Duties of the Vice President

Important Information for the Program Chairperson
Guidelines for Program Chair

The vice-president of the club often serves as chair of the program committee, introduces the program participants and then thanks those who present the program.

Introducing the program participants

Introduction of the participants can be very brief.

You will want to include:

1. Presenter’s name (and possibly from what organization/group)

2. A little about his or her background

3. The title or subject matter of the presentation

Thanking the people who present the program

Thank you speeches are to be 30 seconds to 1 minute in length. Do not write notes for the thank you speech. Listen to the speech for worthwhile qualities. Express thanks for one or two of the following:


1. Thought


2. Preparation


3. Useful information


4. Special news to the club


5. A long journey to your meeting

