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CHULA VISTA GENEALOGICAL SOCIETY 

Standard Operating Procedure 

Seminar Chairperson 

As defined by the Bylaws and Standing Rules of the Chula Vista Genealogical Society, the Seminar 

Chair shall be in charge of planning and implementing two seminars per calendar year for the purpose of 

raising scholarship funds to be awarded to local graduating Sweetwater Union High School District 

Seniors, and for promoting the Chula Vista Genealogical Society to its members and the public at large.  

The purpose of this Standard Operating Procedure is to further define the responsibilities of this 

position.  

Seminars are by their nature learning opportunities, and subjects may cover a range of genealogical 

topics and methodologies to benefit beginning and advanced genealogists.  It is an obligation of the 

Society to pursue educational goals, and it will be the Seminar Chairperson’s responsibility to insure that 

it is accomplished in a professional and timely manner. 

Responsibility I: The Seminar Chairperson shall appoint a Committee of five to seven members, 

selected from the Board and/or from the general membership.  The Committee shall be formed at 

least six months prior to the proposed event. 

A. Confer with pertinent Board members to review program topic(s), presenter(s), budgeting 

constraints and logistics for purposes of continuity of Society goals and objectives. 

B. Schedule meetings on a regular basis for the purpose of accomplishing specific goals.  During 

the last month, more frequent meetings will be needed. 

C. Provide agendas for each meeting.  Tasks will be assigned with completion dates, and progress 

will be reported at each meeting.  The committee will refer to Suggestion/Critique Sheets from 

past seminars.     

D. Select a Seminar date.  The spring seminar is often held the last Saturday of March, keeping in 

mind holidays and local community events.   Coordinate both fall and spring seminar dates with 

The San Diego Genealogical Council.   The Fall Seminar is often held during September or 

October 

E. Research and evaluate site options and costs (venue rental, meals if offered –including tax and 

service, additional fees for equipment, etc.). When signing a contract (BEO, or Banquet Event 

Order), ask for “first right of refusal” if there is an opportunity to upgrade to a larger room. Be 

aware of legal requirements, deadlines, etc.  Maintain a good relationship with the venue’s agent 

and remain in close contact. 
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F. Decide on seminar topic and speaker.  Research speakers’ availability, interest and fees.   Present 

a Speaker’s Contract.  Design the day’s schedule for the program. 

G. Create a budget, based on all estimated costs and income from attendees, donations and other 

sources.  A separate “Special Events Account” is maintained by the Society for this purpose. 

1. Arrange for an online registration and payment system (i.e., Constant Contact) for attendees 

to maintain an accurate count and income analysis. Registrants must provide email and/or 

phone numbers for contacts. 

2. Plan for all audio visual needs, budgeting for what must be rented. 

3. Create a list of donors, sponsors and advertisers who can donate goods and services for the 

event and for door and raffle prizes.  Have a system for soliciting donations and for follow-

up/thank you’s. 

4. Consider having vendors at the event, including CVGS used book sales. 

H. Create a plan for publicity, considering cost vs effectiveness:  Posters and flyers, newsletters, 

bloggers, emails, local newspapers and contacts with other societies.  All publicity should 

contain a reference to “Scholarship Fundraiser” or similar.      

Responsibility II: The Seminar Chairperson shall assign specific tasks, some as noted above.  

Others may include, but are not limited to: 

A. Printing flyers, posters, the program, name badges, any hand-outs required by the speaker, 

contents of the welcome packets, etc. 

B. Providing refreshments not offered by the venue’s caterer, either purchased or home-baked. 

Consider some dietary restrictions. 

C. Maintain a list of local hotels (with amenities and costs) for the speaker and out-of-town 

attendees. 

Responsibility III: The Seminar Chairperson shall solicit volunteers from the membership to fill 

positions at the registration table, raffle and door prize table, and others as needed.  

Responsibility IV: The Seminar Chairperson shall, with the help of the attendees’ comment sheets 

and input from the Committee and volunteers, provide a critique/review, with a list of suggestions 

for improvement of the next event. He/she shall also see that thank you letters are sent to the 

speaker(s), the venue, all donors and service providers. 

Responsibility V: The Seminar Chairperson shall support Society Activities.  

A. He/she will make every effort to attend General Meetings and Meetings of the CVGS  Board of 

Directors to report on Seminar status.  

B. He/she shall be authorized to purchase the necessary materials to adequately carry out the 

requirements of the position and for the success of the Seminar. All requests for reimbursement 

must be accompanied by receipts that clearly delineate the expenses for which the costs were 

incurred (see “Special Events Account” above). 


