





Date

· Place Evaluation forms on all the tables

· Introduce Speaker 

· Thank Speaker and give them Council gift

· Collect the Evaluation forms at the end of the evening 

Confirm personally with the February speaker and sponsor logistics etc. 

FEBRUARY

Attend Board Meeting on ____________________





Date

· Review results of January speaker evaluations

Attend Dinner Meeting on _________________





Date

· Place Evaluation forms on all the tables

· Introduce Speaker 

· Thank Speaker and give them Council gift

· Collect the Evaluation forms at the end of the evening 

MARCH

Confirm personally with the April speaker and sponsor logistics etc. 

APRIL

Attend Board Meeting on ____________________





Date

· Review results of February speaker evaluations

Attend Dinner Meeting on _________________





Date

· Place Evaluation forms on all the tables

· Introduce Speaker 

· Thank Speaker and give them Council gift

· Collect the Evaluation forms at the end of the evening 

MAY

Provide support and information to the incoming VP of Programs with suggestions for speakers and possible sponsors for the upcoming term. Turn over the results of the April speaker evaluations to the incoming VP of Programs as well as all prior evaluations.
JUNE    
Your term ends officially on June 30. 
ADDITIONAL NOTES:

The board members typically meet on the Friday morning before the Tuesday Council meeting.  Board meetings are typically held at Woodfield Country Club on the third Tuesday of the months of October, November, January, February and April.  Announce the next speaker and sponsor. 

