



Committee Responsibilities

Standing committees shall be composed of a chairman and one or more members.  Appointments shall become effective July 1 for a term of one year.

All committees except the Nominations Committee shall be directly responsible to the Executive Board and shall submit all plans, prior to execution, to the Executive Board for approval.

Upon approval of the Executive Board, the President may declare a committee chairmanship vacant because of nonperformance of duties and appoint a successor.

COMMITTEES:

Administrative Professionals Week (APD) Committee:

Shall formulate a program to enable the Chapter and its members to derive the greatest possible benefit from Administrative Professionals Week.  

Audit and Budget Committee:

Shall meet with the President, Treasurer, and other members of the Executive Board, stipulated by the President, for the purpose of preparing a proposed Chapter budget to be presented at the September Chapter meeting; Shall audit the Chapter’s financial records.  Such audit shall be completed by June 30th, with a written report covering the audit submitted to the Executive Board, and the records transferred to the incumbent Treasurer; Shall conduct a midyear audit in January with a written report covering the audit submitted to the Executive Board and the General Membership; In the event of a vacancy in the office of Treasurer, an audit shall be made of the Chapter’s financial records, such audit to be completed within ten (10) days after receipt of the records, a written report covering the audit submitted to the Executive Board, and the records transferred as directed by the Executive Board.


Bylaws and Standing Rules Committee:

Shall maintain conformity in Chapter Bylaws and Standing Rules with the International Bylaws and Standing Rules and the Division Bylaws and Standing Rules; May propose amendments and resolutions; Shall edit/correlate all proposed amendments to the Bylaws and Standing Rules of this Chapter and submit them together with the committee’s recommendations and the reasons for the recommendations to the membership in accordance with these Bylaws; Shall submit Chapter Bylaws and Standing Rules and/or amendments thereto to the Division Bylaws and Standing Rules Committee for approval as amended or at least every four years; Shall assist the Executive Board in preparing and submitting amendments to the International and/or Division Bylaws and Standing Rules and resolutions to the International Bylaws and Standing Rules Committee on behalf of the Chapter.


Membership and Certification Committee:

Shall direct all activities of the Chapter concerned with the maintenance of membership, including recruitment, receiving applications, and sending applications and checks to the Treasurer, and shall be responsible for the instruction of new members in the purposes and policies of IAAP; Shall be responsible for developing and maintaining membership retention through a variety of activities including, but not limited to, a Service Award Program [The purpose of this Program is to recognize the number of years its members serve the Chapter. This Program will be implemented if funds are available. The Executive Board will establish the criteria for the Program and administer it. This Program is responsible for presenting a commemorative memento to the retiring Chapter President in recognition of service rendered]; Shall stimulate interest and encourage participation in the Certification Program.





Nominations Committee:    

Shall consist of a chairman and four members, one of who must be an active Past Chapter President; At least three months prior to the June meeting, three members shall be elected to this committee by the membership eligible to vote, nominations to be made from the floor, and two members shall be appointed to this committee by the Executive Board.  The elected and appointed members of the Nominations Committee shall choose their own chairman; (2) This Committee shall carry out the duties prescribed in Article III, Section 3.

	Chair to be Assigned Later

Program Committee: 

Shall supervise the arrangements of programs and details in connection with the monthly Chapter meetings.  It shall also be responsible for receiving meeting reservations for members and guests, as well as notifying members of items of particular interest when deemed appropriate by the Chapter President.

Publicity and Community Awareness Committee:

Shall handle all matters pertaining to civic projects, monitor public and world affairs, and render service, as requested, to other organizations;  Shall publicize the purposes and activities of the Chapter through various publicity channels, including activities during Administrative Professionals Week, and be responsible for coordinating the sale of advertising when deemed appropriate.  All news releases shall be channeled through this committee; Shall maintain the Chapter's brochures to use in marketing the Chapter and maintain the Chapter's web site; Shall prepare and distribute the official publication of this Chapter. This committee shall publish ten (10) issues each year.

Scholarship Committee:

Shall handle all matters pertaining to selection of a student or students to receive a scholarship(s) to an accredited Nebraska or Iowa college or university in pursuit of an administrative career.

Ways and Means Committee:

Shall institute and execute plans for financing all approved Chapter activities.
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