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TIMELINE FOR PROGRAM CHAIRMEN 

 

AS SOON AS YOU BECOME PROGRAM CHAIRMAN 

 Start a list of programs you wish to book.   

 Some suggested sources: 

•  Poll your club for their areas of interest 

•  Ask program chairmen of clubs with similar interests to recommend the best pro-

grams they have had recently. You can also ask, discreetly, which speakers were disap-

pointing or overpriced 

• Check out the Speakers Forum on the GCFM Website (gcfm.org) 

  

SEVERAL MONTHS BEFORE YOUR MEETING DATES 

Start scheduling programs.  

• Be clear about what types of programs your club would  like.    

• Make your calls. Remember that speakers in greatest demand get booked early, so you 

may want to have alternate dates in mind. 

• Establish the date, location, time, topic, title, and length of the program.  

• Agree on the speaker’s fee and other reimbursable expenses such as  

       mileage and cost for materials.    

• Inform the speaker about the level of knowledge and experience your club members 

have in the particular subject area.   

• Plan the set-up of the room.  Establish who will provide equipment such as a micro-

phone, projector (slide or digital), screen, and appropriate table coverings.  

• Establish arrival time and number of helpers needed.  If you are booking a floral de-

sign program, ask how many arrangements will be available for a drawing, auction, or 

give away.  

• Reminder: If you plan to have the program videotaped, you must ask permission from 

the speaker.  

• If it is necessary to check with your committee or executive board before finalizing a 

booking, be sure to contact the speaker in a timely manner to confirm or politely cancel 

the booking. 

• Prepare a contract that includes everything you have agreed upon with the speaker.   

NB:  To make your job easier, you may use the standard GCFM Program Contract 

(www.gcfm.org/forms/speaker contract), which includes all this information. 

• Email the contract to the speaker, or mail the speaker two (2) copies of the contract 

with a stamped, self-addressed envelope.  Enclose a note asking the speaker to sign 

and return one copy while retaining the other copy for reference.  

• Request biographical information from the speaker for your club to use for publicity 

and for his/her introduction.  

• Remember — until both you and the speaker have a signed contract, the deal is not 

complete!  Attend to this within a few weeks of your inquiry. 

• Provide directions, if needed, to the meeting site. In the age of the GPS, this is not 

always necessary. 

• IMPORTANT. Exchange cell phone numbers with the speaker for contact on the 

program day.  This will help prevent any anxious moments. 

• As soon as you have your programs scheduled, provide your yearbook chairman 

with complete information. 

 

http://gcfm.org/
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TIMELINE FOR PROGRAM CHAIRMEN 

 

THREE WEEKS BEFORE A MEETING 

• Contact the speaker to confirm the plans. Inform the speaker of the  expected 

length of the business portion of the meeting, and approximately when the speaker 

can expect to begin. 

ONE WEEK BEFORE THE MEETING 

• Confirm the room set-up.     
 

THE DAY BEFORE THE MEETING 

• Prepare your introduction of the speaker. 

• Have the treasurer prepare a check for the speaker. Make sure that it is given to 

the speaker before or immediately after the presentation.   (The speaker should 

not have to ask for it.) 

Protocol: Traditionally, if a club member presents a program to her/his own club, the cost 

of materials is covered, but no fee is charged. The speaker may be given a small gift or 

honorarium. 

 

THE DAY OF THE MEETING 

•  Have helpers ready to assist the speaker on arrival. 

•  Reserve a parking place for the speaker, close enough for convenient unloading. 

•  If a microphone or digital projector is to be used, be sure it is working properly. 

•  Know where the light switches, thermostat and electrical outlets are. 

•  Greet the speaker when she/he arrives, and offer assistance and refreshments.   

•  When it is time, introduce the speaker and then sit back and enjoy the program. 

•  When the program is over, thank the speaker and give him/her the check. 

•  Assist the speaker with packing up and loading out. 

•   A thank-you note is always appreciated. 

Prepared by Marisa McCoy  (2013) 

Updated by Jill Malcolm (2021) 

 

Program Contract form can be found on the website: www.gcfm.org under Forms 





 

Tony Todesco 

The Art of Floral Design 

Programs presented nationally 

and internationally 
 

NGC Flower Show Master Judge 
 

NGC Flower Show School  

Committee, Design Consultant 
 

Originator New Design Styles for NGC 
Handbook 

 Entertaining, informative  

design presentations  

for small or large groups 
 

Mainbug123@gmail.com 

978-897-5720 

 
HERB WORKSHOPS  
& DEMONSTRATIONS 
            

Infusing Your Life with 
Herbs  
 

Beyond the Basics: 10 
Herbs to Know and Grow 
  
 Astrological Herbs  
 
Keeping It Clean and 
Green            
(Natural Cleaning) 
     

Wicked Weeds: the Dan-
gerous Side of Plan    

  
The Still Room Garden 
                
Craft a Homemade Holiday 
     Plus more. . . . . . .  
 

THE GREEN WOMAN'S GARDEN 
 

Karen O'Brien  413-225-2144  
 

www.greenwomansgarden.com 
 

 

SUZANNE MAHLER 

POWERPOINT PRESENTATIONS 
 

Designing a Garden for all Seasons 
 

Get Ready for Spring 
 

Pollinator Gardens 
 

Perennial Color Spring thru Fall 
 

Gardening in the Shade 
 

Growing Iris, Daylilies, and Hosta 
 

Putting the Garden to Bed 
 

Dividing Perennials 
 

Great Public Gardens of New 
England 

 

Visit suzannemahler.com for a 

complete list and descriptions of  

programs or call (781) 878-8039 

http://www.greenwomansgarden.com/














 

Slide Lectures on Home Gardening         

  “Raised Bed Gardening” 

  “A Visit to ‘Les Quatres Vents’” 

  “Rethinking Uses for Annuals” 

   "Controlling Views in the Garden" 

   “Native Plants—or not?—for Shady Gardens” 

   “Living Fences: Successful Plants for Hedges” 

   “Transforming Personal Space: from Back Yard to Garden” 
 

    Visit my web site to learn more about  

    my lectures:  www.smmgardens.com 
 

    Sally McGuire Muspratt 

    617-327-2401 

       smmgardens@gmail.com 

  THE NEW  

   GARDEN  

   SOCIETY 

    PROVIDES  

VOCATIONAL TRAINING  
AND    
HORTICULTURAL THERAPY   
TO  100+     INCARCERATED                    
STUDENTS  13-80   YEARS    
OLD  EVERY  YEAR.   
 

TO FIND OUT MORE VISIT  
THENEWGARDENSOCIETY.ORG 



 

INFORMATION ON 

PROGRAM SPEAKERS FOR GARDEN CLUBS  

can be found on our website 

www.gcfm.org 

in the Speakers Gallery on  the Home Page. 

 

To advertise in our Newsletter,  

contact GCFM Office Administrator Lyn Hoyt  

at gardenclubfedma@gmail.com 



 

 Alvarez, Deb 

 Bibler, Laura 

 Bonzagni, Sandra 

 Butler, Joan 

 Deborah F. Chud 

 Chute, Mike &Angelina 

 Cox, Ila 

 Edgcomb, Diane 

 Espinosa, Erin 

 Massachusetts Master Gardeners  

 Hayes, Mary 

 Leva Kathryn 

 Mahler, Suzanne 

 Mickey, Thomas 

 Milbocker, Jana 

 Muspratt, Sally 

 O'Brien, Karen 

 Piaia, Jessa 

 Sampson, Christine 

 Sanders, Betty 

 Sanders, Neal 

 Schuckel,  Michelle 

 Stanley, Karin 

 Szymczak, Betsy 

 Todesco, Tony 

 Trickett, Deb 

 von Brincken, Maria 

 Warner, Rebecca 

 

 

juanndeb@verizon.net 

laura@laurabibler.com  

sbonzlyme@gmail.com  

joan@bjbsoftware.com 

dfchud@yahoo.com 

mike@rosesolutions.net  

ilacox@comcast.net 

dedge@livingmyth.com 

development@thenewgardensociety.org 

speakers@massmastergardeners.org 

marybhayes99@gmail.com 

Kathryn.Leva@gmail.com 

suznmahler@aol.com 

tmickey@comcast.net 

janamilbocker@gmail.com 

smmgardens@gmail.com  

Karen@greenwomansgarden.com 

jessapiaia@gmail.com  

mfaa.christinesampson@gmail.com 

betty02052@gmail.com 

Neal02052@gmail.com 

michele@naturalselectionsgardens.com 

irishgardendesign@comcast.net  

szymczakb@gmail.com  

mainbug123@gmail.com 

deborah@thecapturedgarden.com 

maria@mariavonbrincken.com 

rebeccawarner472@gmail.com 

 

 

PROGRAM SPEAKERS EMAIL ADDRESSES 
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