SECOND VICE-PRESIDENT- LUNCHEON MEETING DIRECTOR
Executive Board Position

Summary: The Luncheon Meeting Director is responsible for planning, coordinating reservations and venue arrangements for all general monthly meetings. The Meeting Director also acts as Chairperson of the Program Committee responsible for planning programs with speakers or entertainment of general interest for Member luncheons or other meetings.

Position Requirements
· Medium-level computer skills
· Knowledge of Excel or Numbers
· Printing and scanning capabilities
· Basic bookkeeping and organization skills
· Adequate time to coordinate and attend luncheons
· Oversee the Programs Committee

Responsibilities
Select venues for all luncheons and negotiate contracts as required. Give copies of venue contracts to the President and be aware of renewal dates. Be a liaison with the Venue Event Manager.
Monitor reservations, respond to emails and phone calls concerning luncheons, and collect a check if a person is unable to register online. If someone signs up for two attendees or a guest, contact them to get the name of the other person they paid for.
Use the Membership Works registration list to create a spreadsheet for the luncheon. Information includes: first name, last name, number of tickets, total dollars paid and “notes.” Indicate a new member, guest and/or Board Member if that status is known. Register the speaker in Membership Works with $0 since their lunch is free. Include any special diet request (e.g., vegetarian, dairy free or gluten free) under the “Notes” column of the spreadsheet.
Send the spreadsheet to the President, Membership VP, the Name Tag Chair and the Treasurer the Friday before the luncheon.
If the number of reservations is low, contact the President and Communications Director to prepare a Welcome Mat Submission form at least once. Use the submission form to distribute to the general membership.
Oversee selection of membership luncheon programs and speakers, including a variety of topics and formats, with the Program Committee. Determine the presenter’s audio-visual needs and communicate with the venue to be sure they have the necessary AV equipment. Greet and introduce the presenter unless hosted by a Committee Member. Hosting duties include communication with the presenter before the meeting, providing information on the luncheon location and time limit, confirmation about one week prior to the meeting, and other tasks described in the Program Committee Guidelines provided by the Meeting Director to the Committee members.
Obtain advance approval of the Board for presenters who may advertise or sell goods or services at any Member event. This requirement does not apply to book authors who may wish to sell their books; musical performers who wish to sell their recorded music; or non-profits recruiting support for their organizations.
The Friday before the Wednesday Luncheon:
· Inform the venue contact person of the headcount. Let them know if there are any last-minute additions or dietary restrictions.
· Be sure to inform the Membership VP and Name Tag Coordinator of any of these last-minute additions.
· Complete the final spreadsheet.

On the day of the meeting:
· Arrive early with the final spreadsheet to check all the arrangements and to resolve any problems that may arise.
· Place “Speaker Parking” sign in parking lot.
· Set up microphone.
· Place framed announcements about the next meeting program at each table.
· The Name Tag committee will collect a check from any last-minute registrants.
· After luncheon begins, check for any empty chairs to help late arrivals find seating.

After meeting:
· Give any checks received by mail or at the luncheon to the Treasurer or the President (if the Treasurer is not present) to be deposited into the club account.
· Retrieve the microphone and the “Speaker Parking” sign.

Reminders:
All Board members:
· Must submit all expenses for reimbursement by the Treasurer before the end of ANC’s fiscal year.
· Are expected to attend board meetings, usually on the first Wednesday morning of the month.
· Are expected to provide training for their positions when the incoming board takes office.  
· Should respond ASAP to all inquiries from other members, potential members and Board members.
· Should periodically post information on the Club website and weekly newsletter pertinent to the position. 


1
Revised 2025 (Arial 12 Font)
