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WATESOL EXECUTIVE BOARD MEMBERS

GENERAL SUMMARY OF DUTIES

Board Expectations:

A. Attend all Board meetings (held monthly).
B. Attend Board sponsored WATESOL functions.
C. Hold current WATESOL membership.

D.

Hold a current TESOL membership.

E. Act as liaison to a WATESOL committee, if applicable.

Board Members’ Terms of Office:

A.

Past President
Term of office: Third year of three-year term.

President
Term of office: Second year of three-year term.

Vice President
Term of office: First year of three-year term.

Treasurer
Term of office: 2 years.

Recording Secretary
Term of office: 2 years

Membership Secretary
Term of office: 2 years

Membership Records Secretary
Term of office: 3 years

Members At Large
1. Professional Development Coordinator and Co-Coordinator
Term of office: 2 years

2. SIG Liaison
Term of office: 3 years

Revised and Approved by the Board, May 22, 2006

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.



PAST PRESIDENT

Term of Office: 1 Year

Overview

See “WATESOL Executive Board Members: General Summary of Duties.”

Summary of Duties
Chair the Nominating Committee and oversee the election process.
Revise the WATESOL Constitution and job descriptions as necessary.
Organize and oversee the process of awarding three grants and a scholarship.

An overview of the WATESOL Grants and Scholarships and procedures:

ATES Travel Grant
o Covers cost of traveling to Senegal for National English Day.
o Deadline: November 15

WATESOL Travel Grant
o Deadline: January 15

J. Michael O’Malley Action Research Grant
o Deadline: May 1

Jim Weaver Scholarship for Professional Development
o Deadline: May 1

Procedures for Grants and Awards:

Each grant and the scholarship are announced via the listserv, advertised in WATESOL News, and
posted on the website. Announce the deadlines about one month before the date and monitor the
number of applications. Send subsequent reminders over the course of the month. If fewer than
four applications are received by the deadline, an extension of up to one month may be announced.
Once the application deadline has passed, prepare the applications for Board Members’ review,
which can take place at the next Board meeting or by email. Presenting the proposals at a Board
meeting allows for discussion.

To prepare the applications for Board review, remove from the application cover sheet all names
and references to places of employment and any other information that might influence a Board
member’s decision. Be sure to create a number or letter code for each applicant and keep the
original intact. Make copies of the cover sheet only for Board review, but bring the applicants’
resumes for reference if necessary. Board members vote on their selection, usually by giving a
preferred order.

Notify the winner of the grant by email.

Write a congratulatory letter (reiterating the obligations of the winner) and either give it to the
Treasurer to mail the check or get the check from the Treasurer and mail the letter to the recipient.
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I Write the other applicants to thank them and to encourage them to apply again or for other
WATESOL awards. This may be done by e-mail or postal service. See examples of past letters on
the CD.

I Write a short notice for WATESOL News announcing the winner. Send an announcement to the
listserv for dissemination, and ask the webmaster to announce the winner on the WATESOL
website and add the name to the chart of recipients.

Timeline
July/August
I Attend Board meeting(s) and Fall Convention meetings.
I Place an announcement about the ATES Travel Grant deadline in WATESOL News (due date is
November 15).

September/ October

' Announce the ATES Travel Grant deadline via the listserv. Applications are due to the Past
President by November 15.

I Place an announcement (October / November) about the WATESOL Travel Grant in WATESOL
News and on the listserv. Applications are due to the Past President by January 15.

November

I Compile a list of Board positions to be filled.

' Send a “Call for Nominations for the WATESOL Board” announcement to the newsletter editor for
the January Newsletter.

I Contact the Nominating Committee members and arrange a meeting for January or February.

I Note: Ideas for possible candidates: conventions chairs, past boards members for nominating
committee, past SIG Chairs, past nominating committee members, people who wrote articles for
last year’s Newsletters, presenters from the convention, people who said “no” last year. Be sure to
balance candidates from different geographical areas, organizations, and SIGs.

I Present ATES Travel Grant proposals to the Board. (See Procedures for Grants and Awards.)

o Note: Consult with the ATES Committee Chair regarding date for National English Day.

January
I Send a “Call for Nominations” to the listserv coordinator for dissemination. The slate of

candidates is normally presented to the membership by the end of April or beginning of May. A
30 day voting period is required. The Nominating Committee must time the voting period so that
the winners may be presented to the Board at least 60 days before the annual changeover Board
meeting held at the end of June.

I Finalize the Nominating Committee meeting. For each Committee member provide the list of
positions to be filled, a copy of the WATESOL Constitution, and the job descriptions from the
website. If candidates have been identified in advance, assign each Committee member several
people to call to ascertain interest. Request a short (100-word) bio and resume from those who
accept.
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Announce applications for both the Jim Weaver Scholarship for Professional Development and
the J. Michael O’Malley Action Research Grant in WATESOL News and on the listserv. The
deadline for both is May 1.

Present the ATES Travel Grant proposals to the Board. (See Procedures for Grants and Awards.)

February

Continue to monitor the nominating process.

March/April

Compile the slate of candidates and set a date for the election.

Meet with the Board to present the slate of candidates for approval.

Monitor the Jim Weaver Scholarship for Professional Development and the J. Michael
O’Malley Action Research Grant to make sure applications are being submitted. Consider
another listserv announcement.

May/June

Send ballots to members electronically. (Create the ballot in Memberize or other electronic
election service.) Send postcards to members explaining the electronic voting process.

Tally the election results and report the results to the Board. Notify and congratulate the nominees
via email. Provide “save the date” information for the changeover meeting.

Send the election results to the newsletter editor.

After the changeover meeting, send the election results to the listserv.

Work with the President to plan the changeover meeting.

Present revised job descriptions to the Board via email or at a Board meeting. Board members
must vote on revisions to the job responsibility descriptions.

Present applications for the Jim Weaver Scholarship for Professional Development to the
Board. (See Procedures for Grants and Awards.)

Present the applications for the J. Michael O’Malley Action Research Grant to the Board. (See
Procedures for Grants and Awards.)

Revised and Approved by the Board, June 23, 2008

This document should be updated each year for Board approval in time for the changeover meeting.
Submit changes to the Past President who is responsible for editing and distributing updated versions
of this document at the annual WATESOL changeover meeting.



PRESIDENT

Term of Office: 1 Year

Overview
See “WATESOL Executive Board Members: General Summary of Duties.”
Summary of Duties

I Convene and preside at Executive Board meetings.

I Serve as Board liaison for Fall Convention planning.

I Oversee all WATESOL activities including Job Bank, SIGs, Fall Convention, Spring Conference,
membership and program directory, website, and newsletter.

I Write all official correspondence, unless otherwise stipulated.

I Serve as liaison to TESOL by establishing routine communication between WATESOL and
TESOL, disseminating TESOL information to the WATESOL Board, and submitting updated
contact information for affiliate president, past president, sociopolitical chair, and newsletter
editors.

I Represent WATESOL at the Affiliate Council meeting at TESOL as the voting Affiliate Delegate.
(WATESOL pays for the Vice President and the President to attend the annual TESOL
Convention.)

I Assure all incoming officers have relevant information to carry out their job responsibilities.

' Organize and coordinate the Pre-Convention Institute (PCI), which is held the Friday before the
Fall Convention. The PCI may be delegated to a PCI Chair. (The PCI is an optional event.)

I Establish relationships with the presidents of other local affiliates such as MDTESOL, VATESOL,
WVTESOL, and PennTESOL-East. Exchange Fall Convention and Spring Conference dates and
try not to schedule events on the same dates.

I Verify that WATESOL News deadlines have been established and disseminated.
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Timeline

July/August

Assist the Recording Secretary in updating the Board, Officer, Chair, etc. contact information.
Meet with the incoming Vice President about job responsibilities.

Work with the Fall Convention Team.

Plan the PCI which requires separate registration, room reservation and related technology, and
food. Coordinate with the Fall Convention Chair regarding advertising.

Begin to plan a timeline for completion of your goals for the year.

Set the dates (fourth Monday of each month) and reserve space for Board meetings for the
upcoming term.

Establish contact with local TESOL affiliate counterparts. (See Summary of Duties.)

Send an official invitation to the Fall Convention to the ATES representative.

Send an official confirmation letter to the Fall Convention keynote speaker stipulating terms,
honorarium, and other details. Send two copies with an SASE to the speaker and request that the
speaker return a signed copy.

September/October

Attend all Fall Convention Team meetings and oversee Fall Convention preparations.

Continue working on the PCI, especially site, food, registration, and speaker arrangements. (If the
PCI speaker is also the Convention keynoter, coordinate with the Fall Convention Team.)

Work with Fall Convention Chair and Membership Secretary regarding membership renewal
information for Convention flyers.

Prepare your Fall Convention business meeting remarks, including a welcome, thank-you’s,
introductions, awards, and any voting on changes to the WATESOL Constitution.

Attend and chair the PCI.

Attend the Fall Convention and solve problems as they arise. Greet participants and exhibitors.

November

Ensure that the Past President sends the “Call for Nominations for the WATESOL Board”
announcement to the newsletter and listserv.

Set a deadline (with Board) for nominations.

Ensure that the Past President has set a date for the first Nominating Committee meeting.
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January

I Check with the Membership Secretary on the progress of the Membership Directory. Write the
President’s letter for inclusion in the Directory. See example on President’s CD.

I Check with Past President to make sure that the Nominating Committee has begun to prepare a
slate of candidates.

I Ask the Board to decide if WATESOL will have a reception at TESOL (perhaps cosponsored with
PennTESOL-East, MDTESOL, VA TESOL, and/or WVTESOL).

I Identify a Fall Convention chair or co-chair. With the Board, begin work to set the date, select the
location, and determine the theme.

February

' Look for the mailing from TESOL with the schedule of affiliate workshops and events at TESOL
and complete the necessary paperwork.

' Submit information to TESOL about the WATESOL Spring Conference.

I Find out from the ATES Committee Chair who will be the ATES representative(s) to TESOL.

' Begin planning for a dinner during TESOL to honor the ATES representative(s). Possible people
to invite: current Board members and ATES Committee members who may be attending TESOL,
the ATES Grant winner, and the RELO.

' Send out a listserv request for the names of WATESOL members and the topics of their TESOL
presentations and the names of those WATESOL members volunteering at TESOL. Individuals
should email the President. The information can be included in WATESOL News before the
TESOL Convention.

March/April
I Represent WATESOL at the Affiliate Council meeting at TESOL as the voting Affiliate Delegate.

I Attend all Affiliate Workshops and Council meetings.

I Support as many WATESOL members as possible by attending sessions or checking in at the
beginning to wish them good luck.

I Ensure that Spring Conference plans are going well and assist as needed.

I Prepare welcome and introductory remarks for the Spring Conference.

I' Check with the Past President about preparation of the slate of candidates.

April/May
I Attend the Spring Conference and solve problems as they occur.

I Write an article for WATESOL News thanking all WATESOL members who participated in the
TESOL convention as presenters, volunteers, etc.

I Ensure that Fall Convention planning is underway. Work with the Board to set a theme for Fall
Convention and contact a plenary speaker.
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May/June

I Check with Convention Chair to make sure the Fall Convention planning is moving forward.

I Update timelines and job responsibilities prior to the year-end changeover meeting.

I Coordinate the end-of-year changeover meeting. Make sure outgoing, incoming, and continuing
board members, committee chairs, and others! such as Newsletter Editors and Job Bank
Coordinator! are invited.

I Submit changes in leadership to TESOL.

I Write a newsletter article about the Fall Convention

' Submit information about the WATESOL Fall Convention for publication on the TESOL website.

Revised and Approved by the Board, June 23, 2008

This document should be updated each year for Board approval in time for the changeover meeting.
Submit changes to the Past President who is responsible for editing and distributing updated versions
of this document at the annual WATESOL changeover meeting.



VICE PRESIDENT

Term of Office: 1 Year

Overview

See “WATESOL Executive Board Members: General Summary of Duties.”

Summary o Duties

I As Exhibitor Liaison

O

©)
(@)
@)

Work as part of the Fall Convention Team to coordinate exhibits and exhibitors’ presentations.
Oversee advertising for the Fall Convention and Spring Conference and WATESOL News.
Maintain and update the database of exhibitor and vendor contacts.

Assist the Membership Secretary with advertising for local vendors and exhibitors and other
exhibitor contacts in the WATESOL Membership Directory.

As soon as WATESOL News deadlines are established, you may consider contacting the
publishers and vendors for possible ads. Include advertising rates, and appropriate contact
information.

I Other Responsibilities

(@)

Organize and oversee the Spring Conference Committee to prepare and run the Spring
Conference.

Represent WATESOL at Affiliate Council at TESOL as second Affiliate Delegate.
(WATESOL pays for the Vice President and the President to attend the annual TESOL
convention.)

Preside at meetings in the absence of the President.

I Advertising: (Ongoing)

(@)

Advertising space is sold for both WATESOL News and the Fall Convention and Spring
Conference programs. General information for both is emailed and mailed with the Convention
and Conference invitation packets. In addition, there may be several requests for deadline, size,
and pricing information received via email during the year. Once received, the ads are
forwarded to the newsletter editor. Often advertisers ask to be invoiced. If so, the whole
process may take several months before payment is actually received. The exhibitors’ liaison
expedites the process, finally sending the check received for payment to the WATESOL
Treasurer. Once the ad appears, the editor sends multiple copies of the publication to the
liaison, who in turn forwards them to the advertisers.
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July/August

Ask President for contact information of other area aftiliates (MDTESOL, VATESOL,
WVTESOL, PennTESOL - East) to invite them to have complimentary tables at Fall Convention.
As exhibitor liaison, work closely with the Fall Convention Team and attend team meetings.
Answer exhibitor questions.

Forward checks from exhibitors to the Treasurer. Be sure to photocopy each check.

Send requests for invoices from exhibitors to the Treasurer.

September/October

Send confirmation emails to all exhibitors for the Fall Convention.

Provide a list of the exhibitors attending the Fall Convention to the webmaster and to the program
book editor.

Attend Fall Convention Team meeting(s) and coordinate the exhibitors’ sessions with the
convention chair.

Attend the on-site Fall Convention walk-through meeting.

Create a precise floor plan of the exhibitor displays.

Provide exhibitors’ names to the person handling registration for nametags.

Provide exhibitor lunch count to the catering manager.

Take exhibitor fliers and participant folders to the collection point for stuffing, if needed.
Arrange for a volunteer to staff the exhibitor display, if necessary, especially to help with
unloading, set-up, loading, etc.

Rent tablecloths for those exhibitors who requested them and for all complimentary tables and
bring them to the Convention site.

CONVENTION REMINDERS:

Night Before or Early Morning of the Convention

o Meet with the set-up crew and make final changes to the table arrangement.

o Place signs for each exhibitor on their assigned tables. This is often done first thing in the
morning of the Convention. It is best not to let the exhibitors choose their own table site.

Convention Day

Arrive at convention site as soon as the site is available.

If not done the night before, place signs for each exhibitor on their assigned tables.

Provide nametags and programs to the exhibitors.

Make any necessary adjustments in table assignments, e.g., electrical outlet needs.

Verity the exhibitor lunch count.

Collect exhibitor donations for raffle or check with volunteer who is in charge of the raffle.
(Put exhibitor business card in each donation).

o Facilitate with the exhibitor take-down, as needed, and make sure the exhibit room is clean.

O O O O O O



VICE PRESIDENT

' Post-Convention
o Send a thank-you note to the exhibitors and request feedback about their experience at the

Convention.
o Write a final report with recommendations as part of the Convention report to present to the
Board.
November

I Begin to work on finding the Spring Conference site.

I Since the VP is the exhibitor liaison for the Spring Conference, you may wish to appoint a co-chair
to help you plan the conference.

' Meet with the co-chair and/or the onsite liaison to coordinate the timeline for the Spring
Conference.

I Present the Fall Convention report to the Board.

January
I Make sure that the first Spring Conference flyer/listserv message goes out in early/mid-January.

I In late January, email exhibitors a “save the date” message about the Spring Conference.

January/February/March

' Focus on the Spring Conference, working with the co-chair, if you have decided to have a co-chair.

I Depending on the Conference date, in February or March, send the exhibitors the first email about
registering for the Spring Conference.

March

I Attend Affiliate meetings and workshops at the TESOL Convention.

I In March, send the exhibitors a second email about registering for the Spring Conference, if the
first went out in February.

April

I Send the exhibitors a third “still time” email about registering for the Spring Conference.

I Oversee the Spring Conference (See the Spring Conference Book).

I Assist as requested with Fall Convention planning.

I As soon as the Fall Convention date has been decided, send “save the date” information to the
exhibitors (publishers and vendors).
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May/June
I Outgoing VP emails or sends an invitation packet to the exhibitors, including opportunities to

advertise in the newsletter, Membership Directory, and the Fall Convention and the Spring
Conference booklets. (Note: CAL and some others receive complimentary tables and need a
different cover letter and registration form.)

I Outgoing VP contacts the exhibitors for donations (e.g., folders, meals, raffle items) for the Fall
Convention and provides information about submitting proposals for Fall Convention
presentations.

I Outgoing VP meets with Incoming VP to review and discuss job responsibilities. Provide CD with
necessary documents.

Revised and Approved by the Board, June 23, 2008

This document should be updated each year for Board approval in time for the changeover meeting.
Submit changes to the Past President who is responsible for editing and distributing updated versions
of this document at the annual WATESOL changeover meeting.
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See “WATESOL Executive Board Members: General Summary of Duties™)
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Attend monthly Board meetings and record minutes.

Distribute draft minutes to attending Board members for review and revision at

least one week before the next meeting.

C. After the Board approves the minutes, send the approved minutes to all Board
members.

D. Organize and maintain electronic records of minutes and approved motions for
retrieval of information.

E. Record approved motions in the register of motions by date of approval for easy
referral.

F. Provide copies of the approved minutes, the register of approved motions, and

other archival material to the Archivist.)

w >

+30.3>

A. April — June: Work with the PastPresident to update Board member job
responsibilities.

B. May — June: Work with the President to update the Board contact list.

C. Fall and Spring, after the convention and conference: Work with the President to
update constitution as necessary.

Revised and Approved by the Board, May 22, 2006
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WATESOL EXECUTIVE BOARD

MEMBERSHIP SECRETARY

Term of Office: 2 years
Overview
See “WATESOL Executive Board Members: General Summary of Duties”

Summary of Duties

¥ Coordinate production and mailing of Membership/Programs/Resources Directory with
welcome letter

¥ Keep membership informed through letters and brochures, i.e. new members, (late)
membership renewal, program director forms & letter

¥ Contribute to and implement Board’s Membership Plan to increase/retain members

¥ Use FilemakerPro to work with Membership Records Coordinator to access database
and communicate with members.

Timeline
EVERY MONTH (ongoing)
¥ Respond to membership questions and forward changes to Membership Records
Coordinator

¥ Update and add entries to database (to be created by Membership Records Coordinator)
of back of the directory contacts to send conference and PDW information, etc.

April-May-June
¥ Coordinate with Newsletter Editor to advertise membership renewal date in
WATESOL Newsletters
¥ Ensure membership form with renewal info is printed clearly on Fall
Convention/Membership renewal flyer (communicate with Convention registration
person and Convention mailing person)

August (early in the month)
¥ Ensure Fall Convention/Membership renewal flyer is mailed to Program Directors for
staff meetings in August
¥ With above, mail Fall Convention/Membership Renewal flyers to all members
¥ Send Membership forms/Convention flyers to key people at schools and universities for
new academic year beginning Sept to increase membership i.e. TESOL students

October-November-December
¥ Work at Fall Convention with on-site registration coordinator (communicate with
Convention registration person, Treasurer, and assistants)

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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¥ Update membership information with report after Convention

¥ Send member letter to contacts in back of the Directory requesting updated information
(104+)

¥ Research and add new programs to the Directory in conjunction with preparing the new
directory

January-February

¥ Process update information for programs in the back of the Directory and submit them
to the Membership Records Coordinator for the new Directory; proofread back of the
directory

¥ Submit directory orders to the Membership Records Coordinator

¥ Submit the directory order checks to the treasurer

¥ Update the Officers, the Letter from the President, and the Job Bank pages for the
Directory

¥ Select Directory cover color (2006: purple; 2005: green; 2004: blue, 2003: pink; 2002:
orange)

Revised and Approved by the Board, May 22, 2006

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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WATESOL EXECUTIVE BOARD

TREASURER

Term of Office: 2 years
Overview
See “WATESOL Executive Board Members: General Summary of Duties”
Summary of Duties!
"HEIB& () %S +($,!-. ¥, -H#0S$, 1) I (/, +,$*1)(112$$%1&3&NFH)412&,15$.$0)3H(3&46
Duties

A. Each month
1. Deposit money collected for WATESOL dues and activities.

2. Pay bills resulting from WATESOL activities.

3. Keep written records of all income and expenditures.
4. Balance checkbook.

5. Prepare monthly financial report to WATESOL Board.
6. Attend Board meeting.

B. Post Conference (Fall, Spring)
1. Prepare Financial Report showing income and expenses by for conferences by
categories.

C. Summer

1. Prepare Final Financial Report and distribute to WATESOL Board.

2. Fill out and mail IRS income tax forms. In recent years have used CPA: Al Lovinger,
2310 Falling Creek, Silver Spring, MD 20904, (301) 384-7116. He has WATESOL
files setup on his computer.

3. In the past we had to prepare and send a tax report to DC, but it is currently not
necessary.

D. Miscellaneous
1. Work at the registration desk for the Fall Convention and Spring Conference and
prepare registration/financial report.
2. Check the balance in the bulk mail account every 3-4 months. Send a chunk of money
(around $500) when the account gets near $150.
Order checks.
4. Pay bulk mail fees and mailbox renewal fee.

(98]

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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E. Scholarship/Grant Fund
1. Keep track of income each month.
2. Prepare final report showing income and expenditures (scholarship and or grants

given).

Timelines

Report Deadlines

June:

August:

October 15:

Busy times
July:
September:
October:
January:

March:

Prepare Financial Report for Change over meeting.

IRS Federal Tax Forms for previous fiscal year. Forms to send: 990 EZ and
Schedule A. If more than $1000 is collected for unrelated business income, i.e.
advertising, also send Schedule T. Coordinate with Al Lovinger (see info on
previous page)

IRS Federal Tax Forms

Make available treasurer’s report at Fall Conference.

Dues checks

Federal IRS tax forms

Fall Convention pre-registration checks.

Fall Convention on site registration and membership dues checks

Second dues notice responses.

Estimated final figures for current fiscal year and budget estimates for next year.

Miscellaneous Information

Fiscal Year:

1. June — 31. May

(Money deposited after 31. May is counted as income for the next fiscal
year even though the money came from some activity before that fiscal
year started.)

Similarly, any reimbursements made after May 31 are charged to the
new fiscal year even though they were incurred during the previous
fiscal year.

Please see the Treasurer's notebook for current information on WATESOL accounts.

Records to keep at the end of each fiscal vear

1. Reimbursement forms.
2. Convention/Conference On-site registration forms. (They are the only record of
cash transactions. You’ll have a record of all checks taken in for pre-registration.)

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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Bank accounts.

Checkbook ledger and cancelled checks entered in it.
IRS tax returns.

Quicken files and register reports.

Monthly reports.

Archives (Records to send at the end of the fiscal year):

1.
2.
3.

IRS tax forms (and copy of work sheets)
IRS 1096/1099 forms (and copy of work sheets)
Final Financial Report (figures for incomes/expenditures)

Specific Procedures:
A. Each Month
1. Deposit money

a. Order more deposit tickets as needed.

b. The yellow copy of the deposit ticket is a useful record. File it with deposits and
verify it against bank statements. Deduct any bounced checks.

c. Inperson: At any Chevy Chase bank.

2. Pay Bills

a. Businesses: You must have an invoice or some piece of paper from the company
justifying writing them a check.

b. Businesses: If the bill comes straight to you rather than through a WATESOL
member, check with the WATESOL member to be sure supplies/services have been
satisfactorily delivered. Then pay up.

c. Businesses: Note date of payment and check number on invoices, etc. File in
“Reimbursements” folder.

d. Individuals: Make reimbursements only when you have a WATESOL
reimbursement form filled out by the individual and accompanied by appropriate
bills.

e. Individuals: Enclose a blank reimbursement form with check if the person is likely
to have further expenses that fiscal year. It is helpful to use an electronic version.
Members can easily fill it out and attach the receipt and mail to treasurer.

f. Individuals: The IRS requires us to know the social security number of any person
we write checks to. Be sure there is a space for that information on the
reimbursement form as well as space for a date and signature.

g. Individuals: Attach backup material to reimbursement form. Note date of payment

and check number on form. File in “Reimbursements” folder.

3. Written records of income/expenditures

a.

b.

Income: Stamp “For deposit only” on the back of all checks (rubber stamp is in the
treasurer’s file).

Bad Checks: On monthly report, count this and the bank bad check fee as
expenditures against the appropriate project.

Expenditures: Use quicken to create income/expense reports for Fall Convention
and Spring Conference

Expenditures: Record date, payee, number of check, $$ by category. (Note: some
reimbursements will be for several categories.)

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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4. Balance checkbook

a.

e

Each fiscal year: Start a new checkbook ledger. At the end of the fiscal year store
ledger and cancelled checks together with the bank statements.

The bank statement period ends around the 22" or 23" of each month.

Amount in checkbook should match bank statement each month.

Don’t forget to deduct the bank service fees from check register. We are charged
for each deposit ticket and each check deposited.

Revised and Approved by the Board, May 22, 2006

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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WATESOL EXECUTIVE BOARD

PROFESSIONAL DEVELOPMENT COORDINATOR

Term of Office: 2 years*

* The term of this position is designed to overlap with the preceding Professional
Development Coordinator, so that the PDC’s first year in office is supported by the
outgoing PDC.

Overview

See “WATESOL Executive Board Members: General Summary of Duties”

Summary of Duties

A. Attend monthly board meetings

B. Attend other WATESOL functions

C. Coordinate all aspects related to Professional Development Workshops, of which
there should be 1-2 each year.

Timeline

6-8 weeks (at least) prior to event

¥

#

K K K K

Survey WATESOL members for areas/topics of interest: Usually at Fall
Convention

Coordinate ideas with Board / Brainstorm ideas: Usually vary topics by audience
(K-12, adult ed, higher ed, etc.)

Work with Board for topic / presenter approval

Secure presenter

Lock in date and time of event

Find a location: Usually vary locations between DC, MD, & VA

4-6 weeks prior to event

¥

¥

Collect information from the presenter including: Description of workshop, bio of
presenter, workshop format (set-up/equipment needed)

Use information to create advertising and registration form for event including
announcement for website, flier for mailing and website, e-mail for listserv, and
article for newsletter

Note that there is no on-site registration on all advertising

Work with Board for approval of advertisements

3-4 weeks prior to event

¥

Request mailing labels from Membership Records Coordinator

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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Photocopy and mail fliers to membership

Send listserv announcement about a week before the registration deadline
Serve as contact for members and workshop participants: Create and send
confirmation e-mails to all participants with e-mails

Collect and create database of registration forms and payments

2-3 weeks prior to event

¥
¥
¥
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Confirm set up for workshop

Confirm presenter and presenter needs

Reserve a video camera and arrange for someone to videotape the event for the
WATESOL Archives

Create sign-in sheet for event

Create and copy workshop evaluation form

Create and copy blank receipts

Copy WATESOL membership forms

1 week prior to event

¥
¥
¥

Purchase and /or order food and drink for breakfast
Confirm number of participants, and payments/registrations received
Prepare certificates of participation

Day of presentation and following event

KKK KKK KKK KKK

Pick up food

Set-up registration area, food table, presenter area

Identify a good location for the videographer; consider sound quality.
Take digital pictures for newsletter

Help presenter with any needs before/during/after workshop
Clean-up after event

Write / email presenter with a thank you

Mail / present honorarium check to presenter

Share with presenter an evaluation comments summary

Make a copy of the videotape

Give the videotape (original and copy) to the WATESOL Archivist
Write a post-workshop article for the newsletter and include a picture

Revised and Approved by the Board, May 22, 2006
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WATESOL EXECUTIVE BOARD

SIG LIAISON

Term of Office: 3 years

Overview

See “WATESOL Executive Board Members: General Summary of Duties”

mmoOwp

T Q

Summary of Duties

Attend monthly Board meetings

Keep SIG co-chairs apprised of Board activities and decisions pertinent to them.

Serve as a liaison between the SIGs and the WATESOL Board.

Work with the Fall Convention team and attend meetings as scheduled.

Remind SIG co-chairs to find readers for convention proposals.

Have SIG co-chairs coordinate the “What Works” or “Swap Shop” sessions and the SIG
business meetings at the Fall Convention.

Work with the Spring Conference team to coordinate SIG-sponsored workshops.
Maintain contact with the SIG co-chairs throughout the year regarding their
responsibilities; deadlines for newspaper articles and columns; notices about Board
meetings; gathering input from SIG members about topics relevant to WATESOL; and any
assistance SIGs might need in planning workshops or presentations for their members
during the year.

Gather quarterly updates for “News from the SIGs” column in WATESOL News; write introduction and turn
in to the newsletter editor by deadline

Timeline

May-June

¥ Contact and welcome new SIG co-chairs

¥ Have SIG co-chairs encourage SIG members (via email, e.g.) to submit presentation
proposals for the Fall Convention.

¥ Ask SIG co-chairs to find readers for convention proposals and contact the Proposal
Selection Coordinator with names of readers.

June

¥ Alert SIG co-chairs to find members to speak at the “What Works” sessions at Fall
Convention (names and affiliations of speakers should be submitted to the Convention
Chair in September)

¥ Attend the WATESOL Changeover Meeting

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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July/ August
¥ Send out SIG information packets with the following information to the SIG co-chairs:
¥ Responsibilities of SIG co-chairs
¥ SIG budgets, guidelines for using the funds, reimbursement forms
¥ QGuidelines for “What Works” sessions
¥ Newsletter deadlines for the four yearly issues. Each SIG is responsible for one
lead article and one “What Works” article.
September
¥ Help organize and facilitate SIG co-chair / Board technology training workshop. (The
workshop is given by Karen Taylor.)
¥ Turn in names of the “What Works” presenters, plus their affiliations, to the Fall
Convention Program Chair.
¥ Newsletter deadline #1; Lead article: Secondary Ed; What works: Adult Ed.
October
¥ Contact SIG co-chairs two weeks before the Convention to see if they need any help.
¥ Attend the Convention and drop in on SIG sessions.
November/ December
¥  Get reports on the SIG business meetings (at the Fall Convention) from SIG co-chairs
and summarize for the Board.
¥ Newsletter deadline #2 (end of November); Lead article: Higher Ed.; What works:
Elementary Ed.
¥ With WATESOL Vice President (who serves as Chair of the Spring Conference), set a
date for the Spring Conference planning meeting in January.

January
¥ Attend and help facilitate Spring Conference planning meeting(s)
¥ Check with SIGs and see how plans are going for any special meetings (outside of the
Spring Conference)

February/ March

¥ Assist SIGs in making arrangements for meetings if needed

¥ Finalize plans for the Spring Conference

¥ Newsletter deadline #3 (end of February): Lead article: Elementary Ed.; What Works:
Secondary Ed.

¥ Ask SIG co-chairs to submit names of potential candidates for Co-Chair to the chair of
the Nominations Committee. (The Past President serves as Chair of the Nominations
Committee.)

April
¥ Attend Spring Conference and assist as needed

May
¥ Write thank-you notes to outgoing SIG co-chairs and cc their supervisors if appropriate.
¥ Newsletter deadline #4 (mid May): Lead article: Adult Ed.; What Works: Higher Ed.

Revised and Approved by the Board, May 22, 2006
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WATESOL EXECUTIVE BOARD

SPECIAL INTEREST GROUP CO-CHAIR

Term of Office: 2 Years

Summary of Duties

SIG Co-Chair and Committee Chair Expectations
¥ Maintain a current WATESOL membership
¥ Attend the following WATESOL events:
¥ Fall Convention
¥ Spring Conference
¥ Technology Training Workshop (held in September)
¥ You are encouraged to attend other WATESOL events, including
¥ Professional Development workshops (if of interest)
¥ TESOL convention (if possible)

SIG Co-Chair Overview

Term of office: 2 years, with a new co-chair starting his/her term every year.

¥ Work with the Fall Convention Team to plan the annual SIG meeting

¥ Encourage SIG members to submit proposals for the Fall Convention

¥ Coordinate a "What Works" or "Swap Shop" session and SIG meeting at the Fall
Convention

¥ Coordinate SIG workshop and meeting at the Spring Conference

¥ Coordinate one SIG activity per year outside of the Fall Convention and Spring Conference
(optional).

¥ With your Co-Chair, contribute four short articles containing SIG-relevant news for the
WATESOL newsletter.

¥ Recruit members of your SIG to write one Lead article and one What Works article for the
WATESOL newsletter.

¥ Manage the SIG budget ($200 per year)

¥ Provide the Nominating Committee with candidate ideas from SIG members.

Timeline

Please refer to the Timeline provided to all SIG Co-Chairs by the SIG Liaison.

Revised and Approved by the Board, May 22, 2006
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WATESOL EXECUTIVE BOARD

MEMBERSHIP RECORDS COORDINATOR

Term of Office: 3 Years (3»rd year to overlap with incoming officer)

Overview

See “WATESOL Executive Board Members: General Summary of Duties”

Summary of Duties!
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Membership Records
A. Create/revise membership database to maintain membership data. Database must allow
for easy report generation and communication with members via e-mail links from
database to e-mail server.
B. Assist membership secretary in designing new and renewal membership forms to
simplify data entry in membership database.
C. Collect all new and renewed membership forms. Enter/update data. Send confirmation
of membership to new/renewed members.
Send new/corrected/deleted e-mail addresses to listserv coordinator as needed.
Print, mail renewal letters with fall convention flyer by the end of the first week in
August of each year.
Enter membership renewals and new memberships as they are received.
Send reminder letter to non-renewed members by the middle of November of each
year.
Prepare and send out mailing labels as requested.
At regular intervals, send updated list of new members to SIG leaders.
Monthly, send checks received to Treasurer. Checks lists should include information
about check deposit categories (membership, conference, donation, PCI).

m O
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Fall Convention

Enter pre registrations for the convention at the same time as membership renewal.
Maintain historical records of registrations to help with convention planning.
Prepare lists needed for convention registration

Print name badges from convention database.

Cawp

This document should be updated in April of each year. Submit changes to the Past President. The Past President
is responsible for editing this document and distributing updated versions of this document at the annual
WATESOL Changeover Meeting.
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Directory (May change as determined by the Membership Secretary)

A.

OmmOUNW

Maintain communication with members with regard to information they want printed in
the directory.

Prepare letters for organizations to update directory info by January of each year.

Make corrections to program entries in the directory database.

Export and layout pages for the directory.

Send necessary computer files to the printer for production of the directory.

Maintain records of groups and/or non-members who will purchase directories.

April - Deliver directories and mailing labels to mailing service that will mail the
directories.

Revised and Approved by the Board, May 22, 2006
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