Task Force Team Protocol

1.       Everyone on the team is an equal participant.

2.       Everyone on the team agrees to the scope of the task and accepts responsibility for the outcome.

3.       If there isn’t agreement, the Task Force Leader will work with the team to ensure clarity of purpose and objectives for the team.

4.       Everyone on the team agrees to timeline and deadlines to complete the project.  If a project is started and the timeline/deadline assigned by the President appears to be unrealistic, or will not be met, the team should notify the President as soon as possible.

	Tasks
	Details
	Timing
	Volunteer name

(L) = team leader needed
	Board Liaison

	Anniversary Cards


	Cards denoting the yearly anniversaries of members are distributed at the monthly meeting to attendees and by mail to non-attendees.  Card is created in Microsoft Publisher and the name and number of years a member are changed  for each member
	Total Time:
1 hr / mth
	
	Recording Secretary

	
	· Get Join date information from Board
	10 mins / mth
	
	

	
	· Consult member roster each month to see who will be celebrating an anniversary
	15 mins / mth
	
	

	
	· Enter members name into card
	15 mins / mth
	
	

	
	· Print card (colour if possible)
	5 mins / mth
	
	

	
	· Bring cards to meeting for those attending
	
	
	

	
	· Mail cards to non attendees
	15 mins / mth
	
	

	Board meetings
	Chapter Board meets once per month (unless extra meetings are deemed necessary) to conduct chapter business.  

Meetings are held the week prior to the Monthly Chapter meeting so that any business arising from the Board meeting can be brought to the chapter for discussion and action in a timely fashion

Meetings can be face to face or by conference call (or a combination of both) depending on the needs of the Board & Shadow Board members.  However, face to face meetings are preferred when possible.

Meetings include all Shadow Board members and any Toronto Chapter members wishing to attend.
	Total Time:

4 hrs / mth

	
	President

	
	· Attend meeting
	2 hrs / mth 
	
	

	
	· Coordinate with Board on agenda items
	30 mins / mth
	
	

	
	· Advise Secretary of agenda items (see Board Meeting Agenda)
	15 mins / mth


	
	

	
	· Set and announce meeting date by email – post Board meeting date in members only section of the chapter website
	15 mins / mth


	
	

	
	· President to follow up with Secretary re minutes and approve
	15 mins / mth
	
	

	
	· Distribute minutes to meeting attendees
	15 mins / mth
	
	

	
	· Post minutes to website
	15 mins / mth
	
	

	Board Meeting Agenda 
	Agenda is distributed to Board and Shadow Board by email
	Total Time: 
1 hr, 10 mins / mth
	
	Recording Secretary

	
	· One week prior to meeting send email asking Board and Shadow Board for any agenda items
	30 mins / mth
	
	

	
	· Confirm agenda with President
	30 mins / mth
	
	

	
	· Distribute final Agenda, along with any relevant materials, to Board and Shadow Board 2 days prior to meeting
	10 mins / mth
	
	

	
	· Bring extra copies to meeting
	
	
	

	Business Cards


	Each new member gets 10 free business cards with their Welcome to Toronto Chapter package.  Each card has IAAP logo, Toronto Chapter and members name, email address and telephone number:
	Total Time: 
1 hr / mth 

	
	Vice President

	
	· Liaise with membership or board on who new members are & get name and contact info (should arrive from membership task force as each member joins)
	10 mins / mth


	
	

	
	· Template is then emailed to them for their own use.

· Coordinate with membership ctee each month on new members being welcomed
	5 mins / mth


	
	

	
	· Print 10 cards – in colour (1 sheet – get business cards stock from board)
	½ hr / mth


	
	

	
	· Transport cards to meeting
	15 mins / mth
	
	

	Business community partnerships
	Liaison with the business community to raise chapter profile in community, search for sponsors, vendors and associate members, and to establish partnerships whenever possible.

Liaisons will include:

Associate members 

Partners and Affiliates 

Employment agencies 

Current & previous Dessert Topic Vendors 

Current & previous sponsors 
	Total Time:
3 1 / 2 hrs / mth
	(L)
	President elect

	
	· Invite to monthly meetings – add to distribute list
	10 mins / mth
	
	

	
	· Invite to all events and activities, including other chapters events, CDC  – add to distribute list
	10 mins / mth
	
	

	
	· Send monthly newsletter – add to distribute list
	10 mins / mth
	
	

	
	· encourage member participation 
	
	
	

	
	· Actively seek and book Lunch and Learn Presentations to admins at companies (Presentations will be done by other volunteers)
	1 hr / mth
	
	

	
	· Seek ways in which to partner, (all partnerships and offers to partners must be approved by the board prior to any agreements.)  Membership Rosters and member contact information may NOT be offered:
· ie: offer advertising discounts, 

· ask for IAAP member discount

· sponsorship of meetings, events, activities

· vendor table at conferences

· dessert topic at monthly meetings

· offer introductions to other IAAP chapters, events

· attend their events / meetings / activities (when possible – this is optional – funds may be available for fees)

· BE CREATIVE
	2 hrs / mth
	
	

	By Laws
	Chapter Bylaws are to be reviewed and updated regularly (see bylaws for schedule)
	Total Time: 

3 hrs / yr 
	
	Vice President

	
	Bylaws to be relevant to current chapter needs and should be reviewed each year for content and context
	1 hr
	
	

	
	· Suggested changes / amendments to be brought to the attention of the Board in a timely manner, as per the schedule in bylaws
	1 hr
	
	

	
	· Bylaws to reflect bylaws of International Board and Ontario Division and any changes made at either of these governance levels to be incorporated into the Chapter bylaws 
	1 hr
	
	

	Chapter Finances
	Treasurer responsibilities listed in Bylaws – responsible to monitor all financial information of the Chapter
	Total time:  
6 hrs / mth
	(L)
	Treasurer

	
	· Keep up to date income statement & deposit all monies into chapter bank account(s) in a timely manner.  Income is from:

· monthly meetings

· chapter dues 

· events / conferences

· advertisers 

· fund raising / donations

· vendors

· sponsors
	3 hrs  / mth
	
	

	
	· expenses  

· monthly meetings (venue & speakers)

· events / conferences

· marketing / advertising

· International & CDC delegates

· General administration costs
	1 hr / mth
	
	

	
	· Prepare monthly report for Board
	2 hrs / mth
	
	

	
	· Prepare yearly report for Chapter
	
	
	

	
	· Liaise with Chapter President on all financial matters concerning the chapter
	30 mins / mth
	
	

	
	· Submit to board all requests for expenditures
	30 mins / mth
	
	

	Delegate for CDC and International Conference (EFAM) 
	Typically the President or Vice President attends CDC as Delegate and the President-elect (incoming President) attends EFAM as Delegate.  Duties are to represent the Chapter as voting delegate, and is responsible to attend all business meetings, take notes and vote as per the chapters wishes on any issues or motions brought forward for action
	Total Time:

CDC = 4 to 5 days / yr

EFAM = 7 to 8 days / yr
	
	President

	
	· Submit travel budget for approval
	
	
	

	
	· Travel, as necessary, to location of meeting
	
	
	

	
	· Submit expenses for payment
	
	
	

	
	· Submit report to chapter
	
	
	

	Historian
	Keep the history of the Toronto Chapter – report should cover all the events and activities of the Chapter for the year.
	Total Time:

3 days / yr
	
	Recording Secretary

	
	· Liaise with Board 
	½ day
	
	

	
	· Liaise with Team leaders 
	½ day
	
	

	
	· Liaise with Ontario Division Board 
	½ day
	
	

	
	· Update current history with new information, print and publish yearly
	1 ½ days
	
	

	
	· Distribute to members (by email)
	
	
	

	Information Highway
	Information for Resource Binders (must relate to one or more of the topic tabs in binder) is compiled each month and distributed to members, in order to keep binders current and relevant.
	Total Time:

2 hrs / mth
	(L)
	Corresponding Secretary

	
	· Collect information for one month  - 

· From members

· From internet / magazines / newspapers

· From info already stored
	1 hr
	
	

	
	· Collate and sort info under binder tabs headings – blank email available – include interesting websites
	45 mins
	
	

	
	· Email once a month, after meeting, to members
	15 mins
	
	

	Job Postings
	· Jobs are posted to website job board for members – a perk of membership.  Jobs are received from agencies, member companies and members on an ongoing basis.  
	Total Time:

1 hr / month
	(L)
	President

	
	· Send email once a week to partner companies for new job listings
	15 mins
	
	

	
	· Receive listings by email
	Varies
	
	

	
	· Send out message each Friday of any new postings
	15 mins
	
	

	
	· Post jobs to website
	15 mins
	
	

	Liaison with Task Force Leaders
	This position is typically filled by the Vice President.  Liaison acts as a focus for all Leaders – one point where everyone knows to go.  
	Total Time:

4 hrs / month
	
	Vice President

	
	· Ensure all Task Force groups have a leader (in the event of a leader having to step down, finding a replacement
	1 hr
	
	

	
	· Provide any input needed
	1 hr
	
	

	
	· Receive updates from each leader 
	½ hr
	
	

	
	· Arrange for leaders to report regularly to Board on progress of any initiatives / events 
	½ hr
	
	

	
	· Ensure all request for funds are properly processed
	½ hr
	
	

	
	· Arrange with Treasurer and President to process payment for all approved invoices / expenses for Task Force initiatives / events
	½ hr
	
	

	Liaison with Ontario Division Board
	Typically position held by President-elect to ensure the position gains awareness of and to allow access to the other levels of IAAP governance
	1 hr / mth
	
	President-elect

	
	· Field and forward questions to Ontario Div Board from members and Board
	10 mins
	
	

	
	· Forward all relevant Division correspondence to members 
	10 mins
	
	

	
	· Forward Professionally Speaking newsletter to members
	10 mins
	
	

	
	· Promote Division events to chapter – be point person for event information
	20 mins
	
	

	
	· Liaise with Chapter associate members and vendors for participation in Division events
	10 mins
	
	

	Liaison with International Board & HQ Staff
	Typically position held by President-elect to ensure the position gains awareness of and to allow access to the other levels of IAAP governance
	1 hr / mth
	
	President-elect

	
	· Forward all relevant International Board correspondence to members 
	15 mins
	
	

	
	· Field and forward questions to International Board from members and Board
	15 mins
	
	

	
	· Promote International events to chapter – be point person for event information
	½ hr
	
	

	Lunch and Learn presentations & meetings 
	To raise profile of IAAP and chapter.  Give presentations to admins at as many companies as possible.  Each presentation takes approx 1 hour – 20 min + Q&A - 4 to 10 presentations per year (time commitment is dependent upon the number of bookings)
	approx 1 hr / mth 
	(L)
	President

	
	· Contact companies requesting permission to present to admins
	
	
	

	
	· Prepare presentation & script - tweak only
	1 hr / year
	
	

	
	· Present to companies
	
	
	

	
	· Liaise with marketing group for marketing packages for participants (membership app, magazines, brochures, info on IAAP and Toronto Chapter, ie events) – bring materials to distribute
	½ hr / month
	
	

	Monthly meetings
	Monthly meetings should routinely follow the same format and processes.  Once a meeting format has been decided on it should remain the same for the year.  Alternating meeting formats is acceptable as long as the alternates also follow one format (ie, have two different types of meeting per year - speaker program or IAAP program)
	Total time:

5 hrs / mth
	(L)
	President

	
Agenda 
	Agenda is copied from Invitation, pasted into Agenda template and distributed to monthly meeting participants

· Create agenda

· Print copies for meeting attendees (liaise with registration for # of attendees

· Transport to meeting and distribute
	1 hr / mth


	
	Recording Secretary

	
Announcements script
	Each monthly meeting should be scripted, so that anyone can step in and chair the monthly meeting, should the need arise.  All components of the meeting are scripted (write down everything that needs to be said).  Review the script from the previous year
	Total time:
	
	President

	
	· Assemble all announcements  and business items from members and Board, Ont division Board and International Board & HQ
	30 mins / mth
	
	

	
	· Get attendance list from registration – note guests & new members to welcome
	30 mins / mth
	
	

	
	· Confirm with registration at meeting which guests and new members actually attend meeting
	5 mins / mth
	
	

	
	· Get brief bio for each speaker to use in introduction(s) from speaker liaisons
	30 mins / mth
	
	

	
	· Include speaker thank you’s
	  5 mins / mth
	
	

	
	· Door prizes (if any) 

· Ensure prizes are ready and displayed

· announcement at the beginning of script and draw at the end – ask for business cards
	15 mins / mth
	
	

	
	Send copy of script to secretary for minutes
	  5 mins / mth
	
	

	
	· Send copy of script to board members participating in meeting
	5 mins / mth
	
	

	
New member orientation
	· To be held every other month, just prior to the monthly meeting.  Presentation about IAAP, history, structure, acronyms, yearly meetings, etc and about Toronto Chapter.  Presentation and script already created – tweak as needed – update yearly

· New members are sent an email advising them of the orientation and the time
	30 mins / every other mth
	(L)
	Corresponding Secretary

	
Dessert speakers
	Vendors are invited to give a 15 minute presentation to the chapter at every other meeting (6 per year), on who they are and what they do (how they can “assist assistants”).  This program is to provide chapter with a ready supply of vendors and sponsors for events.  Vendors are also invited to provide a door prize – they get to keep the business cards collected for the draw.  Vendors should be added to distribution lists for meetings, newsletter and events.

· Find speakers & book speakers – canvas members and board for ideas – liaise with Business Community Liaison for additional ideas

· Meet and welcome speakers at meeting, ensuring they find a seat and their requirements are met
	6 hrs / yr

 
	
	President-elect

	
Dessert Speaker Liaison
	· Contact speaker 1 month prior to presentation for bio, presentation outline and any A/V requirements

· Wait for speaker at registration desk and greet and welcome

· Assist speaker to get settled (find a seat, help with coat, etc.

· Introduce speaker to President (or Pres elect)

· Assist speaker with AV equipment (ensure all is functioning)

· Distribute any materials 

· Sit with speaker at table – introduce to those table.
	2 hrs / mth
	(L)
	Vice President

	
Invitation
	Invitation to monthly meeting, sent by email only (we no longer send invites by regular post).
	Total Time:

4 hrs, 40 mins / mth
	(L)
	Corresponding Secretary

	

	· Maintain Distribution lists:   The chapter has several distribution lists it uses for monthly meetings, events and the fall conference.  Distribution lists must be kept as current as possible.  Current lists include: 

· Chapter members 

· Guests (from membership inquiries, newsletter requests, conference & event attendees, guests of members)

· MAL & DMAL members located in GTA 

· Ont Division Board (to post)

· Canadian Chapter Presidents (FYI)

· GTA Chapter Presidents (in case their members want to attend)

· Lists sourced from the internet – government offices, law offices, acct firms, etc.
	1 hr / mth
	
	

	
	· Confirm menu (with venue)
	5 mins / mth
	
	

	
	· Confirm Agenda with President
	½ hr / mth
	
	

	
	· Confirm Speakers (program and dessert) with Speaker Liaisons
	1 hr / mth
	
	

	
	· Create invite (add menu, program / speaker info) in word (template available) and then convert to pdf – compress all pictures
	½ hr / mth
	
	

	
	· Post invite to website 
	15 mins / mth


	
	

	
	· Liaise with Membership Leader, President, Secretary, Invitation Leader, Registration to ensure all changes are recorded
	15 mins / mth
	
	

	
	· Advise Registration Invitation to be sent out (so they can prepare rsvp address box)
	5 mins / mth
	
	

	
	· Send email 3 weeks prior to meeting
	½ hr / mth
	
	

	
	· Send reminder email Wednesday before meeting
	½ hr / mth
	
	

	
Minutes of monthly meeting
	· Take minutes of monthly meeting  Get copy of meeting script from President.

· Type up minutes, using standard template.  

· Submit to President for approval

· Post minutes to Website
	2 hrs / mth


	
	Recording Secretary

	
Program speakers
	Book speakers for monthly meetings.  All speakers should be advised we have a very limited budget – try to book as many as possible for honourarium ($100 max) to cover travel costs and parking.  We provide them with a meal.  Speakers and any payments must be approved by Board prior to any agreements.
	Total time:
8 hrs / yr
	(L)
	President

	
	· Discuss program ideas / topics and speakers with members at yearly Brainstorming meeting & decide on programs for the year
	2 hrs / yr
	
	

	
	· Find the speakers (request suggestions from members and board) – ask speakers about preferred dates
	3 hrs / yr
	
	

	
	· Liaise with Conference Leader on speakers who will speak at meeting for free in return for being paid for conference (always go as low in price as possible)
	30 mins / yr
	
	

	
	· Submit proposed speaker list to Board for approval 
	30 mins / yr
	
	

	
	· Book speakers for the year
	1 hr / yr
	
	

	
	· Advise Marketing Group who speakers are, include presentation outlines and bios (to update marketing materials)
	15 mins / yr
	
	

	
Receipts
	All members and guests attending the monthly meeting get a receipt – template available.  

· Merge attendance list with blank receipt

· Print

· Transport to meeting

· Give to registration to distribute to members and guests
	1 hr / mth
	
	Treasurer

	
Registration
	Registration for monthly meetings is done by email.  RSVP box is registration_iaap_toronto@rogers.com.  RSVP address is included in invitation email, on website and in all marketing materials.

Registration is responsible for name badges and receipts. (see below)

Registration is divided amongst four teams throughout the year – one for each quarter.  Each team has a leader and volunteers to man the registration desk at each meeting.

Leaders are responsible for all monies, reporting on attendance, ensuring all members have name badges and completing reports to be submitted to the Treasurer.
	4 hrs / mth
	(Ls)
	Treasurer

	
	· Check rsvp website (several times) prior to meeting for responses
	1 hr / mth
	
	

	
	· Answer any questions and requests for information from respondents
	15 mins / mth
	
	

	
	· Complete attendance sheet
	1 hr / mth
	
	

	
	· Advise Venue of attendance numbers 72  hours prior to meeting.   Advise Venue of any dietary requirements
	5 mins / mth
	
	

	
	· Forward completed attendance sheet to Secretary (for minutes)
	5 mins / mth
	
	

	
	· Forward completed attendance sheet to President (for announcements)
	5 mins / mth
	
	

	
	· Forward completed attendance sheet to Treasurer 
	5 mins / mth
	
	

	

	· Forward completed attendance sheet to Membership Binders Team (for new members)
	5 mins / mth
	
	

	
 
	Name Badges:  One permanent badge for each member.  Badges include member’s name, designation and board title, if applicable.  

Members must come to meeting to collect badge.  

Members attaining their designation get badges updated at no cost.  

Any other changes cost $3.00 each (to replace label only).  

A replacement badge (for lost badge) is $7.00 

All prices subject to change without notice.

Guests and speakers receive a stick-on badge (label)   
	Total Time: 

1 hr / mth

	(L)
	Vice President

	
	· Liaise with membership team for new member information. 
	15 mins / mth
	
	

	
	· Order permanent name badges as required (request approval to purchase from Board)
	5 mins / mth
	
	

	
	· Print and assemble badges and bring to meeting
	30 mins / mth
	
	

	
	· Give new badges to Registration Team to distribute
	5 mins / mth
	
	

	
	· Print stick on label for each guest and speaker 
	5 mins / mth
	
	

	
	· Print stick on label blanks for unexpected members & guests
	5 mins / mth
	
	

	
Recertification Points certificates
	All programs are chosen with recertification points in mind.  All programs are submitted to HQ for consideration.
	Total time:

1 hr / mth
	
	Corresponding Secretary

	
	· Get program outline and bio from speaker liaison
	15 mins / mth
	
	

	
	· Fill in Request for Points form
	15 mins / mth
	
	

	
	· Email Request to HQ at least 3 weeks prior to meeting
	15 mins / mth
	
	

	
	· Receive email from HQ with response (if not approved, appeal.  Advise Board for support)
	
	
	

	
	· Print out enough copies for all CPS/CAP holders attending the meeting
	15 mins / mth
	
	

	
	· Transport to meeting and give to Registration to distribute to CPS / CAP holders attending the meeting
	
	
	

	
Speaker Liaison
	· Contact speaker 1 month prior to presentation for bio, presentation outline (for recert points), and any A/V requirements – forward this info to Registration and the Board 

· Wait for speaker at registration desk and greet and welcome

· Assist speaker to get settled (find a seat, help with coat, etc.

· Introduce speaker to President (or Pres elect)

· Assist speaker with AV equipment (ensure all is functioning)

· Distribute any materials 

· Sit with speaker at table – introduce to those table.
	2 hrs / mth
	(L)
	Vice President

	
Survey
	Every other month, members and guests are provided with a survey for their comments on programming, chapter activities and business.  Database for the use of the Board who use these surveys to ensure Strategic Plan is on track and for planning.
	2 hrs / mth
	(L)
	Recording Secretary

	
	· Print survey for distribution at meetings / events – liaise with Registration for number of copies
	
	
	

	
	· Distribute at meeting
	
	
	

	
	· Collect completed forms
	
	
	

	
	· Key info into database 
	
	
	

	
	· Review responses and bring results to the attention of the board who will react / act on members suggestions
	
	
	

	Member Inquiries
	Check email inbox regularly (once a day is preferable)

Answer telephone calls

Respond to snail mail (no snail mail inquiries for the past 2 years)
	1 hr / mth
	
	President

	(iaaptoronto@yahoo.com) phone – designate #

in person
	· Respond same day, if possible to ensure members are not frustrated with lines of communication.  

· Handle all routine enquiries from members 

· Refer all issues to the Board 

· Ensure Board members are made aware of any potential issues or concerns in a timely manner 

· Ensure that the lines of communication from members to the Board remain open 
	
	
	

	Membership Inquiries 
	Inquiries about membership are received from several sources.  
Website – iaaptoronto@yahoo.com
By email to board members
At meetings, events and conferences
In response to marketing campaigns
Referrals from members, other chapters and Ontario Division Board
Various other sources, as they arise
	2 hrs / mth
	
	President

	
	· Respond to initial email with standard reply & attachments (Membership info package soft copy + newsletter + invite to  next meeting

· Add person to guest invite list – liaise with Invitation Task Leader

· Follow up in two weeks

· meeting (did they attend?  Check with registration) 

· “can I answer any questions you may have or send you any additional information?”
	
	
	

	Membership Info Packages


	Packages include information about IAAP, the Toronto Chapter and membership fees.  A good supply of packages (at least 20 for monthly meetings, 50 for events and 100 for conferences) should always been kept on hand to distribute.  
	2 hrs / mth
	(L)
	Vice President

	 
	· Liaise with Marketing Task force for most current marketing materials 

· Liaise with Registration on number of guests at any given meeting or event to ensure sufficient supply

· Materials needed (will change on a ongoing basis, depending on marketing materials created by Marketing Task Force):

· Brochure

· Info Letter

· Benefits of Membership Info

· Membership Application

· Envelopes

· Labels for Envelopes (Jobs into Careers)

· Assembly required

· Transport

· Distribute at:

· Meetings

· Events

· Conferences

· To members
	
	
	

	New Members packages
	In addition to the Welcome package sent from HQ (with receipt & pin), the Toronto Chapter gives each new member a welcome package 
	2 hrs / mth
	(L)
	Vice President

	
	· Materials needed:

· Presentation folders (Find / source)

· Labels for Presentation Folders

· Office Pro magazines (Collect and store)

· Membership Info pkgs (2 per package)

· Toronto Chapter Brochure

· Points Program

· Committee List

· Ontario Division Brochure (Print & store)

· Assembly required

· Coordination with membership ctee on new members for the month info (how many pkgs needed)

· Transportation to meeting each month
	
	
	

	Newsletter

(To maintain the desired level of professionalism represented by the chapter newsletter, the Chapter President has final say on all newsletter content)
	Chapter newsletter is the Toronto Connect.  This is published each month, 12 times per year and distributed by email to all chapter members, all Canadian Chapter Presidents, Ontario Division Board and to Joy Johnston and Susan Fenner at HQ.  Can also be forwarded to the International President, if desired.

All articles, ads, news items and pictures must be forwarded to the Editor no later than the 15th of each month
	
	(L)
	President

	
Editor
	· Source and liaise with columnists.

· Source information from IAAP website / newsletters 

· Include all relevant IAAP info for that month

· Create Editorial

· Liaise with all advertisers 

· Post ads 

· Include Games / Puzzles, etc.

· Source relevant, current news items pertaining to profession

· Source relevant, current software / skills / professional upgrade information

· Submit to President for approval

· PDF final copy for distribution

· Post to website
	6 hrs / mth
	
	

	
Advertiser Liaison
	· Liaise with advertisers wth regard to their ads

· Ensure copy is current

· Ensure logos are in jpeg format for editor

· Also need Jpegs for website advertising

· Liaise with editor and webmaster re length of advertising campaign

· Ensure monies have been received by Treasurer for all advertising. 
	2 hrs / mth
	
	

	
Contributors

	Members are encouraged to contribute to our newsletter:

· Write a monthly column 

· Write occasional articles

· Submit photos or artwork

· Source articles for the newsletter from friends, colleagues and coworkers
	Not possible to estimate time required 
	
	

	
President’s Corner
	On the last page of the Newsletter, there is quarter page reserved for the President’s Corner, a monthly article on whatever topic may be relevant or current.  Typically this is about 250 words.  Writing the President’s Corner for the Newsletter is not obligatory.

· Send President’s corner to newsletter editor by 15th of the month

· Proof and approve newsletter draft from editor
	2 hrs / mth (will vary widely, depending upon the writer)
	
	President

	
Newsletter distribution
	· Distribute by email, using chapter distribution lists, to:

· all Toronto Chapter members

· all Canadian Chapter Presidents

· Ontario Division Board (to post)

· HQ staff

· website requests for “next three issues”

· Liaise with Invitation Task Force for most recent distribution lists (lists are update every month)
	30 mins / mth
	
	

	
Next three issues (from website)
	· Check yahoo address once a week for new requests (torontoiaapnewsletter@yahoo.com) 

· Send newsletter to each request

· Keep ongoing tab on who has received how many

· Add email addresses to guest lists and invite them to meeting
	30 mins / mth
	
	

	Canadian Chapter President’s meeting at CDC - Organize yearly
	Meeting of incoming and outgoing Canadian Chapter Presidents at CDC, to meet and greet, discuss issues relevant to chapters and to exchange best practices.  Chapters are welcome to send delegates.  

(Organizing this meeting is strictly voluntary and not part of the chapter president duties.  The request has been made to have this meeting adopted as an agenda item at CDC and, as such, responsibility to host this meeting may, at some time in the future, pass to the Canada District Director)
	8 hrs / yr
	(L)
	President

	
	· Set date (usually day before official start of CDC)

· Find venue (ask CDC hosts for assistance)

· Organize menu & set price for meeting 

· Send email to Canada Chapter Presidents announcing meeting and asking for bios and agenda items

· Find volunteer to take minutes

· Invite Canada District Director and all Division Boards

· Set up Registration sheet (include columns for response, chqs received, bio & picture received)
· Organize agenda (top 5 suggestions from participants)

· Collate participant bios & pictures

· Prepare Networking Book and distribute by email to all participants (10 days prior)

· Send email confirming Book has been sent

· Prepare Survey and distribute (request survey to be completed and returned before June 25)
· Registration Desk

· Chair meeting

· Approve minutes and distribute

· Compile Survey responses and distribute results to Canadian Chapter Presidents 
	
	
	

	Presidents Report (profit & loss statement)
	Report kept by President to monitor chapter finances – what is profitable and what is not – in order to make any adjustments necessary to chapter activities
	1 hr / mth
	
	President

	
	· Liaise with Treasurer monthly re expenditures and income 

· Update report on monthly basis

· Review contents of report with Board quarterly

· Review contents of report with President-elect as required (usually monthly, sometimes more often)
	15 mins
30 mins
15 mins
	
	

	Public speaking engagements & conferences


	Represent the Chapter & IAAP at events hosted by other IAAP chapters & Divisions and by non-IAAP organizations.  May involve giving a presentation or making a speech
	As requested
	(L)
	President

	
	· Design and deliver presentation

· Transport Marketing Booth & marketing materials
	
	
	

	Resource Binders
	Each new member is provided with a binder of resource information relevant to the day-to-day activities of admin assistants.  All documents and Information is stored online, in the Members Only section of chapter website.  New information is provided by the Information Highway Task Force and added to the website as received.
	2 hrs, 30 mins / mth
	(L)
	Vice President

	
	· Coordinate with membership committee on new members being welcomed each month

· Source Binders and insert materials (ie, tabs and paper)

· Print tab information & table of contents

· Print information sections (before T of C) on IAAP boards and HQ information

· Assemble binder for new members to be welcomed at each meeting

· Transport to monthly meeting

· Mail (without binder) to those who do not show up at the next two consecutive chapter meetings to be welcomed.
	15 mins
30 mins
15 mins
1 hr
30 mins
	
	

	Shadow Board 
	The Shadow Board “shadows” the Chapter Board, attending Board meetings and participating in discussions on chapter business.  Each Board position provides the Shadow position with information on what they do, how and why.  Leadership training is provided.  It is recommended that Shadow Board members shadow each position for two months, to get a complete overview of the Board and how it functions.  Members can join the Shadow Board as often as they wish.  There is no minimum or maximum length of time for participation (members can participate as long as they wish)

All members who are considering a Board Position as some point in the future and members who would like more information on how the chapter is run, are encouraged to join the Shadow Board.
	2 hrs / mth (more if desired)
	
	All Board Members

	
	· Attend Board meetings

· Participate in discussions and correspondence, as desired

· Take on assignments, as desired
Positions to Shadow:

· President

· Vice President

· Treasurer

· Recording Secretary

· Corresponding Secretary
	
	
	

	Shadow Board Liaison

(it is strongly recommended that this position be filled by a current or former Board Member)
	· Source members who have expressed an interest in participating in the governance of the chapter and who might, at some point, run for a board position

· Invite Shadow Board members to all Board meetings

· Include Shadow Board members in all Board correspondence

· Encourage Shadow Board members to participate in Board meetings by asking questions, expressing opinions on any tabled issues

· Provide each Board position with program to mentor each Shadow Board member, with complete information on their particular position, duties and responsibilities – Board members should contact each Shadow Board member at least twice by email, phone or in person

· Special attention to be given to any Shadow Board member who expresses an interest in leadership
	3 hrs / mth


	
	President

	Star Points  
	A rewards program, designed to encourage member participation in the Chapter and its business, events and activities.  Points are given for participation.  Number of points given for each activity is dependent on the level of responsibility of each (ie, being a leader gets more points than being a team member)

Monthly Reward:  member with the highest score each month pays $5.00 less for meeting fee.

Yearly Reward:  The three highest scores will win a prize, as sourced by the Chapter.  
NOTE:  

Value of prizes may vary widely each year, depending on what has been donated.  

There is no guaranteed value for any prize.  

Depending on the level of activity and member participation, this program may not run every year.
	8 to 12 hrs / yr
	(L)
	Vice President

	
	· Consult with members each year on what should be counted and for how many points (at July Brainstorming Session)
	15 mins / yr

	
	

	
	· Liaise with Task Leaders and Board Members for information on member participation and attendance
	30 mins / mth

	
	

	
	· Enter data into database
	20 mins / mth
	
	

	
	· Advise Registration which member get $5 off meeting fee 
	5 mins / mth
	
	

	
	· Make regular update announcements to members on Points standings
	5 mins / mth
	
	

	
	· Source Grand Prizes – liaise with fund raising ctee
	4 hrs / yr
	
	

	
	· Announce winner at AGM in May
	5 mins / yr
	
	

	Strategic Plan
	Yearly plan for Chapter – sets goals and desired achievements for the year.
	3 hrs / yr
	
	President

	
	· Review last year’s plan with members at yearly Brainstorming Session, asking for input on relevance, ideas for the upcoming year

· Board to review information gathered at Brainstorming Session and integrate new information into the Strategic Plan

· Submit Plan to Ontario Division
	30 mins
2 hrs, 30 mins
5 mins
	
	

	Student Chapter Builder
	One of the mandates of the IAAP is to connect with students in Administrative programs at colleges and universities (the next generation of admins).  Student Chapters are created on campus, usually supervised by a teacher who is or becomes an IAAP member.  Students become Members at Large.  Chapter would get credit for Chapter building.  

Student Chapter Builder is usually requested to become part of the college advisory board, advising on course requirements needed to function as admin
	4 to  8 hr / yr (depends if you join the advisory council)
	(L)
	

	
	· Liaise with colleges & high schools about forming chapters

· Invite department heads and teachers to monthly meetings

· Arrange to participate in all career planning events

· Ask to address students in classrooms

· Liaise with Student Supervisor to sponsor and charter chapter
	
	
	

	Study Group Leader
	IAAP runs exams twice a year (May and Nov) for CPS and CAP certification.  The Toronto Chapter hosts study groups to support those members wishing to get their certification.  Study materials are available.  Each study group is typically led by the venue host.  There is no limit on the number of study groups that can be run simultaneously, providing each group has a leader and a place to meet.  Groups can be formed by geography (a convenient location for 2 or more participants), or by type (those studying for CPS and those studying for CAP).  Each session is typically 2 hrs long (but can be shorter or longer, depending on the needs of the group).
	4 hrs / mth
	(L)
	

	
	· Announce start of each group session (2 sessions per year) to chapter members and encourage chapter members to participate 

· Announce initial meeting to set meeting schedule and to arrange venue(s) going forward – all study group members must attend the first meeting, to review study guidelines, receive information on recommended study materials and to decide on whether to have additional groups and venues

· Distribute and review Exam Package with group  members

· Distribute Study Guide outline to all group members

· Ensure all members have study materials

· All new CPS/CAP members have their new designation added to the name badge at no charge – liaise with Registration Task Force

· Ask members to advise the President on whether they passed – this is strictly voluntary – and President will announce at meeting and put into newsletter and on website.
	
	
	

	
Study Group member
	· Prepare and forward all documentation required to write the exams 

· Advise Leader of your intent to attend / not attend each meeting (to allow for security access, etc)

· Prepare for each session by reading the appropriate materials as suggested by the study guideline provided by the Chapter

· Participate in Study Group discussions
	(time commitment is dependent on individual – recommended time commitment is 6 hrs / week – 2 hrs at study group and 4 hrs studying)
	
	

	Toronto Chapter Database
	Excel spreadsheet database (can be updated to current database).  Database is used to track member information in addition to info provided by HQ on Member Roster.  

Information is used by the Board as a planning tool, to ensure programming is relevant, to track inactive members, to monitor member participation in the chapter, and to assist with succession planning.
	3 hrs / mth
	
	President

	
	· Update:

· New member 

· Programs offered 

· Meeting attendance 

· Task force participation

· Member participation in Chapter activities & events 

· Move members who leave to “Inactive sheet”

· Follow up with inactive members quarterly – invite to meeting at “members rate”
	
	
	

	Website / Webmaster
	Toronto Chapter is part of the IAAP online community.  Website cost is $300 / year and paid for by advertising on the site.  

Site is to be kept current, updated, at minimum, on a monthly basis, to ensure public and IAAP members have current, relevant information about the Toronto Chapter and IAAP.
	4 hrs, 45 mins / mth
	
	President

	
	· Liaise with Board and Task Force Leaders for current Chapter news and events 
· Remove stale-dated info
	30 mins / mth
	
	

	
	· Ensure Chapter contact information is current, updating any changes to Board members info, etc
	30 mins / mth
	
	

	
	· Upload Monthly meeting invitation
	15 mins / mth
	
	

	
	· Upload current chapter information ie:  minutes, social ctee events, newsletter
	30 mins / mth
	
	

	
	· File in Library all historical information ie:  minutes, social ctee events, newsletter

· 
	30 mins / mth
	
	

	
	· Manage members access, ensuring all Chapter members have access, assisting with access issues and liaising with HQ on their behalf
	30 mins / mth
	
	

	
	· Manage advertisers and their ads
	1 hr / mth
	
	

	
	· Liaise with Partners & Associate members for any campaigns, offerings, IAAP discounts, links and logos, ensuring content is current and relevant
	30 mins / mth
	
	

	
	· Liaise with Treasurer with regard to advertisers – length of campaign, payment required and ensure that all are current (removing any advertising that is old, stale dated, or in arrears.
	30 mins / mth
	
	

	Yearly APD Event
	(See Event Task List)

Lunch event to raise profile of Chapter and IAAP.  Profit making event to help cover monthly meeting program costs.  Keynote speaker - offered to IAAP members and public.  
	5 days / yr
	(L)
	

	
Event Coordinator
	· Oversee all aspects of event

· Be the go-to person

· Make the final decisions 

· Ongoing Liaison with event coordinator
	
	
	

	
	· Find Venue – submit to Board for approval

· Select menu

· Confirm Speaker and Topic with Board

· Find team leaders / volunteers 

· Coordinate all aspects of Event 
	
	
	

	Yearly Educational Conference
	(See Event Task List)

1 day Impact event to raise profile of Chapter and IAAP.  Profit making event to help cover monthly meeting program costs.  Education workshops - offered to IAAP members and public.  
	3 to 9 mths / yr (depending on role)
	(L)
	President

	
Conference Coordinator
	· Oversee all aspects of event

· Be the go-to person

· Make the final decisions 

· Ongoing Liaison with event coordinator
	
	
	

	
	· Find Venue – submit to Board for approval

· Select menu

· Confirm Workshop Topics & speakers with Board

· Find team leaders / volunteers 

· Coordinate all aspects of conference 
	
	
	

	Yearly Fashion Show
	(See Event Task List)

Fund raising event to cover program costs.  Partner with designer, school or store(s) for clothing.  Members participate as models, vendors invited to provide accessories.  Include segment by image consultant (how to present a professional image)
	2 to 4 mths / yr
	(L)
	President

	
Event Coordinator
	· Oversee all aspects of event

· Be the go-to person

· Make the final decisions 

· Ongoing Liaison with event coordinator
	
	
	

	
	· Find Venue – submit to Board for approval

· Liaise with store(s) / designer / school for clothing

· Find team leaders / volunteers / models

· Coordinate all aspects of event 
	
	
	

	Yearly Summer Social
	(See Event Task List)

Optional social activity.  Typically a casual affair, without a chapter business or program element.  Type of event is optional and can change on a year by year basis.  Not usually a profit making event but chapter costs must be covered.
	Total Time:

1 mth / yr
	(L)
	President

	
Event Coordinator
	· Find Venue – submit to Board for approval

· Find team leaders / volunteers 

· Coordinate all aspects of event 
	
	
	


