
California Horticultural Society

Outline for General Membership Programs/Meetings:

San Francisco County Fair Building, Auditorium

PRE-MEETING:  Ensure that someone will be present and able to set up the Audio-Visual equipment—
and be sure it is compatible with the speaker’s system/laptop/etc—and test the system ahead of time!! 

Also, be sure that the tables and chairs are set up as we use them—and in sufficient numbers.

START THE MEETING/PROGRAM at   7:15pm     promptly  ! (well, the outline doesn't usually match reality!)
1.  Welcome everyone!  Perhaps mention something about Cal Hort?  (Pre-eminent horticultural 
organization, how long running (since 19??), some other history, benefits of membership, activities, 
etc?)  (1-2 minutes, max.)

2.  Ask that everyone please silence their cell phones.

3.  Does everyone have a door prize ticket?
    3a. Has a door-prize been selected? - If so, show it.

4.  By 7:18pm: Recognize and introduce new members.  Ask them to state their name and where they 
garden.
    4a. Ensure that each new member gets six free drawing tickets. 

5.  By 7:20pm: Welcome guests:  We are very glad to have you here.  Restate free drawing tickets (and 
other benefits) for joining! 

6.  By 7:22pm:  Introduce Council members present—available for questions/information.  Mention 
opportunities for participation.  Mention that all are welcome to attend Council meetings.  Provide 
details.

7.  By 7:28pm:  Conduct any Cal Hort business, if any.  (By-Laws , elections, memberships due, 
scholarships offered/ awarded, etc.) 

8.  Announcements:  (approx. 7:25-7:30pm)

     8a.  Mention if plants/books/etc. are for sale (or being given away) during the meeting.

     8b.  Upcoming Cal Hort events:  When possible, have organizer announce/provide details.

     8c.  Other upcoming horticultural events.  Ask attendees if they have any to announce. 

     8d.  Point out location of any handouts.  

     8e.  For the April meeting, make sure to reiterate what to do to participate at the Annual Dinner.
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9.  Thank last month's plant drawing donors.  (Bring a list!--or try to remember who they were or find 
someone who does!) (<1 minute)

10. Find out who they are-- and thank this month's donors.  Invite a short description of the plants 
they've donated.  (5-8 minutes, max.)  By 7:38pm

11.  Turn attention to the plant display and initiate discussion (probably led by Ernest Wertheim and/or 
Richard Turner).  (10-15 minutes.)  By 7:45-7:50pm.

12.  At approximately 7:45-7:50pm:  (Having already found out who will introduce the speaker): 
Introduce the introducer-- and yield the podium.      

     12a. As the introducer approaches the podium, remind members again to please silence cell phones.

13.  While the speaker is being introduced, have a designated person close the doors, and pull closed 
the drapes.  When the speaker is ready, have someone turn off the lights; leaving only the sconces lit.

14.  (From approx. 7:50-7:55 until 9:00pm), the talk itself occurs.  (Must begin no later than 8pm!)

 AFTER THE TALK:

15. Thank the speaker.  If time, invite a brief Q & A session.   Remind all how to contact the speaker for 
more information/plants/ etc.  (Need to be done by 9:10pm.)

16.  Encourage the audience to show up next month by saying nice things about next month's  speaker 
and subject.  (Have this information handy.) (<1 minute)

    16a. For the November meeting, wish everyone “Happy Holidays” and remind them that the January 
and February meetings occur on holidays.  Mention the speakers/topics, if known, to entice them to 
mark their calendars! (<1 minute)

17.  Award the door prize. (<1minute)

18.  9:10-9:20pm: Intermission/break (of no more than 10 minutes—BE SPECIFIC!)  Encourage people to 
buy tickets for the plant drawing-- and point out who's selling them.

19.  9:25-9:45pm:  Plant drawing.  (Usually led by Dave Tivol, who will seek an assistant or two.)  If Dave 
will not be present, identify an alternate ahead of time.  (Must begin no later than 9:30 pm!)

20.  9:45-10:00pm:  Clean up the room and facilities.  Ensure all of our equipment and other supplies are
put away and that the room is left clean.

21.  10:00pm:  If one of our members (eg. Andy Stone) is not present/able to lock up, contact the 
Rangers at SF Rec & Park (415-242-6390) to advise that we are done:  that they may now come and lock 
up.  They very much appreciate this.
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