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“How to Guide” 

Committee Chair 

The Committee Chair schedules committee meetings periodically to 

brainstorm topics and speakers for future programs.  An Agenda is 

prepared and given to the members at the meeting.  

  

A committee member must be identified who is willing to take minutes 

of the meeting and email them to the full committee, including the 

board liaison, requesting their comments, additions or corrections.  

Once finalized, a copy of the minutes is to be sent to the Vice 

President. 

The Committee considers Ideas for topics generated from: 

• The Jewish Outlook publication 

• Magazine and newspaper articles of Jewish and historical 

content 

• Individual interests and topics that would be of wider interest to 

Havurah membership 

• Individual Havurah members that have areas of expertise to 

share 

Then speakers who can address the topic of interest are contacted.  

• Obtain several dates and times that are convenient for the 

speaker 

• Check the CHS web calendar to ascertain that the date is 

available, click the link to check Sun City reservations for room 

availability 

• Click the Date and Room Reservation Form link and complete the 

form 

• Present the topic, speaker, and possible date to the Havurah 

board for approval 
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The Committee Chair or Event Coordinator will handle room 

reservations and establishing the budget for each speaker and event.  

The budget will cover room rental, light refreshments and supplies.  

They then determines if an honorarium is appropriate and how much - 

up to $200.  

Alternatives to an honorarium can be: 

• A thank you note, for a fellow Havurah member 

• A JNF tree planted in Israel in the speaker’s name 

 

Thus far, we have not provided for a speaker’s travel and local 

expenses, but it can be considered if necessary. 

The Committee Chair communicates with the Board Liaison prior to 

each monthly Board Meeting in order to determine what, if anything 

needs to be brought up or reported to the Board at their meeting. 

The Committee Chair will prepare any articles or announcements for 

the weekly announcement and monthly CHS Newsletter. 
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The Committee Chair or Event Coordinator will complete the “CHS 

Event Announcement Form” located on our Members Only page under 

Member Information 90 days prior to the event (if possible) so the 

Communications Committee can include the event in announcements 

and newsletters to get members signing up.  If an event 

announcement needs to be updated the information should be emailed 

to announcements@chstx.org . 

 

 

 

The Announcement will contain a “Sign Up” link for our members to 

use to register for the Program & Education event.  The form will also 

be available on our Member Only webpage. The form allows the 

member to register as a couple. 
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When a CHS member submits this form the email notification will be 

sent to the Event Coordinator, Committee Chair and the Board Liaison.  

The Committee Chair or Event Coordinator should maintain a list of 

who is attending.  The member will then be directed to the Program & 

Education registration acknowledgement advising the member that 

their Registration for the event has been received. 

 

The Committee Chair or Event Coordinator will prepare an alpha 

check-in list for the event. 
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The Committee Chair or Event Coordinator must identify committee 

members to handle the check-in, purchasing the refreshments, 

transporting supplies and refreshments and setting them up at the 

event location. 
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The fee for speakers for whom we give an honorarium is $3 per person 

payable at the door.  For events where there is no honorarium, the fee 

is $2 per person payable at the door.  

The fee charged for attending an event is $2.00 or $3.00 which is 

collected at the door by the committee members handling the check-

in.  This amount could increase in the future depending on the event. 

The Committee Chair and Board Liaison are receiving all this data to 

be able to maintain a backup system for the event. 


