May Library Lecture Series

Outline and timeline for organizing Library Lecture Series*


1. November:  

a. Volunteer organizers meet each other; invite Master Gardener Volunteer Coordinator (MGVC), and a member of the board from the Alpine Master Gardener Association (AMGA).
b. Pick days/dates to hold lectures. 

1. Confirm dates with the AMGA making sure dates & times will not conflict with their meetings.
2. Schedule dates with the Otsego County Library.
c. Decide on lecture topics* (ideas in 3-ring binder), and get approval from MGVC and AMGA.
d. Decide who will contact speakers* (Possible speakers in 3-ring binder).
e. Formulate a budget and ask the AMGA Vice President for the money. (Expenses:  Door prizes, thank-you cards & gift certificates-as appropriate, refreshments, napkins & paper plates-as needed).
2. November – January

a. Contact speakers, decide specific date speaker will present, coordinate with other volunteers.  Ask for a very short Biography* (example:  5-facts about speaker & topic) which will use in the flyer, on the Public Service Announcement, and to introduce the speaker.  
b. Early January send Otsego County Conservation District a list of dates, topics, and speakers so this information may be included in their newsletter.
3. February

a. Send speaker confirmation letter* (optional).
4. March

a. Make flyer*.  Ask Michigan State University Extension (MSUE) contact to put in the information in the April newsletter. Include in the flyer the dates and speakers and a very short Biography* of the speakers and the lecture topics.

5. April

a. Contact (call or write) speakers, remind them of lectures, ask if any special equipment (such as a projector, computer, screen) is needed (do this +/- 2 weeks prior to each lecture thru May). 
b. Contact the library and reserve special equipment as needed.

c. At AMGA meeting send around the Treats* sign-up sheet asking for volunteers to bring Drink/Sweet/Salty/Napkins & Paper Plates to lecture for +/- 20 guests.  For any remaining openings, ask the volunteer organizers to sign up.  
d. Submit Public Service Announcements (PSA)* to the Gaylord Herald Times (2nd-3rd week of April and thru May) and radio station ((3rd-4th week of April and thru May).

e. Post flyers* (at library-and on Library marquee, Conservation District, places of work, etc.).
6. May

a. Contact speakers 1-2 weeks before each lecture.
b. By noon the day before the lecture, call the library and advise how the room needs to be set up (for viewing the screen, or for a demonstration).
c. Half hour before lecture set up room/treats.
d. At the lecture take photos then share photos with the AMGA historian.

e. At lecture pass out survey* and collect after lecture, have people sign in so the door prize may be given.
f. Use the Introduction* form as needed.
g. Send Thank-you notes to the speakers.
h. Update this outline* and other examples in the 3-ring binder as needed
i. Give MGVC the names and information of anyone interested in becoming a Master Gardener or being notified of upcoming events.
*An example is in the 3-ring binder, electronically on disk, and on AMGA’s website.  

Bold text notes which tab on the 3-ring binder to look for.
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