EDUCATION COMMITTEE CHAIR
Position:
Chairman, Meetings set up between November and February as necessary by conference call or in person ; 1-2 hours a month during the remaining months; plus travel (board meetings, etc.)

Time Commitment:
Chairman, 3-4 hours a month; plus travel (board meetings, etc.)
DUTIES 

I. Serves as a member of the Board of Directors.  Required to attend APIC-VA Board meetings and annual membership meeting.

II. Submits budget request to treasurer for the following year.
III. Prepares and submits an annual report of activities and accomplishments as Education Committee Chair for presentation at the annual membership meeting.

IV. Coordinates planning and preparation of yearly educational conference.

V. Assists Loan Librarian as needed.
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INFORMATION:

Conference Planning

1.  Schedule and send notification of committee meetings:

Suggested format:
4th Quarter: program planning meeting




4th Quarter: program planning meeting




March meeting at chosen conference hotel

2. Record and e-mail minutes of meeting.

3. Maintain frequent communication with program chair – a coordinated effort is needed to assure that all conference requirements and deadlines are met:

a. hotel requirements (a meeting at the hotel is helpful in this regard)
b.  all communication with speakers: confirmation letters, expenses, travel/audiovisual 
     needs
c.  bank account: conference insurance, etc.
d.  printing and mailing of brochures
e.  vendor commitment
f.   assignments of area members
4. Follow-up designated member assignments – to include:

a. speaker contacts and commitments

b. program topic descriptions and objectives

Prepare and present to Board:
1. 1st Quarter:  proposed program/speakers/format/proposed budget
2. April – finalized program and budget brochure format
3. September – year end report
Recruits chairman for approaching conference

1. Presents potential chair to Board for approval
2. Presents information on suggested conference sites and costs

Communicate to membership 
1. Pre-conference; dates, place, program
2. Post-conference; scholarship winner’s comments

