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This document describes the responsibilities of the five positions that comprise the DAE TIG leadership: TIG Chair, TIG Co-Chair, Program Chair, Program Co-Chair, Webmaster. Beyond these elected positions, the TIG welcomes advisory group members and program proposal reviewers.

DAE TIG CHAIR: The TIG Chair, like all TIG officers, holds office from January 1 to December 31.  S/he is responsible—along with other TIG leadership—for setting the agenda for the TIG annual meeting at the AEA conference in November and for presiding at the event.  Follow-up activities from the meeting for the rest of the calendar year rest with the Chair before s/he hands over office to the incoming Chair in January.
During his/her year in office the TIG Chair is also responsible for initiating and arranging personnel to conduct all TIG activities occurring outside the annual meeting.  These should include, at a minimum:
· Identification of topics and presenters for which conference presentation abstracts on the design and analysis of experiments are be submitted, several weeks ahead of the abstract submission deadline in the spring.  The effort to general many strong submissions should include providing encouragement to researchers to step forward with their abstracts and the offer of reviewing of draft abstracts if requested.

· Organization of a week’s work of blogs on D&AE topics, to be part of the Association’s AEA360 series.  A slot on the series calendar must be reserved 4 to 5 months ahead of time, and blog authors lined up nearly that early to assure strong coordination of daily topics and quality writing and editing of individual posts.
Ideally, each year one other initiative should be undertaken to build connections among TIG members and move forward common research interests in the group—something the Chair or other leaders conceive and execute as a “creative trial” that may or may not be found worthy of carrying forward in subsequent years.

DAE TIG CO-CHAIR:  The TIG Co-Chair, who in the subsequent year will become the new TIG Chair, should support the current Chair in all the above activities—and take on special assignments as agreed upon with the Chair. 


DAE TIG PROGRAM CHAIR: The TIG Program Chair, like all TIG officers, holds office from January 1 to December 31. This person is responsible for placing design and analysis of experiments items on the program for the AEA fall conference. This includes 
· Encouraging program submissions leading up to the abstract deadline in the spring (along with parallel efforts by the TIG Chair), and 
· Organizing the review of DAE submissions for placement in program slots allocated to the TIG by the Association. 
Along with this responsibility, this individual supports the TIG Chair in setting the agenda at the TIG annual meeting at the AEA conference in November. 
Key activities for the TIG Program Chair begin early in the calendar year with coordinated outreach (in conjunction with other TIG leadership) to solicit Conference Proposals from members relevant to the design or analysis of experiments. Outreach begins when the conference is announced and goes through the submission due date.
The TIG Program Chair is also responsible for engaging with AEA Operations staff to understand the process for reviewing proposals and submitting final TIG session selections. Activities and estimated timelines are as follows:
· Participate in online training on the abstract review process provided by AEA – May (this training is also recorded)
· Round up volunteers to review submitted abstract – May
· AEA Operations Staff will provide a list of individuals it knows to have volunteered
· Provide full set of reviewer names to AEA – Late May
· Provide reviewers with submissions and guidelines for review process – June
· Combine reviewer ratings – June 
· Work with other TIG Leadership to make final selections – June 
· Submit final selections to AEA – Late June

DAE TIG PROGRAM CO-CHAIR:  The TIG Program Co-Chair, who in the subsequent year will become the new TIG Program Chair, supports the current Program Chair in all the above activities—and takes on special assignments as agreed upon with the Program Chair. 



DAE TIG WEBMASTER: The Webmaster is responsible for maintain the content of the TIG’s website at Design and Analysis of Experiments (DAE).
This entails three activities:
· Solicit content for the site worth sharing with the DAE community from the Chair and Program Chair (and indirectly through them, from others in the TIG). 

· Use AEA-provided resources to learn how to modify the website’s content and, as needed/feasible, its layout.

· Update the website regularly—ideally with new content every 3 months, and definitely by reviewing all material currently posted to eliminate “staleness” every 6 months.  


