The purpose of this notebook is to serve as a guide for the Chairperson of

Audiovisual Committee
Although the role may seem obvious in some ways, documentation of the responsibilities will ensure consistency from year to year and promote a smooth flow of events during the meetings.

Please read the guidelines thoroughly and make note of any outdated statements for future edits.
DO NOT misplace this notebook.

Add your name to the bottom of the list on the “Previous Chairpersons” page.

Complete the end of year report in October.

Turn this notebook in to the President no later than the October guild meeting.
Thank you for your participation in the guild!

Previous Chairpersons
For

Audiovisual Committee

	2005-2006
	No Committee
	

	2006-2007
	Sherri Croom
	

	2007-2008
	Sherri Croom
	

	2008-2009
	Maggie Winkler
	

	2009-2010
	Michele Hackmeyer
	

	2010-2011
	Michele & Shelley
	

	2011-2012
	Michele Hackmeyer
	

	2012-2013
	Michele Hackmeyer
	

	2013-2014
	Betty Rinkel
	

	2015
	Betty Rinkel
	


Guidelines
Duties
1)  When needed, set-up, take-down, and maintenance of the Guild's audiovisual equipment. Directions are given below.
2) If the current location for Guild meetings has audiovisual equipment that will be used instead, learning how to use the equipment of the location (unless that venue has their own designated person for this task, and who will be present at the beginning and ending of the meetings), and managing it during the meetings.
3)  Learning how to use the air conditioning/heating system of the location for Guild meetings (unless that venue has their own designated person for this task, and who will be available at the meeting to make any necessary adjustments).
4)  Set-up and take-down of extension cords, if any are needed, for the Guild Program.

5)  Set-up of the station signs for the various pre-meeting tables used for Membership, Block of the Month, Doors Prizes, etc.
6)  However else you can think of to keep the meetings being fabulous. ☺

Directions for Guild Equipment 
(Updated 09/2012)
Projector
1. Power cord goes into the left side of the project when the projector is pointed away from you.
2. Focus the picture by turning the lens itself. 

3. Adjust the SIZE of the picture by using the lever on top of the lens

Wireless microphone and speaker
1. Plug in power to speaker.  The speaker should be positioned at the back of the room.
2. Attach the ‘speaker to receiver’ cable.  Ends are marked with colored tape.  
Blue end goes into Speaker, on back, far right, ‘Mic In’.
Red end goes into Receiver, on back, far left, ‘AF Out’.
Plug power into Receiver, must be pushed in hard into back of receiver.
Turn on power to Receiver and Speaker.  Receiver should be set to 749.100 Mzh
Put batteries into Mic power pack and turn on (do not stand near speaker).  
Check ‘Mute’ button on top of battery pack.  If ‘Mute’ is on, that will be displayed on screen.  
Adjust volume on speaker using Master Volume knob, far right.

Projecting presentation onto screen


PC to Projector


Computer - plug in and turn on



Projector:  Plug in to power, 


Attach projector to PC using PC-to-Projector cord (purple Velcro – cord ends are the same and can go to either device) and turn on and remove lens cap.  


Press On/Standby button, adjust height, location and focus.  


On PC, press and hold Fn key, press F5 key, then release both.


PC screen should be displayed by projector when it cycles thru input lists and find computer input.

To turn everything off:

Start with the projector by pressing the On/Standby 2 times.  DO NOT UNPLUG.  The fan will continue to run until the bulb has been cooled down.  When it’s cool enough, the machine will shut down on its own.  When the fan is no longer running, the projector can be unplugged.

Turn off camera and unplug.
Shut down computer. When shutdown is complete, unplug.
Frequently Asked Questions
1. Do I have to attend every guild meeting to be the Audiovisual Chairperson?
No, you do not. However, it is your responsibility to make arrangements for someone in your absence.

2. Do I have to attend the steering committee meetings?
You are not required to attend the steering committee meetings but all chairpersons and officers comprise the steering committee and you should therefore plan to attend as many as possible. The President may occasionally call a mandatory meeting for all steering committee members. In this situation, input and votes are needed from as many chairpersons as possible and your opinions would be greatly valued. 

End of Year Report



Committee: Audio-visual
Complete this report in the month of October
The information that you document will be helpful to future chairpersons to know what has been done, what was successful, etc. It will also help with possible decisions about revising the role and budgetary adjustments. Use additional paper if needed. File this report on top of the previous year end report. 

Describe the year and anything unique that you did in this role:

Did you perform this role by yourself or did you enlist support from others? __________
How many other people helped you? _____________________
Explain how you needed help: _____________________________________________

______________________________________________________________________
Budget allotted: __________________             Did you exceed your budget? ________ 

Where there unusual expenditures?______
Explain:_________________________

Recommend increase in budget? _______        How much? ______________________

What obstacles did you encounter?

Helpful Hints for future chairpersons:

Recommendations for change:

Your name ______________________________         Date ______________________
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