San Andreas Chapter, SLA
Tours Committee

Mission:

Provide opportunities for the SLA members to learn about libraries, museums and other places of interest in the Chapter’s region.  Sites for tours need not be libraries.  Commercial companies relevant to the library community are also candidates for tours.

Goal:

To organize two to three tours per fiscal year.

A. Duties and Responsibilities

· Obtain the Tours Committee notebook from the previous Chair.  This has been maintained for several years and provides information on locations of past tours, number of attendees at each tour, past budget reports, flyers, etc.  
· Pick sites for the tours.  Contact the person in charge of the facility or who handles tours for groups.  A visit to the site may also be necessary.

· Establish the date.  Historically, tours are held in the evening from 5:30-7 p.m.  This can be flexible to accommodate the host site.

· Create a flyer describing the tour site, and the date & time of the tour.  Provide detailed instructions for those driving or taking public transportation; include information on parking.  Include on the flyer a form for event registration.  This should include spaces for name, company affiliation, phone number, number attending tour and membership status.  The form will be submitted with payment to the Tours Committee and must include a mailing address.
· Post the flyer announcing the event to the Chapter discussion list.  Initial posting should be one-month in advance of the tour date.  Two or three reminders are posted to the discussion list over the ensuing weeks.  Additional postings can be sent to the San Francisco Chapter listserv and the San Jose State University Library School listserv.

· Submit the flyer to the Chapter web master for posting to the Event listing.

· Track attendee registration as forms and payments are received.

· Procure food & beverage items in advance of the event.

The Tour Committee is responsible for bringing in all food, utensils, and clean up materials (garbage bags, wipe-up cloths, paper towels).  Tours are not intended to be a source of income for the Chapter so registration money may be spent on quality food goods.  

Historically, finger foods such as raw veggies, cookies, crackers & cheese have been provided along with cold drinks.  Catered trays from Safeway (or other) may also be procured.  Hot appetizers may be included.  Some locations may have means for serving hot beverages.
· Create name tags showing individual and affiliation.

· Arrive at tour location to set-up an hour ahead of scheduled event.

· Tours are conducted by site personnel.  The Tour Committee should provide introductions but at not expected to conduct tours.

· Send a “Thank you” note to those involved at the tour site.  Some Chapter memorabilia is included in the Committee basket and may be distributed to the site host.

B. Working Relationships

The Tours Committee works with the Program Directors to ensure an effective distribution of events throughout the Chapter year (and no overlapping event dates).  
The Tours Committee should maintain contact with the Editor of the Chapter newsletter to assure timely submission of announcements (flyers) and of dates in the newsletter calendar.

Expect to devote 10-15 hours over the course of a month for each tour.  This includes time spent at the tour itself.  It works very well for the Committee to have two co-chairs to share responsibilities.

C. Expenses

· Submit a budget at the beginning of the fiscal year to the Chapter Treasurer.  Use past budgets as a guide.

· Committee Chairs can expect to purchase supplies such as food, plates, cups, napkins, beverages, and ice for each tour.  Other expenses include name tags, clean-up materials and miscellany.

· Fee structure for the tours was established by the Executive Board in 1998.

· Can Andreas Chapter members
$7.00

· Non-members


$9.00

· Students / Retired / Unemployed
$4.00

· After each tour, complete income / expense reports for Chapter Treasurer.  Forward these reports along with attendees’ checks to the Treasurer as soon as possible.  Reimbursement for food and supplies will be given once paperwork is received.

D. Records and Reports

A report is submitted to the Chapter President and Treasurer at the end of each term

[Originally by Leah H. Anderson – March 23, 1999]

