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ALL DIVISION COMMITTEES
The three standing committees required by the bylaws are the Bylaws and Standing Rules Committee, the Committee on Nominations, and the Committee on Finance/Ways and Means (Kansas Division bylaws Article V).
The Board of Directors will determine any other committees to be utilized each year.
· All committees shall be directly responsible to the Board of Directors (with the exception of the Nominating Committee).
· Committees shall submit all plans – prior to execution – to the Board of Directors for approval.


· All committee chairs shall prepare a mid-year report and submit an annual report of the work of the committee to be included in the Kansas Division Annual Meeting book.
Procedures

1. Following acceptance as chair, submit to the division president names of committee members (the number depends on the chair).  Duties to be performed should be considered when considering this number.

2. Obtain files from predecessor at annual meeting. Any other remaining files can be sent after the annual meeting.
3. It is preferred that a CD/disk with correspondence, forms, budgets, etc., is also created and passed along with all paper files.

4. Write “thank you” notes to committee members for accepting the task.

5. Be sure to copy committee members and the division board with any correspondence sent or received.

6. All committees are responsible for preparing reports for their committee board contact to be included in the officer’s article for The Signals.

7. When sending committee information to Kansas Division members, be sure to include all Kansas Division members-at-large, including those without e-mail. The chapter presidents are responsible for distributing the information to each chapter member.

Audit Committee
Chaired by: appointed by division president with board approval

Purpose: to examine and verify that the financial affairs of the division are being conducted in a manner consistent with accepted accounting procedures and in conformity with the bylaws and standing rules adopted by Kansas Division.

A review shall be made of the division financial resources in December and July by a special committee appointed by the board of directors. A written report covering the review shall be submitted to the board. The final audit shall be completed by July 31 and the records transferred to the incumbent treasurer.

Responsibilities

1. The committee will audit the following accounts: division checking and savings accounts, annual meeting, fall and spring workshops. 
2. The division treasurer shall submit the financial records, previous audit report, and the Audit Committee procedures file, which contains a copy of the finance section of the IAAP Leader’s Guide and the International treasurer’s communications.

3. Ensure that all income/expenditures are budgeted and approved. Items to look for are:

· Approved disbursement requests (including notation of category charged for expenditures) with copies of all receipts attached.

· Deposit slips for all revenue received (with notations of category deposited into).

· Verify that bank statements balance to checkbook AND to financial statements approved by the board. 

4. The committee should address any discrepancies in audit to previous division treasurer to allow time for clarification (suggest two weeks) before final written report is completed.

5. When preparing the audit report, be sure to refer to the prior year’s file for reference. A complete detailed report of any exceptions found should be submitted to the division officers. They will then instruct the incumbent treasurer to review any exceptions and make corrections where necessary. The detailed report will be submitted to the delegates at the Kansas Division Annual Meeting for consideration.

This committee can either be made up of IAAP members with an accounting background or an outside individual such as a CPA. The committee should be composed of a chair and two committee members, none of whom should be from the treasurer’s chapter.

Division Board contact: President-elect

Bylaws and Standing Rules Committee
Chaired by: appointed by division president with board approval

Purpose: to bring Kansas Division bylaws and standing rules into conformity with International bylaws and standing rules.

To review chapter bylaws and standing rules verifying that they are in conformity with division bylaws and standing rules.
Responsibilities

1. Shall notify chapters and division members at large of the February 15 deadline for submitting proposed amendments to the division bylaws and standing rules.

2. Ensure that the division board receives proposed amendments submitted by the membership by March 1, prior to their spring board meeting.

3. Ensures that the board meets the deadline of one week after the spring board meeting for submitting reviewed and proposed amendments to the bylaws and standing rules.

4. May propose amendments and resolutions

5. Shall correlate all proposed amendments of this division and submit them together with the committee’s recommendations and the reasons for the recommendations to the board of directors, the chapters and the members at large at least 45 days prior to the Kansas Division Annual Meeting.

6. Shall submit division bylaws and standing rules and/or amendments to the Southwest District director and the chair of the International bylaws and standing rules committee for approval as amended or at least every four years.

7. Shall review chapter bylaws and standing rules committee as amended or at least every four years.

8. If applicable, shall assist the division board in preparing and submitting amendments to the International bylaws and standing rules to the International bylaws and standing rules committee on behalf of the division.

9. The chair shall prepare an annual report of the work of the committee to be included in the written minutes of the annual meeting.
Bylaws and Standing Rules Committee Cont’d
Procedures 
1. Following acceptance as chair, submit to the division president names of committee members (the number depends on the chair).  Duties to be performed should be considered when considering this number.

2. Obtain files from predecessor immediately following annual meeting.

3. Write “thank you” notes to committee members for accepting the task.

4. Plan to have a meeting with the committee early in the year. There may be questions concerning duties. A meeting prior to annual meeting will also be necessary.

5. Notification should be given to the International bylaws and standing rules committee of the chair’s contact information.

6. Review the files to see if any revisions of the Kansas Division bylaws from annual meeting were sent to the International bylaws and standing rules committee (before July 1).  If not, follow through on this.

7. Go through all chapter files and make certain the due dates coincide with those of the annual status report.

8. Notify chapters and the division board two or three months prior to the deadline submission date. Always write that revisions should be sent to the chair and each committee member.

9. Be sure to copy committee members on all correspondence sent or received.

When chapter dues amounts are changed in their bylaws, the division bylaws chair should furnish the chapter treasurer with the appropriate form to submit to headquarters upon approval by the division bylaws and standing rules committee. The chapter’s treasurer must sign the form.

Division Board contact: President

Certification Committee
Chaired by:  appointed by division president with board approval

Purpose: to stimulate interest and encourage participation in the certification program throughout the division and to serve as the contact point on certification programs. Requests recertification points and distributes certificates at each division event for which they are awarded. 

Plans certification luncheon for annual meeting with board approval.

Responsibilities
1. Send letter or card offering congratulations to all those in the Kansas Division who pass the CAP and CAP-OM exams. Send letter of invitation to the annual meeting where they will be acknowledged at the recognition luncheon.

2. Support and provide information to chapter certification chairs (e.g., provide suggestions on how to promote certification, provide reminders regarding exam dates and deadlines).

3. Be familiar with all certification materials available through IAAP headquarters, and its uses.

4. Send list of all chapters’ review classes and mock exams to The Signals and Webmaster.
5. The chair shall be responsible for compiling a compete list of those in the division who are CAP and CAP-OM recipients and shall send this list to the division president and the annual meeting coordinators to be used for recognition at the annual meeting certification luncheon. The committee or division president will prepare the luncheon program. Anyone who has re-certified should also be recognized at the certification luncheon.

6. Plan program and present gifts/tokens and certificates of recognition at the KDAM recognition luncheon to those who have attained their certification or re-certified during the year. 
7. Budget: KDAM budget will cover costs of speaker fees, table decorations/favors, programs. The regular division budget will cover costs of any gifts/tokens presented to individual CAP and CAP-OM holders. Submit all budget requests to the KS Division Board.
8. Secure CEUs and/or re-certification points for division programs 15 days before each event. 

9. Make sure certification information on division website is current.

10. Submit reports to the board as required for meetings and The Signals. 
Division Board contact: Secretary

Division Annual Meeting Committee
Chaired by:  member from the hosting chapter (known as coordinator)

Purpose: to coordinate the Kansas Division Annual Meeting (KDAM) each year. The KDAM chair and the division president will sign and execute the Annual Meeting Responsibilities Agreement, which will serve as the agreement between the Kansas Division and host chapter.
Responsibilities
Refer to the Kansas Division Annual Meeting Planning Manual for complete instructions.

1. Establish date in conjunction with the division board
2. Secure adequate meeting facility with board approval

3. Provide all financial information pertaining to the facility, meals, trips and tours and opening event to the division treasurer for the development of the KDAM budget.

4. Coordinator shall appoint all sub-committee chairs.

5. Secure speakers (if necessary) as directed by the board of directors.

6. Determine menus with board approval.

7. Keep the board of directors fully informed of the activities within the scope of the host chapter’s authority.

8. Plan all trips and tours and opening event as a fundraiser for the host chapter – monies to be run through the division treasurer.  Profits or losses from these events will belong to the chapter.

9. No later than 30 days after the annual meeting, a detailed financial report shall be submitted to the board of directors.

10. The division president shall prepare the agenda and script for the annual meeting.

11. The host chapter is responsible for these additional specific items:

a. Forward hotel contract to division president for execution.

b. Coordinate with hotel on all meeting room arrangements, meals, etc.

c. Registration table.

d. Preparing and distributing registration notebooks (reports, etc., to come from the division board).

e. Secure welcome letters for the books (International president, SW District director, Kansas Division president, mayor).

f. Invocations(s).

g. Presentation of colors.

h. Welcomes.

i. Entertainment for the banquet.

j. Secure contributions/sponsors whenever possible to help defray expenses.

Division Board contact: President
Education Committee
Chaired by:  appointed by division president with board approval

Purpose: to assist in the procurement of educational resources and subject matter for educational events provided by the division and/or chapters within Kansas Division.

Collect and review all Professional Development Record (PDR) entries. Two awards are presented at the Kansas Division Annual Meeting: (1) Chapter President, (2) Member.
Responsibilities: 
1. Receive all Professional Development Records from Kansas Division members through chapter presidents, or directly from division members at large.

2. Examine each entry and do preliminary verification and tally of points.

3. If there are any questions or need for clarification, the education chair will contact the appropriate chapter president. 

4. Send all PDR entries to the division board for final determination.

May 15 
The form should be completed by the member and forwarded to the chapter president no later than May 15. The chapter president will verify to the best of his/her knowledge and sign the form. 
May 25
Chapter president will forward to the Kansas Division Education Committee chair no later than May 25 for review and approval.
June 4
The division education chair will forward to the division board.

Division Board contact: President

Finance / Ways and Means Committee
Chaired by:  appointed by division president with board approval

The division treasurer shall serve as a member – not chair – of this committee according to the division bylaws.

To ensure that no one person has control over all parts of a transaction, the ways and means committee chair shall be responsible for collecting all funds, counting them and submitting them to the treasurer with a completed income form. 
Purpose:  to increase the financial status of the division.
Responsibilities
1. Maintain accurate financial records.

2. Devise methods and projects to raise funds to increase the division treasury.

3. Responsible for division fundraisers at all division events.

4. Responsible for the silent auction (or other fundraiser) at the annual meeting.  Funds from the silent auction belong to the general operating budget, not the annual meeting budget.

a. Send requests to chapters for silent auction donations.

b. Send reminders two weeks prior to annual meeting.

c. Prepare the bidding sheets (or tickets and collection boxes, depending on the fundraiser).

d. Silent auction usually opens Friday night.

e. Make sure each silent auction item has a bidding sheet and pen.

f. Move the silent auction items to the banquet room as necessary.

g. Announce the winners for each item and the total amount raised at the banquet on Saturday night. 

h. May solicit help from other members to help with the auction.

Division Board contact: Treasurer
Membership Committee
Chaired by: division president-elect by virtue of office

Purpose: to seek ways to nurture current members, maintain and increase membership in the Kansas Division. Serves as contact for official correspondence to prospects, new members, new chapters, etc.

Responsibilities

1. Promotion of chapter membership retention and growth within the division.

2. Develop division membership contest(s) for the year, with board approval; have ready to be announced at the incoming chapter presidents’ meeting at annual meeting.

3. Update Kansas Division membership brochures at the beginning of the year: What’s A Division and Benefits of Membership. Also update chapter information sheet.

4. Maintain division unity through regular correspondence with chapter membership chairs.

5. Send membership information to enquiries received from HQ, including division membership brochures, Chapter vs. MAL Membership sheet, and chapter contact information sheet. Disseminate these enquiries to the chapter membership chairs to contact those who enquired about membership. Maintain a listing of these enquiries.

6. Notify potential and new IMAL members, where there is no chapter, of the DMAL category.

7. Write welcome letters to new chapter/division members on behalf of the division president. 

8. Encourage DMALS to join a chapter.

9. Write welcome letters to new to international members-at-large for recruitment into the division. Forward the information to chapter membership chairs so they may include them in chapter mailings. 

10. Encourage chapter membership chairs to contact those shown on the membership reports from HQ who have been billed a second time or have been dropped from membership.
Membership Committee Cont’d
11. Correspond with each dropped member, include a report card for them to return. This will help the division board determine why they dropped and secure ideas for future improvement.

12. Promotion of all special IAAP membership promotions throughout the year.

13. Market all division membership programs through the year.

14. Encourage and assist with new member orientation programs.

15. Promote the use of IAAP Chapter Resource materials.

16. Conduct membership workshops/recruitment meetings (where needed).

17. Assist struggling chapters.

18. Assist in the organization of new chapters with the division new chapter builder committee (where needed).

19. Send monthly scoreboard updates on chapter growth to chapter presidents, MALs, and division board as soon as HQ has posted the information to the website (listing monthly and YTD numbers).

20. In conjunction with the division treasurer, maintain current listing of all new chapter, DMAL and IMAL members, potential members and dropped members within the state of Kansas,

21. Make sure all membership information on website is current.

22. Present membership contest awards at KDAM.

Division Board contact: President-elect

New Chapter Builder Committee
Chaired by: division president-elect by virtue of office

Purpose: to make contact to assist in the formation of new chapters within the division. The New Chapter Builder chair is responsible for leading the division chapter builder task force in its efforts to inspire and assist growth to the division via new chapter development.
The concept of new chapter “team building” will be encouraged among the division New Chapter Builder Committee and the chapters within the division.

Responsibilities
1. Identify sites for potential new chapters via mapping of the division’s existing chapters.

2. Contact division and international members-at-large regarding new chapter building possibilities.

3. In cooperation with division Membership Committee, communicate with individuals who enquire about membership (information sent by HQ).

4. Identify companies of 500 or more employees for a potential corporate chapter site.

5. Identify potential chapters to serve as new chapter sponsors.

6. Assist existing chapters in the building of a new chapter (as determined).
7. Serve as a clearinghouse of information on potential sites and contacts for anyone in the division interested in building a new chapter.

8. Make promotional materials available to existing chapter presidents to encourage new chapter building. Offer to assist, when possible.

9. When a potential new chapter is identified, work with the chapter’s new chapter builder in following the steps set out in the New Chapter Builder resource booklet by setting up meetings, preparing agenda, presentations (if requested), paperwork required by HQ, following up, and setting chartering date.

10. Assist with chartering ceremony as needed.

11. Assist sponsor chapter in mentoring/new chapter orientation process for the first year.

12. In conjunction with the division board, organize and conduct leadership training for the new chapter.

Division Board contact: President-elect

 Nominations Committee
Chaired by: appointed by division president with board approval

Purpose: to secure a slate of officers for the Kansas Division to be presented for election at the Kansas Division Annual Meeting.
Responsibilities
1. Request and receive nominations for division officers, ensure deadlines are met, and data on each candidate is prepared for presentation at the annual meeting.

2. Review the qualifications of all candidates for office.
3. Notify the Board of Directors, chapter presidents and division members-at-large of the names and qualifications of all candidates for each division office by April 15 (or no later than 30 days prior to the Annual Meeting).
4. Ensure the nominating procedure is in accordance with the Kansas Division bylaws and standing rules. 
5. It would be helpful for those serving on this committee to be familiar with our members.

6. Much of this committee’s work will be accomplished by e-mail, and it is not likely that face-to-face meetings will be required.

7. The major part of this committee’s work will be done in the last half of the fiscal year.

8. This committee has an important role in the business proceedings at the Kansas Division Annual Meeting. Therefore, the chair should attend.

9. The committee chair will work closely with the division board and the parliamentary advisor prior to the annual meeting to track anticipated nominations from the floor. 

Procedures
1. By December 15, notify the membership through chapter presidents and division members-at-large, that names and qualifications of candidates for division office must be submitted by March 15 (or no later than 60 days prior to the annual meeting). Send the official nomination forms and instructions with the notification.
2. Any chapter, by vote of its membership, may nominate one or more of its professional members as a candidate. 
3. A DMAL must secure letters of recommendation from three chapters in the division if they wish to run for division office.
Nominations Committee Cont’d

4. A chapter, in nominating one of its members as a candidate for division office, shall submit to the Committee on Nominations a completed Application for Election form signed by the chapter president, – form includes name, chapter affiliation, qualifications, educational, professional and IAAP background, a statement that the candidate is actively engaged in the administrative professional field, and the candidate’s signed consent to serve if elected.

5. Submit all officer candidate information to the division president and annual meeting coordinators to be included in the annual meeting book/records.
6. A delegate may nominate a qualified professional member of a chapter from the floor at the annual meeting, provided the member has consented to serve if elected. Nominations from the floor must receive two seconds.

7. A delegate may nominate a division member-at-large professional member from the floor at annual meeting, provided the member has consented to serve if elected, and has secured letters of recommendation from three chapters. Nominations from the floor must receive two seconds.

8. To ensure the candidate meets all qualifications, any nomination from the floor must, through the Committee on Nominations, submit supporting documents to the division board and the delegates: Application for Election form (summary of the candidate’s qualifications listing pertinent personal information, education background, professional background and IAAP activities). This documentation shall be provided to all division officers and delegates at the beginning of the annual meeting.
9. Review the division bylaws and standing rules to ensure all nominations and procedures are in compliance.
Division Board contact: President
Orientation Committee
Chaired by: appointed by division president with board approval

Purpose: to disseminate information about IAAP to all members.
Responsibilities

1. Maintain and update the Orientation Manual/PowerPoint® orientation presentation with current year’s theme, division officers, meeting locations and dates, etc.

2. Distribute the updated Orientation Manual and/or PPT presentation to all Kansas Division chapters to use at their chapter meetings, as well as DMALs.

3. Conduct the orientation presentation as requested.

Division Board contact: President-elect

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Procedures Manual Committee

Chaired by: appointed by division president with board approval

Purpose: to provide a comprehensive resource to all chapters and division members-at-large on leadership and other pertinent information about the workings of the Kansas Division.

Responsibilities
1. Maintain and update the Kansas Division Procedures Manual.

2. Forward all manual updates to the chapter presidents and DMALs.

Division Board contact: Treasurer

Pathways to Excellence Committee

Chaired by: appointed by division president with board approval

Purpose: to ensure the members have the current Pathways to Excellence guidelines. Additionally, it is this committee’s responsibility to receive and evaluate information submitted by the chapters for the Chapter of Excellence. This information will then be submitted to HQ throughout the year per the scheduled deadlines.
Responsibilities
1.    The Division Deadlines have been established for meeting specific criteria throughout the             

        IAAP year. Send chapter presidents the current year’s Deadlines to Remember schedule.

2.     Receive and evaluate information submitted by the chapters for the Chapter of Excellence.

3.     List all chapters on the appropriate form for each criterion. Mark off each chapter as their 
        information is received. Submit this form to the division president at least one week before             

        it is due to HQ. 

4. The division president is then responsible for submitting the chapter information to HQ.
Division Board contact: President
Publicity / Newsletter Committee

Chaired by: division secretary by virtue of office

Purpose: to provide a vehicle for keeping members informed of Kansas Division and International news, deadlines, reports, chapter news, and other items of interest and pertinent to the profession.

Responsibilities
1. The production and distribution of the Kansas Division Signals quarterly.

2. Statewide publicity concerning IAAP functions and announcements. Shall send news releases to cities where the division currently does not have chapters.

Division Board contact: Secretary
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

Retirement Trust Foundation Committee
Chaired by: appointed by division president with board approval

Purpose: to promote support of IAAP’s retirement center in Vista Grande, New Mexico, throughout the division. Keep the membership informed about development and events.
Responsibilities
1. Develop methods to raise funds for the RTF.

2. Display and promote purchase of RTF items at each division function.

3. Disseminate information to the division chapters on all items concerning RTF and Vista Grande.

4. Deliver funds raised to the division treasurer.

5. Ensure that chapter and division funds are sent to headquarters prior to June 20 so that the division receives credit for the contribution.

Division Board contact: Treasurer
Roster Committee
Chaired by: appointed by division president with board approval

Purpose: to provide networking opportunities to all Kansas Division members by supplying a listing of contacts of all members in the division.

Since the roster is maintained in Word the chair needs to have the ability to update it monthly and distribute updates by e-mail.
Responsibilities
1. Produce a roster containing names and contact information of all division members no later than the fall workshop. 
2. The division treasurer will send monthly reports to the roster chair of all new and dropped members and any other changes to be made.
3. Distribute the roster electronically to the division board, all chapter presidents and division members-at-large. Mail a copy to any DMAL who does not have email.

4. Update and distribute the roster quarterly based on member information provided by the treasurer and membership committee. Make sure to change the “updated” date.
5. Remind all chapter presidents to review their members’ information and send any changes.

6. Hard copies of the current update are to be available at all division events (one per chapter). 
7. Serve as contact for changes to the roster. 
The address information in the roster is for the internal use of Kansas Division members only and is not to be distributed to anyone outside the division.

Division Board contact: Treasurer

Seminar / Workshop Committee
Purpose: to coordinate Kansas Division workshops and seminars, typically held each fall, winter and spring.

The coordinator and the division president will sign and execute the Workshop/Seminar Responsibilities Agreement, which will serve as the agreement between the Kansas Division and host chapter on responsibilities for the meeting.

According to the Kansas Division bylaws:

· Workshop:  will consist of at least 3 hours of professional educational and the remaining time allocated for Kansas Division business, information, planning, etc.

· Seminar:  will consist of at least 5 hours of professional educational with no more than half an hour allotted to division information and/or announcements. 

The division event hosts have been scheduled through 2013-2014.

Chaired by: member from the host chapter (known as the coordinator); appoint sub-committee chairs as necessary. Sometimes an established chapter committee (e.g., education committee) will take on this task.
Budget: There is no financial obligation for a chapter to host a division workshop or seminar.  All income and expenditure belongs to the division. 

Providing CAP and CAP-OM recertification points for all division workshops/seminars is a high priority. Kansas Division has a nominal budget to pay for speakers’ fees so any speakers who will donate their time are much appreciated.
Attendance: Attendance is normally 25-35.
Responsibilities
1. Establish a date in conjunction with the division board.

2. Secure adequate meeting facilities (at no charge if possible), coordinating room arrangements and meals.

3. Submit 2-3 possible program topics to the division board for approval. All programs must be applicable for professional development and eligible for recertification points. 
                                                                             Seminar/Workshop Committee Cont’d
4. Secure speakers (if necessary) as directed by and with board approval. Make no commitment with the speaker until the board has approved.
5. Determine menus with board approval. Lunch can be a boxed lunch, lasagna, etc. – normally in the $7-8 per person range. 

Usually the host chapter members provide coffee, juice and other drinks, as well as bagels/sweet rolls for morning snacks. These expenses are reimbursed from the event budget. 
6. Provide all projected costs (including tax) for morning snacks, lunch, speaker and room fees (if any) to the division board for approval. The division treasurer will develop a meeting budget.
7. The division treasurer will prepare a budget at least 30 days prior to the event.
8. Keep the division board fully informed of the activities within the scope of the host chapter’s authority. 

9. At least two months before the event, provide the division secretary with all program outlines, speakers’ biographies, venue address, driving directions and any other information necessary for the secretary to prepare a flyer to distribute to members.

10. The division president shall prepare the agenda for the meeting.

11. Provide goody bags or door prizes (optional) for all participants.
Division Board contact: President 
Workshop and Seminar Responsibilities 

 Event: 



Checklist       Date of Event 




	HOST CHAPTER
	Due Date
	Done
	DIVISION BOARD
	Due Date
	Done

	 
	
	
	______ Seminar (5 hours education)

______ Workshop (3 hours education)
	
	

	Appoint 1-2 coordinators from chapter membership
	
	
	Division president will serve as contact for host coordinators

· cc full board on all emails
	
	

	Select site
	
	
	Approve site and any room rent
	
	

	Suggest (local) speaker(s) and topic

· Division board can help if necessary
	
	
	Approve speaker and topic

· Approve any fees
	
	

	Arrange for lunches – to be delivered or to be collected
	
	
	Approve menu and cost
	
	

	Arrange for morning snacks
	
	
	
	
	

	Provide all projected costs to division board (incl. taxes)
	
	
	Prepare Budget – treasurer
	
	

	Send speaker bio, program outline, lunch menu to division board
	
	
	Prepare registration form – secretary
	
	

	
	
	
	Draft/Final Agenda/Meeting content – president 
	
	

	
	
	
	Distribute registration to chapter presidents, DMALs 
	
	

	
	
	
	Obtain recertification points from HQ – division certification chair
	
	

	Room setup, coffee, juice, etc.
	
	
	Registration – treasurer
	
	

	
	
	
	Procure and present gift for speaker(s)
	
	

	
	
	
	Participant Evaluation – secretary
	
	

	
	
	
	Send thank you letters
	
	

	
	
	
	Prepare final financial statement – treasurer
	
	


________________________________              _________________________   ________

Division President


  
Co-Coordinator                        
  Date







_________________________   ________

Date




  
Co-Coordinator
         
  
 Date

This Seminar/Workshop Checklist of Responsibilities will serve as the agreement between the Kansas Division and the Host Chapter on responsibilities for the Kansas Division Seminar/Workshop.

Speakers’ Bureau Committee
Chaired by: appointed by division president with board approval

Purpose: to give organizations, clubs and groups in the state of Kansas greater access to a variety of topics and speakers.
Responsibilities
1. Develop a resource network of speakers along with their program topics from Kansas Division members.

2. Develop methods for connecting speakers with organizations.

3. Publish a brochure for use as an advertising tool to disseminate information on the Speakers’ Bureau to potential clients. Include a speaker request form.

4. Develop an evaluation form for groups to use whenever they utilize a speaker from the bureau. Tally the evaluations results and provide feedback to the speaker.

5. Ensure the Speakers’ Bureau information on the division website is current.

Division Board contact: Secretary

Programs to look for:

· New topics that address current issues as headlined in newspapers 

· Original and other research on the workplace or administrative professionals in particular. 

· Trends in the profession, business, or employment in general. 

· Training skills that can be applied immediately in the workplace. 

· Upper level skills now required for administrative professionals in light of changing economic and business trends (i.e., use of integrated technologies, project management of remote teams, collaborative writing, etc.) 

· Technology skills (i.e., cyber meetings, web site maintenance or management, desktop publishing, graphic design, etc.) 


Here’s what we don’t want:

· Motivational sessions without strong content. 
· Generic sessions that are pulled out of a tired repertoire and regularly given to mixed groups. 

· Sessions that hinge on old stereotypes of admins and don’t recognize their new roles. 
· Sessions that are passive for the participants and don’t include take home action plans. 

· Sessions that aren’t cutting edge. 

Website Committee
Chaired by: appointed by division president with board approval

Purpose: to gather, compile and submit pertinent data to the division webmaster.
To ensure that information on the website is updated regularly and remains current.
Responsibilities
1. Division updates:

a. Officer photos and bios

b. Committee updates

c. Calendar info

d. News items

e. Event registration forms

f. Newsletters

g. Division forms: Professional Development Form, Member of the Year Form, Chapter of the Year Form, criteria forms for all division contests, etc.

h. Members’ Place: bylaws and standing rules, roster

2. Chapter updates:

a. Officers

b. Meeting date/location/time

c. News items

d. Special event info

e. Links to chapter websites

Division Board contact: Secretary
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