Last Updated 10/30/02

CPS/AAPT OFFICER RESPONSIBILITIES

SECRETARY /TREASURER RESPONSIBILITIES 

Send personal information to CPS Web Page for Officer's Page Preparations to host Fall PTRA Workshop 

1) Arrange date with PTRA workshop presenters - contact Maxine Willis or HS Rep for date, workshop title and information

2) Arrange meeting place for workshop 

3) Arrange AM break -coffee, danish, etc. (host pay?)

4) Arrange for lunch for participants - usually cafeteria, find out cost for participants to pay

5) Mail notices to area high schools within 2-3 hour drive and all CPS members 6 weeks before workshop

· Get mailing labels from Membership Representative

· Notice lists Secretary/Treasurer and one presenter as contact

· Fee – 

· Teachers $36 (includes CPS membership for year and Spring CPS meeting registration fee)

· Students $18

· Directions and map sent to participants

6) Send information on workshop to CPS Webmaster

7) Prepare receipt for participants

After Fall Workshop


1) 
Send checks to PTRA presenters for expenses submitted (we pay for expenses over what they get from AAPT)


2) 
Send check to AAPT for PTRA Workshop ($36 per participant)


3) 
Send information to Membership Rep to update membership list with PTRA Fall Workshop participants


4) 
Send report on Fall Workshop to Webmaster


5) 
Send report on Fall Workshop to Section Rep


6) 
Send report on Fall Workshop to AAPT Announcer with announcement of Spring Meeting and 



workshop topic and dates

Host Fall Executive Committee Meeting (usually Saturday)


1) 
Send letter (or email notice) to Executive Committee members (Past Pres, Pres, VP, Sec/Treas, HS Rep, JC Rep, AAPT Section Rep, Membership Rep) requesting food preference and RSVP


2) 
Arrange meeting place for Executive Committee


3) 
Arrange lunch for attending members (host pay ?)


4) 
Assume responsibilities as Sec/Treas-turn over of records


5) 
Take minutes for Fall Executive Committee Meeting

Place copy of Fall Exec Committee meeting minutes and reports in binder

Send letter February 1st with Dues Notice

1)
Request HS, JC or College/University affiliation on form and email address

2)
Dues -Regular members - $6 (Emeritus members - Dues waived)

3)
Need 2 sets of mailing labels for this from Membership Rep one for envelope and one for dues notice

4)
Include deadline for abstracts in letter (call VP for date)

5)
Include information about dinner, cost, and reservation deadline

Process Dues Mailed 

1)
Make deposits of dues sent in before meeting

2)
Make list of renewing and new members for Membership Rep

Preparation for Spring Meeting 

1)
Write checks as needed prior to meeting 

2)
Prepare

· receipt form
· registration form (may be part of #1)

· CPS/HS/College- $7.00 

· SPS or Student -$3.50 (half regular registration)                                                                                                   

· Checklist of paid members for registration

· Dinner tickets 


3)
Buy needed supplies -pens, name tags, etc


4)
Xerox

· receipt forms

· registration forms

· dinner tickets
· list of dues owed 

· checklist for registration 

· minutes of Fall Executive Committee Meeting

· approx 40-50 copies 

· include current financial report in handout

· income and expenses since July

· current balance in bank accounts

Duties at Spring Meeting 


1)
Run registration table (may get help from VP school)

· Friday- start approx 1 hr before meeting starts have someone at table all day till dinner




(need someone else while you attend General Meeting)

· Saturday- have someone at table morning 1/2 hr before meeting starts till after break


2)
Write checks for meeting expenses 


3)
General Meeting 

· Take minutes of General Meeting 

· Introduce new members (new members from Fall PTRA Workshop, new members who sent dues and new members who paid at meeting)

· Handout copies of minutes of Fall Executive Committee Meeting and financial report 


4)
Give copy of years' minutes and financial reports to Archivist 

      5) 
Executive Committee Meeting 

· Take minutes of Executive Committee Meeting 

· Propose Spring Meeting date if possible 

After Spring Meeting


1)
Send information to Membership Rep to update file with:

· Dues received prior to and at Spring Meeting

· PTRA Workshop participants -Spring 


2) 
Make deposits for dues, registration, dinner, etc


3) 
Pay any remaining expenses for Spring Meeting


4) 
Send checks to PTRA presenters for expenses submitted (we pay for expenses over what they get 



from AAPT)


5)
Send check to AAPT for PTRA Workshop ($36 per participant)


6)
Send list of new officers (name, address, phone #, FAX #, email address) to AAPT. 

· Send Section report on Spring Meeting to AAPT for publication in Fall Announcer 

· Send Section report to Section Rep 

· Prepare financial report for year ( July to June )

· Place copy of Sp Gen Meeting, Exec Committee minutes and financial report in binder with other reports handed out at meeting

· Have possible date for next Spring meeting ready for Fall Exec Committee meeting if not determined at Sp Exec Committee

· Get bank signature cards for Fall Executive Committee meeting

VICE PRESIDENT RESPONSIBILITIES

Preparation for Fall Executive Committee Meeting


1)
Xerox minutes of Spring General Meeting 


2) 
Xerox minutes of Spring Exec Committee Meeting


3) 
Xerox financial report for past year 


4) 
Make contact with SPS regarding participation Spring Meeting

Duties at Fall Exec Committee Meeting 


1)  
Change signature cards for bank and get signatures


2) 
Give Sec/Treas records to new Sec/Treas 


3) 
Hand out minutes of Spring General Meeting 


4) 
Hand out minutes of Spring Exec Committee Meeting


5) 
Hand out financial report for past year 

Preparations for hosting Spring meeting ,


1) 
Determine how much financial support provided by host institution and how much needed from 



CPS - can also get financial support from SPS if joint meeting


2) 
Get copy of A Guide for Organizing a Section Meeting of the AAPT from Conley Stutz,



Bradley University, Peoria, IL 61625 or email: conley@bradley.bradley


3) 
Finalize date of meeting -notify campus officials


4) 
Make arrangements for invited speakers for meeting


5) 
Send info to Pres for Dec letter re: finalized date, invited speakers and titles of talks, abstract




deadline, PTRA Workshop title, time and presenters, etc. Also send info to CPS Web Page


6) 
Make arrangements for Friday night dinner for meeting

· 2 or 3 choices or buffet 

· CPS/AAPT pays for dinner for invited speakers by adding $1 to caterer's cost of dinner for each person

· Need to send menu info, costs and reservation deadline to Sec/Treas for Feb letter if possible

· Also send dinner info to CPS Web Page 


7)
Get info about local motels and reservations

· See if you can get special rates for meeting

· See if block of rooms can be reserved for CPS/AAPT

· Send this info to Sec/Treas for Feb letter

· Also send motel info to CPS Web Page 


8)
PTRA Workshop

· Contact Maxine Willis or HS Rep for workshop title and info

· Arrange AM break - coffee, danish, etc. (host pay ?)

· Arrange for lunch for participants -usually cafeteria, find out cost for participants to pay

· Mail notices to area high schools within 2-3 hr drive 6 weeks before meeting 

· Include information re: CPS Meeting & dinner

· Notice lists VP and Presenter as contact

· Get mailing labels from Membership Rep

· Fee- 

· Teachers $36 (includes CPS membership for year and Spring CPS meeting registration fee)

· Students $18

· Send info on workshop to CPS Web Page

· Send registered participants list of motels, maps/directions to meeting, etc.


9)
Make arrangements, if possible, for dorm rooms for SPS students 


10)
Make arrangements for rooms for meeting

· Need room to hold 60-90 people for invited speakers

· Use for Friday afternoon & evening sessions 

· Use for section meeting

· Can use for Sat morning session

· Need room for exhibitors ($50 Fee) -Fri PM and Sat AM

· Need room for PTRA Workshop -Fri all day

· Need room to hold additional talks -Sat AM

· (?) Need room for SPS meeting -Fri PM

· (?) Need room for additional HS talks-Fri PM


11)
Get copies of campus info: maps and directions to campus, local motels, etc. 

· Also send this info to CPS Web Page or send Web Page address of host site


12)
Make arrangements for refreshments at breaks

· Friday afternoon -Coffee, Cokes, Cookies, etc. –need enough for CPS meeting participants & PTRA workshop participants - approx. 50-60 

· Saturday morning -Coffee, Tea, Danish, etc. -approx 50


13) 
Possible social hour ~ Wine, Snacks, etc –  could make cash bar charging for drinks


14) Possibly make arrangements with SPS chapter for separate SPS dinner function such as pizza  


       party in student center


15) Make arrangements for Sat. lunch for CPS Exec. Comm,. Meeting-Past Pres, Pres, VP, 



Sec/Treas, HS Rep, JC Rep, Section Rep, Membership Rep -Determine number prior 



to meeting (old & new officers) 


16) 
Make arrangements for parking -hand out at reg if needed


17) 
Ask officers and faculty at host institution to be session leaders


18)
Make rough schedule for Spring meeting

· Registration- Start when Exhibits open or 1 hr before meeting begins

· Arrange for Pres or Academic Officer to open meeting

· Open from 1: 30 - 2 

· Invited speaker - late Friday afternoon - approx 4

· General Meeting -1 hr after speaker- approx 5

· Social Hour -1/2 hr before dinner -approx 6

· Invited speaker -Friday after dinner -approx 8

· Be sure to have time in schedule for Exhibits

· i.e. Friday- Noon -? 

· Long break Fri PM 

· Long break Sat AM 

· Registration Sat -8:30- after break

· Talks begin Sat –9 AM 

· Closing Remarks Sat -approx 11: 45 

· Exec Comm. Lunch Sat -Noon


19) 
As abstracts arrive 

· Assign session -15 min per presentation


      (increase to 20 min if few talks received to help fill out session) 

· Update schedule 

· Reply to presenter that abstract received, when talk is scheduled, length of time

· Add to list of equipment needed 

· Update list of abstracts 


20) At abstract deadline, send March letter with Schedule, maps and/or directions to meeting, etc.


21) Arrange for all A/V equipment, PC, etc needed for talks


22) Arrange with David Schoepf for certificates for student presentations


23) Xerox Program Schedules for meeting -approx 50 copies


24) Xerox Program Addendums (talks received after deadline and any revised info from schedule



 sent to members) -70-80 copies


25) Xerox abstracts -approx 50 copies 


26) Xerox for General Meeting: 

· Previous year's Spring General meeting -40-50 copies

· Previous Spring Executive Committee meeting -40-50 copies

· Financial Report for previous year - 40-50 copies

Duties at Spring Meeting 


1)
Begin meeting with host school's welcoming address by President, Dean, as appropriate 


2)
Hand out at General Meeting 

· Previous year's Spring General meeting

· Previous Spring Executive Committee meeting

· Financial Report for previous year 


3)
Give copy of minutes and financial report to Archivist

PRESIDENT RESPONSIBILITIES

Preparation for Fall Executive Committee Meeting 


1)
Prepare Agenda for Executive Committee Meeting 


2)
Main agenda item –Spring Meeting preparation

· Determine date of meeting if not already done

· Discuss possible theme

· Discuss possible presenters


3)
Request other items for agenda from Executive Committee

Duties at Fall Executive Committee Meeting 


1) Prepare and Xerox Agenda for Executive Committee Meeting


2) Chair Executive Committee Meeting 

Send to national AAPT for Distinguished Service Award 

Get Service Award Framed for Spring meeting

Send December/January letter announcing meeting with main speakers, PTRA Workshop info, call for presentations - include VP's FAX # and email address for abstracts – include deadline for abstracts

Letter also calls for nominations for officers:


1)
Sec/Treas -elected every year


2)
Section Rep -elected even years 


3)
HS Rep -elected 1999 + every 3 years 


4)
JC Rep -elected 1998 + every 3 years


5)
Membership Rep -elected 2000 + every 3 years

Contact future host sites to determine nomination for Secretary/Treasurer

Contact Reps when term is up to see if willing to run again

Preparation for Spring Meeting 


1)
Arrange for exhibitors (Exhibitor fee $50) or get volunteer Book Publishers -Renee Diehl 



Equipment -Ray Pfrogner 


2)
Call National AAPT Office for box of material


3)
Prepare and Xerox Agenda for General Meeting -40-50 copies


4)
Prepare agenda for Exec Comm Meeting

Duties at Spring Meeting:


1)
Chair General Meeting


2)
Chair Exec Comm Meeting

· Determine date of spring meeting if possible 

PAST-PRESIDENT RESPONSIBILITIES

Attend Executive Committee meetings and Spring General Meeting

Update list of officer responsibilities and distribute changes to all officers and list to new officers

MEMBERSHIP REPRESENTATIVE

Update membership list with new members from Secretary/Treasurer


1)
PTRA Workshop participants Fall 


2)
Dues received prior to and at Spring Meeting


3)
PTRA Workshop participants Spring

Update PTRA Workshop attendance in records

Archive dues information in records

Print labels and send to host for PTRA Workshop Mailing –Fall

Area high schools within 2 hr and all CPS members


1)
Print labels and send to host for PTRA Workshop Mailing –Spring

Area high schools within 2 hr


1)
Print labels for December, February & March letters


2)
Send labels for December letter to President


3)
Send 2 sets of labels for February letter to Secretary/Treasurer


4)
Send labels for March letter to Vice-President


5)
After Spring meeting, make inactive those who have not paid dues for past 3 years 


6)
Send letter with membership renewal form to those becoming inactive


7)
Optional-mail out notice from Pres, Secretary/Treasurer, or VP if requested and submit expenses 



to CPS 

HIGH SCHOOL REPRESENTATIVE

JUNIOR COLLEGE REPRESENTATIVE

                                                    SECTION REPRESENTATIVE

Attend national AAPT section rep meetings -How many?? 

Hand out at General Meeting Section Rep Report

Give copy of Section Rep Report to Archivist 

Send annual report to national AAPT

