LWVUS Council, June 2003
LWV Chicago State of the City Luncheon

Role of the Luncheon Chair

The luncheon chair coordinates/oversees the planning of the State of the City Luncheon.  She helps select the Corporate Chair and the recipient of the Civic Contribution Award.  The President of the League initially contacts these individuals unless the Luncheon Chair has a specific relationship with either of these individuals.  The President of the League also formally invites the Mayor to participate in the event.  Upon acceptance by the Mayor, the luncheon chair works with the Mayor’s office to establish a date and subsequent coordination issues (e.g.  # tables for Mayor, corporate solicitations by Mayor’s office to support the event, program, etc.).  She then coordinates the date with the Corporate Chair and the Honoree.

The Luncheon Chair oversees the committee, which the board and executive director will help staff.  The chair should be able to delegate the committee responsibilities which include pricing (already established but changes may be discussed); selection of location for the luncheon (menu, pricing, planning); creation and printing of Save the Date cards, Invitations and Program; mailing list coordination; drafting of  solicitation letters and thank you letters; involvement of board/league members in luncheon solicitations; luncheon solicitations of sponsors, patrons and individuals; seating and registration procedures, and public relations.

The Luncheon Chair plans the program (use of past schedules and materials is helpful) for the day of the event and coordinates with the participants.  The executive director and office manager will oversee check-in and registration and work with the committee to make sure this goes smoothly.  They also will coordinate all necessary materials for the day of the event e.g,. table signs, place cards for Mayor’s table, seating assignments, etc.

********************************************************************************** 

State of the City Luncheon 

Sample Schedule

Time

Activity

11:30

VIP Reception

11:55

MC calls room to order and announces flag ceremony

12:05

Flag Ceremony, Pledge of Allegiance

12:10

MC welcomes all and introduces President  

12:12

President opening comments (salad course)

12:16

Lunch is served

12:45
MC introduces President  

12:47
President introduces awardee and presents the Civic Contribution Award

12:50

Awardee accepts the Award

12:55

Corporate chair introduces the Mayor

1:00

Mayor gives State of the City Address

1:30

MC thanks all, closes luncheon

1:33

Luncheon adjourns

--OVER for sample letter to corporate chair--

LWVUS Council, June 2003
Sample Corporate Chair letter – initial contact may be by phone

All  letters should be on Education Fund stationary

date 

name, address, etc.

RE:
2003 State of the City Luncheon

Dear ________

The League is honored that you have agreed to serve as Corporate Chair for 2003 State of the City Luncheon.  You join an impressive group of individuals who have served in this capacity and are committed to the City of Chicago. Past chairs included: Barbara Lumpkin, Desiree Rodgers, Valerie Jarrett, Norm Bobbins, Fran Grossman, and Adele Simmons.  

As Corporate Chair, your primary responsibility is to help the League identify and solicit potential benefactors and sponsors for the luncheon.  We traditionally attract 30-40 sponsors for the luncheon and we would like you to help secure between 15 and 20 of the sponsors.

We are looking forward to working with you and to making this our most successful luncheon as we celebrate our 20th year of hosting the Mayor’s State of the City’s address. We will be contacting you within the next two weeks to join us for lunch to discuss plans for the luncheon.

Sincerely,

Jackie J. Pope





Wendy Cohen

Co-Chair, State of the City Luncheon


Co-Chair, State of the City Luncheon

--OVER for role of the Luncheon Chair, Sample schedule--
