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RESPONSIBILITIES OF A DELEGATE OR ALTERNATE

Each association is entitled to one vote at the Council, Regional and National conference which are held in May/November, March/April and June respectively.  Each association is also entitled to one alternate to take the place of the delegate should it become necessary.  It is just as important for the alternate to attend business meetings as the delegate.

Each association president, prior to the conference, will receive forms that he/she needs to fill out indicating the name of the delegate and alternate.  These forms need to be completed, signed and returned; one form to the Council, Regional or National office and the other retained by the Delegate and carried to the conference.  These forms should be completed in duplicate and distributed per the instruction on the form.

The delegate and the alternate both upon arrival at the conference site should immediately check in at the Credentials Desk at the same time, if at all possible, to be certified.  This is a must – they cannot vote unless they have been certified at the Credentials Desk prior to the actual business meetings.

PRIOR to reaching the conference, the delegate and alternate should have acquainted themselves with the issues and proposed changes that will be coming before the assembly to be voted on.  You should do your HOMEWORK on these issues – finding out everything you can about the changes and exposing yourself to all sides of the issue(s) in order to make the best possible decision when you vote.  Above all, be aware of the feelings of your association on these issues.  You are representing your association and your vote should express the wishes of the association and what is best for the association.

At the conference, you, as a delegate or alternate, should make every effort to attend any and all workshops or briefings that may be offered for the delegates’ benefit.  These can provide you with information regarding the proposed changes that you may not have been aware of previously.

Some associations exercise their right to send their delegate and alternate to conference instructed on how to vote on a particular amendment(s).  If you do go instructed, you should have the understanding of your association that if certain information is brought out at the conference that your association was not previously aware of, or had thought of, that you be allowed to change your vote.  You should be able to make an alternate decision if you feel confident that your association would have felt differently on the issue(s) had they had access to this information originally.

The delegate DOES have a responsibility to justify his/her actions to the association upon his/her return.  In other words, your association sending you as an instructed delegate should include a proviso at the time of your instruction that if a change of vote is appropriate that you be allowed to do so with justification in your conference report.

An instructed delegate who does not have this proviso is obligated to vote as his/her association instructed.  This only applies, however, to the amendments as proposed.  Should the proposed amendment be amended, your instruction does not apply and you should vote according to your judgment and evaluation of this amended amendment – again, keeping your association’s feeling in mind.  In other words, you are not bound by the instruction for the amendment originally proposed.  Should you feel that the changes to the amendment now place it in a more favorable light and would therefore be acceptable to your association, you can vote “yes” on this proposed amendment.

If you or your association feel very strongly about any particular issue and you have decided to vote “no,” you should voice your reasons at the business session to the rest of the delegates and the assembly.  This may bring out points of information that other delegates were not aware of.  You should share your opinion conversely, if you feel very strongly about a particular issue and have decided to vote “yes.”  You should always voice your reasons to the rest of the delegates and assembly.  This is important as all ideas or interpretations should be expressed before an amendment is voted into our Bylaws and Standing Rules, or voted down.  This can be particularly important on a controversial issue.

Since an amendment can only be reworded at National Convention, if your association thinks an amendment has merit – but does not like the wording of it – vote YES on it at the Regional Conference and go to National prepared to amend it from the floor.  Amendments made at Regional Conference as a proposed amendment are considered a NO vote.  Keep in mind that only those Bylaws or Standing Rules approved by a majority of all votes cast in all nine Regions may be presented on the convention floor.
When you do get up to voice your opinion at a conference, you should proceed to the microphone, wait to be recognized, address the presiding officer as “Madame (or Sir) President” “Madame (or Sir) Vice President” or “Madame (or Sir) Chairman” and give your name and association affiliation so that the Recording Secretary will have no difficulty in recording the correct name and so that the presiding officer may repeat the name and formally grant the floor to you.

The following are some points to remember as a delegate or alternate:

1.
Be on time so that the presiding officer can begin on time.

2.
Pay attention – don’t talk to your neighbor during the business meetings.

3.
Address all remarks to the Chair – don’t talk to someone across the room.

4.
Don’t take time repeating points which have already been made.

5.
Discuss motions – express your opinion.

6.
Talk loudly enough to be heard so that the Chair will not have to repeat.

7.
Discuss only the currently pending questions – don’t introduce other topics.

8.
Vote on motions – be either FOR or AGAINST – take an interest in what’s happening.

9.
Know what you are voting on – ask questions if anything is not clear.

10.
Accept amendments if you agree with them or would have included them had you


thought of them.

11.
Move to stop debate, by moving the Previous Questions, if discussion becomes 


repetitious and the time is short.

12.
Don’t let your personal feelings intervene.  Think only and vote only for what’s best for 


your association.

SOME POINTS OF INFORMATION REGARDING AMENDMENTS THEMSELVES ARE:

1.
An amendment is in order as soon as the question has been stated by the Chair and 


any time during debate.

2.
The amendment must be related to the motion being considered.

3.
A motion may have a primary, or main, amendment and a secondary amendment 


pending at the same time.

4.
The secondary amendment must be an amendment to the primary amendment.

5.
A motion cannot be amended in two different places at the same time, but when one 


amendment has been voted on, then the other may be made.

6.
Only two amendments may be pending at any one time, and the second one must be 


related to the first.

7.
If you wish to offer an amendment which is not in order at that time, you may give 


notice of your intention by saying, “If this amendment is defeated, I will make the 


following amendment.”

8.
Only a majority vote is required for most amendments.

9.
A two-thirds vote is required for a bylaws amendment unless the bylaws state 


otherwise.  Ordinarily it takes a two-thirds vote to change or rescind anything already 


adopted.

10.
An amendment to proposed bylaws amendment only takes a majority vote.

11.
The maker of a motion may accept an amendment.  The amendment then becomes a 


part of the main motion and is not voted on separately.

12.
An amendment to the bylaws is a main motion, not a subsidiary one.

13.
It is not in order to strike out words in one place and insert in another in the same 


motion.

14.
An amendment is debatable if the main motion is debatable.

To summarize, the responsibility of being your association’s delegate or alternate is not to be treated lightly.  You are responsible for your association as you are representing your entire association with your vote.  Your vote should reflect your association’s wishes and not yours totally as an individual.  You need to give thought and consideration to what you do.  Your association depends on you and your judgment.

IPOCO (Insurance Professionals of Columbus Ohio)

JOB DESCRIPTION MANUAL
General Information as of 12/15/08
There are several general rules which apply to all Officers and Committee Chairmen.  You should become familiar with these rules:

1. The association President is an ex-officio member of all committees except the Nominating Committee.  As chairman of a committee, it is your responsibility to invite the President to attend one of your committee meetings held during the year.  Preferably your first meeting so that the President has an idea of your plans for the coming term.
2. Each committee chairman will be responsible for the selection of his/her committee members.  When choosing committee members, try to get a cross-section of members; some you don’t know, some new, and also some that have served previously.
3. Copies of any correspondence you write or receive as an officer or committee chairman should be given to the Secretary for filing.

4. All donations or offers of donations or contributions must be approved by the Executive Board BEFORE the offer is accepted.

5. All bills you incur on behalf of the association should be presented to the Treasurer, with receipts for payment, at the next board meeting.

6. All monies collected should be turned over to the Treasurer IMMEDIATELY.

7. It is your responsibility to attend all board and regular meetings.  If you are unable to attend a board meeting, a member of your committee may present your report to the Board.  That member, however, may not vote at the board meeting.

8.
A typed annual report of your committee’s activities must be prepared in triplicate for

presentation at the summer Executive Board meeting.  Copies should be given to the


President, Secretary, and one for the committee file.  This report should include a 


summary of the committee’s activities, income and expenses for the year, and any 


recommendations for the incoming committee.

8. Take the time NOW to read and become familiar with the Bylaws and Standing Rules of this association.

9. Keep a current financial statement and know where you are financially at all times.

10. Obtain last year’s records from the previous officer or committee chairman.  Be courteous, pass yours on promptly.  The outgoing officer or chairman should make him/herself available to the incoming officer or chairman to provide information or suggestions on the function of the committee or officer position.

11. Don’t be afraid to ask questions if you don’t know.  Question anything you are not sure of, it’s the only way to find answers.

12. Each committee shall be responsible for sending “thank you” notes to all who contributed their time, financial assistance, donations and/or cooperation to IPOCO.  They shall also report to the association President suggestions for thank you notes to be sent from the association.

13. IPOCO is a nonprofit association and we DO NOT pay Federal tax.

14. IPOCO is required to charge state sales tax on taxable items they sell and the Treasurer must submit the required forms and money to the state.

15. All expenditures must have prior approval of the Executive Board, this is in connection with Standing Rule #8.

16. All broadcast communication to membership should be sent to the President for approval.  The President will forward the communication to the Communications Committee Chairman for distribution.

17. Suggested changes, corrections or deletions to this manual should be directed to the Board.

18. Refer to the IPOCO website (naiw-ipoco.org) for the program schedule which identifies the committee responsible for the various monthly meeting programs.

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR
PRESIDENT


Structure
The President is the leader of this association and represents the association in all related business.  The members of the association look to the President for direction.

Responsibilities

1.
Attend and preside at regular monthly IPOCO meetings.

2.
Attend and preside at Executive Board meetings and have a right to vote.

3.

Provide leadership as the association’s ranking officer.
4.
Prior to being installed, the President should review Chapters XV and XVI of Robert’s

Rules of Order Newly Revised.  The Chapters are titled: “Officers, Minutes and Officers 

Reports” and “Board and Committees.”

5.

Ex-officio member of all committees except the Nominating Committee.

6.
Coordinate and prepare a budget with the President-Elect, Treasurer, and Audit / Budget / Finance Committee Chairman.

7.

Attend a parliamentary procedure workshop (if available) and have some knowledge of 


parliamentary law including the following basic fundamentals:



a.
 Courtesy to all;

​​
b.
 One item at a time;


c.
 Majority rules;


d.
 Respect for the rights of the minority;


e.
 Justice for all; and


f.
 Partiality for none.

8.

Inform President-Elect of all matters pertaining to the association.

9.

Prepare a “President’s Message” for each monthly bulletin and website.
10.

Work closely with the President-Elect to ensure a smooth transition.

11.

Know and promote the goals and objectives of the association.

12.
Be familiar with the Bylaws and Standing Rules of this association.
13.

Be prepared for all meetings with an agenda and forward a copy of the agenda to the 


Parliamentarian a couple of days in advance of any meetings (this enables the 


Parliamentarian to be prepared for any unusual problems or procedural questions 


that might arise).  Provide the Secretary with a copy of the agenda at the meeting.

14.

Appoint all Special Committees not otherwise provided for in the Bylaws.  Special 


Committee Chairmen shall be appointed by the incoming President no later than the 


June Board meeting.
15.

Appoint a member to serve as Parliamentarian.  This position can be filled by the 


Immediate Past President at the option of the President.
16.

Disseminate to members information received from the Council, Region and International 


leaders if not provided directly to the members. 

17.

Send information to the Community Service Chairman of illnesses, deaths, or promotions of members.

18.

Present at the annual meeting a report of the work of the association during the preceding 


year.

19.

Respond to all Council, Regional and National correspondence promptly or forward the 


correspondence to the appropriate officer or committee for handling.

20.

Make every effort to attend the following: at least one meeting of each committee; 


Education Day; Networking Weekend; Council, Regional and National meetings.

21.

Furnish information to the Council Director, Regional Vice President, International Officers 


and/or NAIW (International) Staff as requested.
22.

Serve as the delegate or alternate for the Council, Region, or International meetings.
23.

Transfer all files to succeeding officer at end of your term. 

Comments
Consenting to be elected and installed as president of IPOCO involves tremendous 
responsibility.  The President will have an outstanding year if willing to put forth the extreme effort necessary for the undertaking.  The success of this association during the coming year depends largely on the President.

The President should never use the pronoun “I” but rather refer to him/herself as “The Chair.”  Outside any meeting, he/she can refer to him/herself as “President.”

The President should preside with dignity and poise, and should refrain from expressing opinions while in the chair.

The President should be knowledgeable of each committee’s job description as set forth in this IPOCO Job Description Manual.
Skills Needed

1.
Ability to ask the right questions and then listen carefully to answers 

2.
Ability to build teams and consensus 

3.
Ability to deal effectively with others

4.
Ability to delegate
5.
Ability to identify and assign priorities
6.
Ability to meet deadlines 

7.
Ability to respect confidence 

8.
Ability to set goals
9.
Attention to detail
10.
Association experience; clear understanding of different affiliate levels 

11.
Effective time management skills 

12.
Ethical 

13.
Excellent listening skills

14.
Good communication skills (both written and verbal)

15.
Good decision making skills

16.
Good leadership skills
17.
Good organization skills 

18.
Good persistency and follow-through 

19.
Knowledge of association policies and procedures
20.
Open-minded
21.
Tack & diplomacy 

22.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), all of Chapter 5; 

however, pages 2 through 5 are directed toward the President’s position
2.
Robert’s Rules of Order Newly Revised 

3.
Parliamentary Procedure Program (available through NAIW Headquarters)

4.
Association Bylaws and Standing Rules (NAIW International, Regional, Council and 


IPOCO)

5.
NAIW Local Officer Manual
6.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO) 

JOB DESCRIPTION FOR
PRESIDENT-ELECT


Structure

The President-Elect is an officer of the association who assists the President and fills any vacancy in the President’s term, if necessary, whether that vacancy is temporary or permanent.  The President-Elect assumes the office of President at the end of the term.  The President-Elect is an elected position.
Responsibilities

1.
Attend regular monthly IPOCO meetings.

2.
Attend Executive Board meetings and have a right to vote.

3.
Preside at the membership and board meetings in the President’s absence.

4.
Chair committee(s) as appointed by the President.

5.
Chair the Bylaws Committee as stated in the IPOCO Bylaws.

6.
Prepare for the office of President by becoming familiar with the operations, history, 

preferences and interest of the association and its members.

7.
Work closely with the President to ensure a smooth transition.

8.
Coordinate and prepare a budget with the President, Treasurer, and Audit / Budget / 


Finance Committee Chair.
9.
Prepare material for the bulletin and/or website as needed.

10.
May serve as alternate delegate to Council, Regional and National meetings and/or

conferences.

11.
Order the Past President’s plaque and present the plaque to the outgoing President at the 

annual meeting in June.

12.
Responsible for ordering flowers and/or a gift for the President at the Regional and 

National conferences; or, arrange for a donation in the same amount to the Education / 


Lillian Lane Scholarship Fund or the Community Service project of the President’s choice.

13.
Update the Job Description Manual as needed and keep current according to the various responsibilities of each individual committee.



a.
Changes should be considered carefully and not frivolously.





b.
Make changes only for the progress of the committee and/or association; and, 





of course, if the function is obsolete.



c.

Consider if the change is going to stand for several years or if it is one that will




have to be revised the next year and then again the following year after that.
14.
Transfer all files to succeeding officer at end of your term. 

Skills Needed

1.
Ability to ask the right questions and then listen carefully to answers

2.
Ability to build teams and consensus 

3.
Ability to deal effectively with others

4.
Ability to delegate
5.

Ability to identify and assign priorities
6.
Ability to meet deadlines 

7.
Ability to respect confidence 

8.
Ability to set goals
9.
Ability to think quickly and to step in at a moments notice 

10.
Association experience, clear understanding of different affiliate levels

11.
Attention to detail
12.
Ethical 

13.
Excellent listening skills

14.
Effective time management skills

15.
Good communication skills (both written and verbal)

16.
Good decision making skills
17.
Good leadership skills
18.
Good organization skills 

19.
Good persistency and follow-through 

20.
Knowledge of association policies and procedures 

21.
Open-minded
22.
Tack & diplomacy 

23.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), all of Chapter 5
2.
Robert’s Rules of Order Newly Revised

3.
Parliamentary Procedure Program (available from NAIW Headquarters)
4.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and

IPOCO)
5.
NAIW Local Officer Manual
6.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

SECRETARY


Structure

The Secretary records the minutes of all meetings of the association and the Board.  The Secretary is an elected position.
Responsibilities

1.
Attend regular monthly IPOCO meetings.

2.
Attend Executive Board meetings and have a right to vote.

3.
Record and maintain permanent records of the proceedings of all meetings of the 

association and meetings of Board of Directors.
4.
Regular meeting minutes should be posted by the bulletin deadline.  Request any revision 

by the Monday before the next monthly meeting.  Announce any changes at the meeting.

5.
Keep the current year and previous year minutes on hand.  All other minutes should be 

stored electronically on the IPOCO website.  These should be archived as needed.  The 

minutes for years 1942 through 1986 have been bound and are stored at the Ohio 
Historical Society.

6.
Board minutes should be distributed to the Board within two (2) weeks after the meeting.

7.
Keep attendance records of officers and committee chairmen at board meetings.

8.
Keep a resume of correspondence to the association at the regular and board meetings.

9.
Send get well cards, sympathy cards, etc. and flowers to members when appropriate.   

Refer to Standing Rules for guidelines.

10.
Generate, sign and maintain correspondence of the association as directed by the 


President and/or Board of Directors.
11.
Maintain the templates of the IPOCO stationary.  All changes are done at the approval of 

the Executive Board.

12.
Prepare material for the bulletin and/or website as needed.

13.
Responsible for completing and sending the New Officer Information form to NAIW 

(International) staff immediately following the election of new officers.
14.
Transfer all files to succeeding officer at end of your term. 
Skills Needed

1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Ability to take notes rapidly and accurately 

6.
Attention to detail
7.
Ethical 

8.
Excellent listening skills

9.
Good communication skills (both written and verbal)

10.
Good organization skills 

11.
Good persistency and follow-through 

12.
Open-minded
13.
Tack & diplomacy 

14.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), pages 6 and 7

2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and IPOCO)
3..
Robert’s Rules of Order Newly Revised

4.
NAIW Local Officer Manual
5.
NAIW Resource Center (NAIW website)

Guidelines on How to Write the Minutes

General Information 
1.
Indicate what was done and not what was said.

2.
Do not record the opinions of either yourself or of anyone else in the minutes.  Discussion is 

not recorded unless it is put in the form of a motion.

3.
Prepare the minutes within a timely manner following the meeting.

4.
Consult with the Parliamentarian or Robert’s Rules of Order Newly Revised if there are any 

questions regarding the proper format of the minutes.

Format
1.
First paragraph – indicate the kind of meeting (i.e. Regular, Executive Board, or Special), 

the name of the association and the time, date and place of the meeting.

2.
Record that the minutes of the prior meeting were read and approved, or approved as 

corrected.

3.
Indicate the name and position of the person who conducted the meeting (i.e. President, 

President-Elect).

4.
Body – include one paragraph for each subject covered such as committee reports and 

motions.  Note: See below for additional information regarding motions.
5.
Last paragraph – include a list of announcements and the time of adjournment.
Motions
1.
Record all main motions (except motions withdrawn), disposition of the motion, amendments 

to the motion and the name of the maker of the motion.  Any recommendations should be 

included in the minutes.
2.
Include the number FOR and AGAINST a motion if the voting is done by ballot or by a 

standing count.

3.
Be prepared and carry paper ballots in the event the voting is by ballot.

Distribution
1.
A copy of the minutes should be provided to the President and Parliamentarian within 5 

working days of the monthly association meeting in which those minutes were taken.
	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

TREASURER


Structure

The Treasurer is an officer of the association who acts as custodian of all association funds.  The Treasurer maintains an itemized account of all receipts and expenditures and, when called for, presents a financial report in detail.  The Treasurer also maintains a record of the membership.  The Treasurer is an elected position.
Responsibilities

1.
Attend regular monthly IPOCO meetings.

2.
Attend Executive Board meetings and have a right to vote.

3.
Chair committees(s) as appointed by the President, or as required in the Bylaws.
4.
Coordinate and prepare a budget with the President, President-Elect, and Audit / Budget / 


Finance Committee Chair.
5.
Secure and file with the bank current signatures of the President and Treasurer for the 

banking account.  This should be done immediately after installation and before July 15.
6.
DEPOSIT MONEY RECEIVED ON THE NEXT BUSINESS DAY.  NOTE:  The Treasurer 

should be the only person in the association depositing money.

7.
Provide the Audit/Budget/Finance Committee Chairman with a list of total paid members 

(active, retired and dual).

8.
Maintain an up-to-date listing of all members of the association and a running total of the 

membership.  This list should be brought to all regular and board meetings.


9.
Provide the Communications Committee Chairman with a copy of all 

completed NAIW Dues Statements.

10.
Pay dues to NAIW as required.  A dues statement must be included in the May and June 

bulletin.  Refer to IPOCO’s Bylaws, Article III, Section 3.  National dues are due by July 1 at 

NAIW headquarters.

11.
Disburse funds upon the sanction of the Executive Board or membership.  Funds should be 

dispersed only with a written voucher or bill showing the total amount to be paid, the 

committee to be charged, and the name of the payee.  The bill should be marked with the 

date paid and the check number and should then be filed for audit.  All bills are to be filed 

in monthly order by check number paid.  Reconcile the books after receiving the monthly 

bank statement.

12.
Submit written financial reports and present a resume at each regular monthly meeting.

13.
Post interest as received.

14.
Receive from the Program Committee a list of reservations for the regular monthly dinner 

meeting.  The money collected should correspond with the total persons attending and 

paying for dinner according to Standing Rule 10.
15.
Bill the bulletin advertisers/sponsors if requested by the Communications Committee.
16.
Submit books and financial records for audit when required.

17.
File with the IRS forms 990 and 990T; and all forms required by the Federal, State and 
Local governments.  The outgoing Treasurer must complete and present these forms to the

Executive Board by September 15 (the figures are taken from the previous fiscal year-end 

report).
18.
Check on CDs for maturity date and best re-investment opportunities.

19.
Transfer all files to succeeding officer at end of your term.

Skills Needed

1.
Ability to deal effectively with others
2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Experience with basic bookkeeping

7.
Ethical 

8.
Excellent listening skills

9.
Good aptitude for math and accounting

10.
Good communication skills (both written and verbal)

11.
Good organization skills 

12.
Good persistency and follow-through 

13.
Open-minded
14.
Tack & diplomacy 

15.
Willingness to devote time to accurate recordkeeping 

16.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization),  pages 7 and 8
2.
Bookkeeping Procedural Manual (receive from previous Treasurer)
3.
Copies of last bank statement and ledger page

4.
Association Bylaws and Standing Rules (NAIW International, Regional, Council and IPOCO)
5.
NAIW Local Officer Manual

6.
NAIW Resource Center (NAIW website)
	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

PARLIAMENTARIAN


Structure

The Parliamentarian assists the President, Executive Board, and members on points of parliamentary procedure.  The Parliamentarian is appointed by the President.

Responsibilities

1.
Attend regular monthly IPOCO meetings.

2.
Attend Executive Board meetings and have a right to vote if a member.
3.
Have a copy of Robert’s Rules of Order Newly Revised. 
4.
Always assigned a seat next to the presiding officer in order to facilitate consultations 

during the meeting.
5.
Review, in advance, business to be discussed in a meeting in order to anticipate any 
questions and/or problems which may arise, and to avoid frequent consultations during a 

meeting.

6.
Bring to the attention of the presiding officer any errors in proceedings which may affect the 

rights of the members or otherwise do harm to the association.

7.
Speak to the assembly when called upon to clarify a point of parliamentary law; however, 

the presiding officer has the duty to make the final ruling on any point.

8.
Transfer all files to succeeding officer at end of your term.

Skills Needed

1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Ethical 

7.
Excellent listening skills

8.
Good communication skills (both written and verbal)

9.
Good organization skills 

10.
Good persistency and follow-through 

11.
Tack & diplomacy 

12.
Open-minded
13.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), page 8
2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 

IPOCO)
3.
Robert’s Rules of Order Newly Revised

4.
NAIW Local Officer Manual

5.
NAIW Resource Center (NAIW website).

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

AUDIT / BUDGET / FINANCE COMMITTEE


Structure

This is a Special Committee and the Chairman is appointed by the President.

Responsibilities

1.
Coordinate and prepare a budget with the President, President-Elect, and Treasurer.

2.
Refer to Standing Rule 13 B.1. for who is eligible to serve on the Audit Committee.
3.
Examine the books, accounts and financial records of the association as maintained by the 

Treasurer.  Audits should be completed semi-annually according to IPOCO’s Standing 

Rule 18.

4.
Review and verify all cash disbursement by matching check request to checks issued, 

verifying the receipts were properly authorized for payment.

5.
Reconcile the bank statements against checkbook (randomly choose one or two months of 

bank statements to ensure everything is in order).

6.
Submit written reports to association President as required.

7.
Prepare an annual report in triplicate for presentation at the summer Executive Board 

meeting.  Copies should be given to the President, Secretary and one for the committee files.  This report should include a summary of the committee’s activities, income and 

expenses for the year, and any recommendations for the incoming Audit / Budget / 

Finance Chairman.

8.
Transfer all files to succeeding Chairman at end of your term.

Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Ethical 

7.
Excellent listening skills

8.
Experience with basic bookkeeping

9.
Good aptitude for math and accounting 

10.
Good communication skills (both written and verbal)

11.
Good organization skills 

12.
Good persistency and follow-through 

13.
Open-minded
14.
Tack & diplomacy 

15.
Willingness to learn
Sources of Additional Information

1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), page 9

2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 


IPOCO)
3.
NAIW Local Officer Manual

4.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR
BYLAWS / STANDING RULES COMMITTEE


Structure

The President-Elect serves as the Bylaws / Standing Rules Chairman and he/she may seek out as many members as needed to accomplish the committee’s and association’s goals.
Responsibilities

1.
Consider all proposed bylaw and/or standing rules amendments and submit them to the 

Board for review and consideration.

2.
If approved by the Board, provide notice of the proposed bylaw and/or standing rule

amendment to membership via either regular mail, electronic mail, and/or by distributing 

the notice at a monthly meeting prior to the meeting when the voting will occur.  

REMEMBER – The membership must receive all proposed amendments at least 10 days 

prior to the meeting in which the vote will be taken.

3.
Review and evaluate existing bylaws and standing rules for continued applicability;

recommend any changes needed to the Board.

4.
Submit amendments approved by the membership to the National Secretary, with a copy to the association President.

5.
Submit approved bylaws to the Communications Committee Chairman for inclusion in the next available bulletin.

6.
Prepare an annual report in triplicate for presentation at the summer Executive Board meeting.  Copies should be given to the President, Secretary and one for the committee 

files.  This report should include a summary of the committee’s activities, income and 

expenses for the year, and any recommendations for the incoming Bylaws / Standing 

Rules Chairman.

7.
Transfer all files to succeeding Chairman at end of your term.

Skills Needed

1.
Ability to deal effectively with others

2.
Ability to meet deadlines 
3.
Ability to respect confidence 

4.
Ability to set goals
5.
Association experience; clear understanding of different affiliate levels

6.
Attention to detail
7.
Basic understanding of parliamentary procedures 

8.
Ethical 

9.
Excellent listening skills

10.
Good communication skills (both written and verbal)

11.
Good organization skills 

12.
Good persistency and follow-through 

13.
Knowledge of association policies and procedures

14.
Open-minded
15.
Tack & diplomacy 

16.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), page 11

2.
Robert’s Rules of Order Newly Revised
3.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and IPOCO)
4.
NAIW Local Officer Manual
5.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

COMMUNICATIONS COMMITTEE


Structure

The Communications Chairman’s responsibility is to publish and distribute the monthly bulletin to all association members as well as potential members, guests and vendors; publishing and distributing a roster to each member; interact with news media; secure as much publicity for the association as possible; and arrange any social activities of the association.  This is a Standing Committee and the Chairman is elected.

Responsibilities

1.
Attend Executive Board meetings and have a right to vote.
2.
Publish a membership roster and distribute to each member (via in person, regular mail or e-mail) by the September association meeting (or no later than the October meeting).  This should include names, program information, program schedule, past officers, bylaws, standing rules, etc.
3.
Coordinate the distribution and communication of award forms and/or information.  Association awards include Insurance Professional of the Year, Rookie of the Year and Claims Person of the Year.  You also need to secure impartial people to serve as judges for these awards.  With the assistance of the Education / Legislation Committee, coordinate the May meeting to recognize these award recipients. 
4.
Take pictures at each monthly association meeting as well as special events and post on website.

5.
Coordinate a summer activity (e.g. night at the races, picnic, dinner theater, etc.).
6.
Keep a monthly financial statement.

7.
Prepare an annual report in triplicate for presentation at the summer Executive Board meeting.  Copies should be given to the President, Secretary and one for the committee files.  This report should include a summary of the committee’s activities, income and expenses for the year, and any recommendations for the incoming Communications Chairman.
8.

Transfer all files to succeeding Chairman at end of your term. 
9.
Publish and distribute (via in person, regular mail, or e-mail) the bulletin each month to all IPOCO members, potential members and/or guests, Ohio Council Director, Region IV Vice President,  NAIW President, and NAIW Headquarters.  Maintain mailing list and/or labels if newsletter is mailed via regular mail or email addresses in a spreadsheet if the newsletter is mailed via electronic mail.
10.
Set the bulletin deadlines and publish in each bulletin.  Allow enough time for companies to secure checks for the dinner reservations.
11.
Include membership directory changes in each monthly bulletin or as they occur.  Update your mailing list and add new members as needed.  Distribute information to members.
12.
The bulletin is to include:


a.
President’s message;


b.
Dinner reservation form (should be included as a separate page so it can be 


mailed back in);


c.
Minutes of previous month’s association meeting; and 


d.
Other material as submitted by various officers and chairmen.
13.
Collect, review and approve all articles submitted for the publication.  It is recommended the articles be submitted to the committee via electronic format to avoid being responsible for retyping the information.  
14.
Proofread and layout design of the publication.  Review all material submitted for keying and grammatical errors.

15.
If ads are accepted, the committee is responsible for marketing to potential advertisers about the benefit of advertising in our newsletter.  Determine size and cost of each advertisement and secure board approval for advertisement costs.  Responsible for sending renewal notification to the sponsors.

16.
Retain each month’s bulletin on the website and archive as necessary.
17.
Public information on the website is:


About us Information



Monthly Dinner meeting reservation form



Monthly Bulletin



Contact Us –List of Officers & Committee Chairs



Educational Programs



Employment Information



Program schedule – Dates & Program Information


Membership Information



Scholarship Information



Pictures from recent activities



IPOCO Bylaws & Standing Rules



Calendar of Events



Future State, Regional, & National meetings

Roster – which includes things such as:  Collect, Code of Ethics,  CPIW/CPIM Oath, Members with CPIW / CPIM / DAE designation(s),  Past Presidents of IPOCO,  Past Regional & National Officers from IPOCO, IPOCO Board, Committee Chairs, & Special Committees, Past recipients of the IPOCO Insurance Professional of the Year Award,  List of Deceased Members, current National Officers, RVPs, State Directors, IPOCO Sponsors. 
18.
Private information on the website is:



Members names and contact information

19.
Send appropriate news items to “Today’s Insurance Professional” magazine (NAIW 


International) as well as the Ohio Council newsletter (in care of the Ohio Council 

Program / Publicity Chairman).

20.
Publicize, through press releases and other means, education courses, membership drives, community focus, special activities of the association, special designations, awards received, etc.  Secure as much publicity as possible.
21.
Promote good public relations for the internal and external activities of the association, communicate internal and external performance so as to gain public acceptance, recognition and esteem. 

22.
Interact with other association committees to ensure accuracy and impact of association’s message to the industry.  

23.
Maintain list of industry and local community media contacts. 

24.
Exchange press releases with other local industry associations for inclusion in each others newsletters. 

Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Creativity 

7.
Ethical 

8.
Excellent listening skills

9.
Good communication skills (both written and verbal)

10.
Good organization skills 

11.
Good persistency and follow-through 

12.
Outgoing personality 

13.
Open-minded
14.
Tack & diplomacy 

15.
Willingness to learn
Sources of Additional Information

1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), page 10 and pages 24 through 41

2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 



IPOCO)
3.
NAIW Local Officer Manual

4.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

COMMUNITY SERVICE COMMITTEE


Structure

The Community Service Chairman’s responsibility is to foster and promote activities for the general welfare of the community.  This is a Standing Committee and the Chairman is elected.
Responsibilities

1.
Attend Executive Board meetings and have a right to vote.

2.
Select a volunteer project(s) for the community.  Community efforts that have been selected in the past include: Ronald McDonald House, Lynn Burkley House, Choices for Victims of Domestic Violence, area food pantries, and open shelters, and Ohio Caring Foundation.
3.
This committee, along with the Communications Committee, is responsible for the December and March meetings.  In the past, a Christmas bazaar has been held to benefit the committee’s chosen annual charity and/or has collected food and filled baskets for needy families.


If a decision is made to conduct a Christmas bazaar, this committee must obtain approval 

of the Executive Board.  Also, you must ask the membership well in advance for donations 

of crafts and/or food items to be sold at the December meeting.

4.
Whatever charity is selected, promote the involvement of the membership in your activities.  Ask volunteers to assist you and your committee in these projects.  The more association involvement the greater the success of the project.

5.
Prepare an annual report in triplicate for presentation at the summer Executive Board meeting.  Copies should be given to the President, Secretary and one for the committee 

files.  This report should include a summary of the committee’s activities, income and 

expenses for the year, and any recommendations for the incoming Community Service Chairman.

6.
Transfer all files to succeeding Chairman at end of your term. 

Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Ethical 

7.
Excellent listening skills

8.
Good communication skills (both written and verbal)

9.
Good organization skills 

10.
Good persistency and follow-through 

11.
Open-minded
12.
Tack & diplomacy 

13.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization)
2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 

IPOCO)
3.
NAIW Local Officer Manual

4.
NAIW Resource Center (NAIW website)
	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

EDUCATION / LEGISLATION COMMITTEE


Structure

The Education / Legislation Chairman is responsible for promoting educational programs and courses of study in insurance as well as keeping the members informed of pending legislation affecting the insurance industry on a local and national basis.  This is a Standing Committee and the Chairman is elected.
Responsibilities

1.
Attend Executive Board meetings and have a right to vote.
2.
The Education / Legislation Committee is responsible for the October, February and May regular monthly meeting programs.
3.
Recognize members who achieve their CPIW/CPIM, DAE or any insurance designation and report those to the Communications Committee Chairman.

4.
Prepare (or have committee members prepare) educational articles for the monthly bulletin and/or website.

5.
Serve as IPOCO’s representative on the I-Day (Insurance Day) Committee; or appoint a committee member to serve as IPOCO’s liaison.

6.
Inform members of, promote interest in courses qualifying for the Certified Professional Insurance Woman/Man (CPIW/CPIM) or Diversified Advanced Education (DAE) designations.

7.
Consider setting up a seminar for IPOCO members (as well as non-members) if legislation is passed which will have a drastic effect on the industry.

8.
Work with other local industry organizations to correlate educational information and opportunities.
9.
Keep members informed of education classes, seminars and opportunities in the Columbus area.

10.
Coordinate educational classes and programs, including the CWC course, according to the interest expressed by IPOCO members.

11.
Obtain knowledge and be able to promote NAIW’s education program. 
12.
Identify, develop and communicate learning opportunities within NAIW, and the insurance and risk management industries.
13.
Prepare a monthly report to the membership of pending or passed legislation.  This can be accomplished through the regular meeting or bulletin.

14.
Keep the membership apprised of information and changes in legislation related to the insurance industry. 

15.
Act as liaison to the local association for Council, Regional, and International educational opportunities, news and programs available through NAIW (International). 

16.
Remind members to vote.
17.
IMPORTANT – In accordance with Policy II.A.I – On Taking A Legislative Position --- which prohibits taking a legislative position either for or against a legislative bill as an NAIW local association or officer of the association.  This policy does not preclude any member from taking a stand on an issue, as an individual. 

18.
Prepare an annual report in triplicate for presentation at the summer Executive Board meeting.  Copies should be given to the President, Secretary and one for the committee files.  This report should include a summary of the committee’s activities, income and expenses for the year, and any recommendations for the incoming Education / Legislation Chairman

19.
Transfer all files to succeeding Chairman at end of your term.

Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Ethical 

7.
Excellent listening skills

8.
Familiar with education needs and interest of members and industry 

9.
Good communication skills (both written and verbal)

10.
Good organization skills 

11.
Good persistency and follow-through 

12.
Open-minded
13.
Tack & diplomacy 

14.
Understanding of government legislative process

15.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), pages 12 through

14
2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 

IPOCO)
3.
NAIW Local Officer Manual

4.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

MEMBERSHIP COMMITTEE


Structure

The Membership Chairman’s focus is to promote membership in the local association.  This is a Standing Committee and the Chairman is elected.
Responsibilities

1.
Attend Executive Board meetings and have a right to vote.

2.
Attend monthly IPOCO meetings.

3.
The Membership Committee is responsible for coordinating the September meeting with the Program Committee.

4.
Introduce and welcome guests at the monthly meetings.

5.
Introduce new members at the monthly meetings.  Include in the introduction a brief biography of the new member.  Present the new member with an IPOCO roster and any 

other pertinent information.
6.
Exhibit ability to promote membership in the local association.
7.
Prepare and maintain a membership roster.  Communicate updates to the membership via the President and Communications Committee Chairman.

8.
Plan, implement and oversee membership recruitment and retention efforts.

9.
Assign a mentor to new members if association policy requires.

10.
Notify Communications Committee Chairman of new member’s name and e-mail address.

11.
Work with the Treasurer to process new member applications.

12.
Make personal contact with members who are delinquent in renewing their membership dues.

13.
Strive for 100% retention of all current members.

14.
Promote NAIW’s membership within the local association throughout the insurance and risk management industries.

15.
Assist in development of a new association in the area if the need exists.
16.
Prepare an annual report in triplicate for presentation at the summer Executive Board meeting.  Copies should be given to the President, Secretary and one for the committee 

files.  This report should include a summary of the committee’s activities, income and 

expenses for the year, and any recommendations for the incoming Membership Chairman.

17.
Transfer all files to succeeding Chairman at end of your term.

Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Ability to share the inspiring reasons for others to join the association 

6.
Attention to detail
7.
Association experience; clear understanding of different affiliate levels

8.
Ethical 

9.
Excellent listening skills

10.
Good communication skills (both written and verbal)

11.
Good organization skills 

12.
Good persistency and follow-through 

13.
Open-minded
14.
Outgoing personality 

15.
Sense of inclusiveness 

16.
Tack & diplomacy 

17.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), pages 17 through 

22
2.
Chartering New Associations Kit (available from NAIW Headquarters)

3.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 

IPOCO)
4.
NAIW Local Officer Manual

5.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

NOMINATING COMMITTEE


Structure

The Nominating Committee is responsible for preparing a slate of candidates for officer positions for the following association year.  This is a Special Committee and the Chairman is appointed by the President.
Responsibilities

1.
Refer to Article V, Section 1 of the Bylaws.
2.
The President or any member seeking an elected position for the local association should NOT serve on this committee.
3.
As Chairman of the Nominating Committee you should familiarize yourself with other Bylaws and Standing Rules which may affect this position (and in particular who can/cannot run for a particular position).


a.
Standing Rule 15.


b.
Article IV Sections 3 & 4 of the Bylaws.



c.
Article V Section 2A and Section 3 of the Bylaws.

4.
At the regular meeting in March, a Nominating Committee of three (3) members shall be nominated and voted upon by the general membership.  Two (2) of the members of the 

committee shall be from general membership and one (1) shall be from the Executive Board – other than officers.  The voting shall be by ballot unless there are only three (3) nominees and then the voting will be by voice.
5.
The Chairman of the Nominating Committee should be fair above all in conducting the committee meeting.  PERSONAL LIKES OR DISLIKES SHOULD BE AVOIDED.  Any discussions are private and should not be repeated outside the committee.

6.
At the meeting of the Nominating Committee, each committee member should come prepared to discuss prospective officers and committee chairmen.  The meeting should be informal.  All members should participate.  This is one of the most important committees of the association.  It is in your hand to prepare a slate of officers and committee chairmen for the next year and to find the most qualified person for each position.  Make sure that each person understands the responsibility of the Nominating Committee and its importance.
7.
Provide copies of the Nominating Committee’s responsibilities to each member of this committee.  It shall be the duty of this committee to nominate candidates for the offices to be filled at the annual meeting in June.  The Nominating Committee shall 
report at the regular meeting in May.  Before the election at the meeting in June, additional nominations from the floor shall be permitted providing the nominee’s consent has been previously obtained.  The slate of the candidates proposed by the Nominating Committee shall be published in a bulletin preceding the regular June meeting.

8.
After you have come up with a qualified slate of officers and committee chairmen, call each of the nominees, outline the basic duties of their prospective position and ask them if they will accept the nomination.  Be sure to alert the nominee that they have not been elected and that they should take no action until they have been elected by the general membership.

9.
A resume’ should be requested from each nominee.  When the resumes have been received, the chairman is ready to make a report of the nominees to the general membership.  The report of the Nominating Committee should be signed by each member, with the Chairman’s name first.

10.
After the report of the Nominating Committee is given in May, the records should be turned over to the President.
11.
Transfer all files to succeeding Chairman at end of your term.

Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Ethical 

7.
Excellent listening skills

8.
Good communication skills (both written and verbal)

9.
Good organization skills 

10.
Good persistency and follow-through 

11.
Open-minded
12.
Strategic thinker 

13.
Tack & diplomacy 

14.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization)

2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 

IPOCO)
3.
NAIW Local Officer Manual

4.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

PROGRAM COMMITTEE


Structure

The Program Chairman shall assist the Chairman responsible for the scheduled monthly meetings.  This is a Standing Committee and the Chairman is elected.

Responsibilities

1.
Attend Executive Board meetings and have a right to vote.

2.
The Program Committee is responsible for coordinating the September meeting with the Membership Committee.

3.
Appoint committee members; this is a committee that can accommodate a large number of members.  With the variety of duties of the Program Committee, each member can be active, reducing the amount of time spent by any one member.  Try to involve new members as well as experienced members; this will assist you in generating new ideas.

4.
Set your first meeting before the summer board meeting.  If everything is left until after the board meeting, you will not have enough time to get everything done.


a.
Discuss plans for the coming year with your committee.



b.
Decide on assignments for each member.  Be certain to include all of the 




committee members in some aspect of the committee’s work.



c.
Choose locations for dinner meetings.

5.
The following points should be covered in any discussion with banquet personnel:



a.
The size of the room available – can they accommodate a group of our size 



comfortably?



b.
Parking facilities – what is available and is there a charge?



c.
Menu and price of meals – will they provide a buffet or sit-down dinner?  Is 




there a difference in price?  Will they guarantee a meal?



d.
Equipment available – can they provide a PA system or microphone, podium, 




flag, and any miscellaneous items needed?



e.
Guarantee policy – how strict are they?  Are we required to pay for the amount 




guaranteed regardless of how many are actually served?  What percentage 




leeway is there?  How far in advance is the guarantee needed?  How is the 




association billed?

6.
Give guaranteed reservation number to the restaurant by prearranged deadline. Remember to include in your dinner count the speaker or other guests.
7.
Guarantee according to percentage leeway as agreed.  For example, if you have a 10% leeway and you have reservations for 100, guarantee 95 and ask them to set for 105.  This helps avoid having to pay for the number guaranteed when the number served is less than the guarantee.  Using this method of setting the guarantee, or a similar one, can save unnecessary expenses to IPOCO.

8.
Prepare the meeting notice each month for the bulletin.  Include the reservation and cancellation deadlines.  Announce the program and the speaker and acknowledge any 

special contributions for the dinner.  Be sure to give the location, cost, and where to mail the reservation.

9.
Dinner reservations are prepaid.  

10.
No refunds will be made to members or guests who do not cancel before the deadline.

11.
Please refer to the current IPOCO Standing Rules or website for a listing of the monthly meetings and who is responsible for those meetings.

12.
PAST PRESIDENT PROGRAM (traditionally held at the September meeting) – this program is centered on honoring each Past President and is usually keyed to the year each served as President.  Special invitations for the meeting should be sent to each Past President.

13.
DINNER MEETING NOTICE – set the price for the meal.  Be certain to include the tax and gratuity in the price of the meal.

14.
SPEAKERS TABLE AND/OR HEAD TABLE – arrange with the restaurant to set up the head table, if the President requests one.  The head table usually includes the President, 

President-Elect, Secretary, Parliamentarian, Treasurer, committee chairman responsible 

for the program, and any speakers the chairman may have.

15.
Determine the need for a microphone or PA system, podium, flag and/or any special equipment by checking with an officer, chairman, or the speaker.
16.
REGISTRATION LIST – prepare a typewritten list, in alphabetical order and numbered, of all the reservations made.  Guests should be included at the end of the membership list, also in alphabetical order and numbered.  Check off members and guests at the door.  This has alleviated the problem of the association paying for the dinners for some people who show up but did not have a reservation.



Make 5 copies of the reservation list: 

Original for Chairman’s Book;
Copy for the President;
Copy for the Treasurer – to pay bill and verify guest list;
Copy to mark when people check in at the dinner meeting; and
May need extra copy for door prizes (to cut up for drawing).
17.
Review the bill for the dinner when presented to you at the meeting.  Check the number of meals served against the number guaranteed and the agreed cost per dinner.  Recheck the price per meal being charged per member to make certain all costs are being met and the association is not losing money on the dinner.  Give the bill to the Treasurer for payment.

18.
Prepare a monthly accounting of income and expenses.  Monitor the price being charged for the dinner against the budget income for the Program Committee.
19.
Prepare an annual report in triplicate for presentation at the summer Executive Board meeting.  Copies should be given to the President, Secretary and one for the committee files.  This report should include a summary of the committee’s activities, income and 

expenses for the year, and any recommendations for the incoming Program Chairman.

20.
Transfer all files to succeeding Chairman at end of your term.
Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Ethical 

7.
Excellent listening skills

8.
Good communication skills (both written and verbal)

9.
Good organization skills 

10.
Good persistency and follow-through 

11.
Open-minded
12.
Tack & diplomacy 

13.
Willingness to learn
Sources of Additional Information

1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), pages 22 through 

24

2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and

 IPOCO)
3.
NAIW Local Officer Manual

4.
NAIW Resource Center (NAIW website)

	INSURANCE PROFESSIONALS OF COLUMBUS OHIO (IPOCO)

JOB DESCRIPTION FOR

SAFETY COMMITTEE


Structure

The Safety Committee is responsible for fostering and promoting safety programs as well as administering the Fire and Police Safety Awards Program.  This is a Standing Committee and the Chairman is elected.
Responsibilities

1.
Attend the Executive Board meetings and have a right to vote.
2.
You are responsible for the April meeting. Traditionally we recognize the police and fire award recipients and invite the Police Chief (and a guest), and Fire Chief (and a guest).   Your committee is also responsible for the November program.

3.
Administer the Police Safety Award Program which begins in September and continues every other month.

4.
Administer the Fire Safety Award Program which begins in October and continues every other month.

5.
Prepare an article for the bulletin each month.  NOTE:  Fire Prevention Week is the second week in October.  Contact the Columbus Chamber of Commerce for the city’s planned activities.  

6.
Your committee should try to arrange classes on safety oriented topics for IPOCO members.

7.
Prepare an annual report in triplicate for presentation at the summer Executive Board meeting.  Copies should be given to the President, Secretary and one for the committee files.  This report should include a summary of the committee’s activities, income and expenses for the year, and any recommendations for the incoming Safety Chairman.

8.
Transfer all files to succeeding Chairman at end of your term.

Skills Needed
1.
Ability to deal effectively with others

2.
Ability to meet deadlines 

3.
Ability to respect confidence 

4.
Ability to set goals
5.
Attention to detail
6.
Ethical 

7.
Excellent listening skills

8.
Good communication skills (both written and verbal)

9.
Good organization skills 

10.
Good persistency and follow-through 

11.
Open-minded
12.
Tack & diplomacy 

13.
Willingness to learn
Sources of Additional Information
1.
NAIW Comprehensive (Comp) Manual, Chapter 5 (Local Organization), pages 31 through

34

2.
Association Bylaws and Standing Rules (NAIW International, Regional, Council, and 

IPOCO)
3.
NAIW Local Officer Manual

4.
NAIW Resource Center (NAIW website)
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