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IEEA YEARLY ACTIVITIES

	
	Nominating Committee every year
	Revise Constitution every other year
	Treasurer 
2 year appointment
	4-H Foundation 2 year appointment
	Spring Conference site

	1999
	Ch-Youth
	
	1999-2000
	1999-2000
	Pokagon State Park

	2000
	Ch-CFS
	X
	1999-2000 
	1999-2000 
	Holiday Inn Select, Indianapolis

	2001
	Ch-ANR
	X
	2001-2002
	2001-2002
	Four Winds Resort, Bloomington

	2002
	Ch-Youth
	X
	2001-2002 
	2001-2002 
	The Seasons,
Nashville

	2003
	Ch-ECD
	
	2003-2004
	2003-2004
	The Seasons, Nashville

	2004
	Ch-CFS
	X
	2003-2004 
	2003-2004

	Executive Inn,
Evansville

	2005

	Ch-ANR
	
	2005-2006
	2005-2006
	Muncie Convention Center

	2006
	Ch - Youth
	X
	2005-2006

	2005-2006

	The Seasons,
Nashville

	2007
	Ch - ECD
	
	2007-2008
	2007-2008
	Brown County
Inn, Nashville

	2008
	Ch - CFS
	X
	2007-2008
Appointment at 
Annual 
Conference
	2007-2008
Appointment at
Annual 
Conference
	Combined with 
PDC, 
Purdue

	
	2 members from Ag, ECD, CFS, Youth plus past president.  Chairmanship alternates between sections
	Past President is Chair.
Committee of 3-5 members appointed by President
	Board of Directors selects Treasurer at PDC in even numbered years.  Office begins January 1.  May hold 2 – 2 year terms
	Board of Directors votes on Representative at PDC in even numbered years.
	Secretary proposes sites the year he/she is secretary. Board votes on final site at Aug/Sept Board meeting.





INDIANA EXTENSION AGENTS ASSOCIATION
PAST PRESIDENTS


1924 
2

1925 T.C. Cravens, Martinsville
1926 C.A. Jackson
1927 Myron Cromer, Muncie
1928 B.V. Widney, Columbia City
1929 E.C. Bird
1930 H.E. Abbott
1931 E.L. Hawk
1932 Scott W. Milligan, Richmond
1933 O.W. Mansfield, West Lafayette
1934 John Hull, Patoka
1935 M.K. Detrick and H.R. Royce (acting)
1936 Stewart Leaming
1937 H.L. Royce
1938 Warren O’Hara
1939 S.B. Pershing, Lafayette
1940 O.B. Riggs, Sullivan
1941 W.K. Delaplane, Wabash
1942 W.G. Smith
1943 E.F. Brown
1944 C.V. Kimmel
1945 Jesse Wood, Shoals
1946 A.J. Hesler
1947 Corry Alcorn, Bloomington
1948 A.M. Bishea, Evansville
1949 Walter C. Haynes, Anderson
1950 Walter Rusk
1951 Everett Hartman, LaPorte
1952 Maurice Goode, Noblesville
1953 M.J. Huxley
1954 W.J. Emerson, Monticello
1955 John Armstrong
1956 Kenneth W. Harris, Greencastle
1957 Guy T. Harris, Terre Haute
1958 Roscoe Stangland, Goshen
1959 M.A. Nye, Valparaiso
1960 S.B. Scott, Franklin
1961 Lewis Cooper, Cannelton
1962 Joe C. Carroll, Crawfordsville
1963 Earl Kumpf, Washington
1964 Billy Beach, Vincennes
1965 Herald Rippey, Rome City
1966 Paul Jackson, Greencastle
1967 A.D. Luers, Crown Point
1968 O.K. Anderson, Vincennes
1969 Walter Clary, Tipton
1970 Donald Frantz, Warsaw
1971 Paul Raver, Kokomo
1972 Janice Breiner, Poseyville
1973 John Connelly, Richmond
1974 Edward A. Ragsdale, West Lafayette
1975 Donald F. Clayton, LaPorte
1974	Hiram Wallace, New Albany
1974	Arthur Redinger, Liberty
1975	Leo Seltenright, Goshen
1976	Frank Schuler, New Castle
1977	Joanne King, Arcadia
1978	Mark Merkel, Geneva
1979	Mary Schuman, Indianapolis
1980	Paul Wharton, South Bend
1981	A.B. “Duke” Scaglia, Lafayette
1982	Evelyn Adams, Tobinsport
1983	Dick Rusk, Logansport
1984	John Keller
1985	Scott Rumble, Lafayette
1986	Neb Kalb, Indianapolis
1987	Cathy Seymoure, Albion
1988	Ed Pollock
1989	Dean Jones, Crown Point
1990 Carolyn Gordon, Brownstown
1991 Lonnie Mason, Madison
1992 Gary Emsweller, Danville
1993 John Keeton, Vevay
1994 Tom Hampton, South Bend
1995 Nancy Schuman, Franklin
1996 Janet Boston, Lafayette, IN 
1997 Ralph Booker, Plymouth
1998 Maureen Cook, Peru
1999 Val Slack, Columbia City
2000 Carol Turner, Terre Haute
2001 Mike Ferree, Columbus
2002 Jeff Holland, Bloomington
2003 Janet Allen, Shelbyville
2004 Jerry Nelson, 2758 D East Pine Hill Drive, Vincennes, IN  47591
2005 Phil Sutton, 528 Ostemo Pl, South Bend, IN 46617
2006 Mary Ann Lienhart-Cross, 60757 CR 9, Elkhart, IN 46517
2007	Jim Peter, 1645 W. 5th Ave., Jasper, IN  47546
2008	Cindy Barnett, 115 S. Line St., Columbia City, IN  46725






IEAA TRAVEL EXPENSE VOUCHER FOR REGIONAL
& NATIONAL MEETINGS AND OTHER CONFERENCES

Name_________________________________________________________________________

Address_______________________________________________________________________

Phone_______________________  E mail __________________________________

Purpose of trip (please give committee or section you represented):


______________________________________________________________________________

Place & Date of Conference_______________________________________________________

Please list expenses below:

DATE	MEALS	LODGING*	TRAVEL*
__________	__________________	__________________	__________________
__________	__________________	__________________	__________________
__________	__________________	__________________	__________________
__________	__________________	__________________	__________________
	TOTALS	__________________	__________________	__________________
*Travel & Lodging (Please enclose a copy of your receipt).
*Hospitality Expenses:
1. Regional hospitality expense………………………………………………	_____________
2. Recognition of DSA’s or other award winners……………………………	_____________
3. Refreshment or meal expenses for delegates or award winners…………..	_____________
4. State exchange items to be used by delegates…………………………….	_____________
5. Other………………………………………………………………………	_____________
Total………	_____________
*Please identify any items that are unusual and should be covered:
		__________________________________________________    ______________
		__________________________________________________    ______________
		__________________________________________________    ______________
		__________________________________________________    ______________
								   GRAND TOTAL  _____________
IEAA reimbursement to delegate  ______________

Public Issues Leadership Development Conference (PILD)

	PILD is an opportunity for professional development in the public issues arena.  The conference also provides educators, volunteers, and administrators the unique opportunity to interact with federal decision makers.  This three day conference is held in April, in the Washington DC area.  A delegation of 7 may represent Purdue Extension.  

	Those representing Purdue Extension may include:  PUCESA president, a representative from ESP, and five from IEEA (IEEA president, CFS public affairs chair, ANR vice president, 4-H/Youth vice president, and ECD vice president).  NEA4-HA pays registration fee for one 4-H/Youth representative.  NEAFCS offers a $250 scholarship, one per state, on a first-come first-serve basis, preference given to first-timers.  Money is allocated in the IEEA budget and the Director of Extension may offer financial assistance.

	The IEEA president is responsible for coordinating the group.  The IEEA president should ask the Director if he is willing to help support the group, financially.  The delegation should meet in January to discuss registration, housing, and transportation.  Sandy Exmeyer in the Director’s Office and Mary Wise in the ag business office may help with arrangements.

	If the Director offers financial assistance, Mary will handle those funds.  Before Sandy or Mary can help, a form 17 must be signed.  Mary can pay for registrations up front.  She can only pay the registration costs; she cannot pay for optional activities.  Sandy will make flight arrangements if a group wants to fly out of Indy together.  If Sandy makes those arrangements, then Mary will pay for the flights, out of allocated dollars.
  
	If an educator wants to pay their own registration fee and/or make their own flight arrangements, then ask for reimbursement that is their option.  No matter who is paying, Form 17 must be completed prior to travel.  Any expenses submitted to Mary for reimbursement, must be sent on Form 25.  Additional expenses may be submitted to the IEEA treasurer for reimbursement.  The appropriate form is located in the IEEA Handbook.  

	Prior to the conference, the delegation will meet with the Director of Extension and the Dean of Agriculture to discuss what message Purdue Extension needs to carry to our federal legislators.  Sandy Exmeyer will coordinate this meeting.  
	While in Washington DC, each Educator should try to meet with their individual Congressman and the group should try to meet with our two Senators.  Each Educator may want to put together a packet of information to share with their Congressman.  In order to “share your story”, you may want to include copies of:  annual meeting report, impact statements, newsletter, flyers of programs, pen, notepad, etc.  The Director and Dean may also request materials to be added to the packets.  The IEEA president should make the arrangements to meet with the Senators and put together their packet of information.
	Thank you notes should be sent to all legislators who were visited and to sponsors.  At the next gathering of IEEA, each representative should give a report to their respective section/organization.   

	Information about PILD can be found at:  http://www.jcep.org/pild.htm
JCEP REGIONAL WORKSHOPS

	Joint Council of Extension Professionals (JCEP) holds regional meetings annually, usually 3-4 days in February.  The purposes of these workshops are to:  provide training for association officers and members, conduct association business, provide leadership development training, to provide networking opportunities for associations and states, and to provide educational workshops focusing on the theme of the conference. The national organization hosting rotates every year and the location of the workshop rotates biannually.  

	Even though the IEEA president does not attend this workshop, he/she is responsible for coordinating the group.  IEEA is represented by:  two from CFS and two from 4-H/Youth, and one each from ANR and ECD.  IEEA allocates dollars for one from each section.  NEAFCS and NEA4-HA also pay for one representative.  Each section is responsible for selecting/electing their representative; however, the president and/or vice president are usually the representative(s).  ESP may also send two representatives.

	The group should meet late December/early January to discuss registration, housing and transportation.  A form 17 needs to be completed prior to travel.  Dollars are allocated in the IEEA budget to help cover expenses.  Upon return, expenses should be submitted to the IEEA treasurer for reimbursement.  The appropriate form is located in the IEEA handbook.  

	Thank you notes should be sent to sponsors.  At the next gathering of IEEA, each representative should give a report to their respective section.  

	Information about the Regional Leadership Workshops can be found at:    http://www.jcep.org/workshops.htm
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IEEA EXECUTIVE BOARD


*Executive Board meetings are scheduled monthly.  The IEEA president should send out the agenda prior to the meeting.  

*The Director should be notified of the meetings.  He may or may not choose to participate.  

*Each member of the Board should report at each meeting.

*Professional Development Conference (PDC).  The Board will meet the day prior to PDC with the chair of the conference committee.  Last minute details are finalized.  After the meeting, the group transports all materials from Sandy Exmeyer’s office to Stewart Center.  Sandy will also schedule a meeting room on campus.  During PDC, the Board will assist, as requested by the conference committee.

*Spring Conference.  The Executive Board will meet in January at the Spring Conference site to make final plans.  The Executive Board is responsible for planning the entire program for Spring Conference.  Spring Conference should be self-supporting from registrations.  The Director may offer financial support.  CES administration should be invited to participate.  The Executive Board members will host the meals, serve as ticket takers, and prepare and provide all written materials.  All monies are handled by the IEEA treasurer for Spring Conference.  Conference committee members will work the registration desk, if requested.     

*Officer terms begin immediately following PDC, except the treasurer and his/her term begins January 1.  



















IEEA BOARD OF DIRECTORS


*The IEEA Board of Directors consists of:  president, vice president, secretary, treasurer, past president, 2 directors from each area, and all committee chairs.  The 4-H Foundation representative, ESP president and PUCESA president are also invited to attend, but are not voting members.  

*The Board of Directors will meet approximately five times a year:  January, Spring Conference in April, June, August/September and Professional Development Conference (PDC) in October.  The President will email an agenda prior to each meeting.  All members of the Board should be prepared to give a report, verbally at the meeting and in writing to the secretary.    

*Area Directors.  Two educators should represent each area.  Each educator serves a two year term and those terms rotate; therefore, each area will have a junior (serving their first year of a two year term) director, and a senior (serving their second year of a two year term) director.  New directors should be elected prior to September 1.  
The directors are responsible for filling all IEEA committee positions.  Each committee should have two members from each area, except budget committee and it has one educator per area.  Each educator serves a two year term and those terms rotate; therefore, each area will have a junior (serving their first year of a two year term) committee member, and a senior (serving their second year of a two year term) committee member.  Committee member names should be sent to the vice president by September 1.  
Directors should also collect dues in September and October and give to IEEA treasurer at PDC.  They are responsible for conducting IEEA business in their area.  And, they should attend all Board of Director meetings and be prepared to give a verbal report and send a written copy to the secretary.  

*Committee Chairs.  Committee officers should be elected at the second committee meeting at PDC and they begin their term immediately following PDC.    Most committees request a three year commitment – secretary, chair, and then advisor.    In order to rotate through the offices, the newly elected secretary should be a first or second year member, of their first term, on the committee.
Chairs are responsible for meeting with their committee as needed to fulfill responsibilities.    They should attend all Board of Director meetings and be prepared to give a verbal report and send a written copy to the secretary.  Committee chairs should bring items to be voted on to the Board of Directors for discussion and then the chairs are responsible for sharing the discussion/decision with their committee.  Verbal and written reports will also be requested at IEEA general sessions.    
    
The 4-H Foundation representative, ESP president and PUCESA president will be invited to all Board of Director meetings.  They will be asked to give a report at Board of Director meetings as well as IEEA general sessions.  A written copy of their report should also be sent to the IEEA secretary.
IEEA President Responsibilities

Executive Board Meetings

· Schedule monthly Executive Board Meetings. Other times if there is business. 
· E-mail meeting notices to Executive Committee. 
· Plan agenda for meetings – provide copies for committee. 

Board Of Directors Meetings

· Schedule Board Meetings for January, Spring Conference, June, August/September, and for Professional Development Conference.
· Plan agenda for meetings – provide copies for Board Meetings.
· E-Mail meeting notices to Board Meetings.
· Invite PUCESA President, ESP President, APSAC and Indiana 4-H Foundation Representatives to meetings and put on agenda.
· Notify the Director about dates of Board meetings then contact before each meeting to invite him to the meeting.  Contact the Assistant Director’s Secretary to schedule rooms for meetings on campus.

Spring Conference
· Contact hotel to set date to meet at hotel to plan Spring Conference. (late February/March meeting)
· Planning Meeting – plan menus, set registration fee, banquet entertainment, select any program speakers, contact speaker.  Work with the Professional Improvement committee to plan breakout sessions and acquire speakers. 
· During Spring Conference – Section presidents rotate hosting meals and presiding over meetings. 
· Contact 4-H Foundation to see if they want to sponsor the Monday afternoon refreshment break.  Work with the 4-H Foundation Representative.  
· Email letter to all IEEA members and Purdue Extension Administration about Spring Conference – include in letter registration form, map, and hotel reservation form (order from hotel prior to the planning meeting).  Get mailing labels from Nancy Goodman for the educators and the retired educators.
· Send same letter to Retired life-members.
· Put article in CES Today about Spring Conference.
· Send reminder about reservation deadline via E-mail closer to due date.
· Contact Director to confirm when he will be on program.
· Print Program and provide copies (250 copies were made in 2006)
· Conduct Board meetings and general session meetings (President, Vice President, Secretary, Treasurer and Past President seated at head table).
· Attend New Educator Breakfast/ Luncheon.

                                                         

Professional Development Conference

· Send E-mail to all educators about Professional Development Conference.
· Conduct Board meeting and General Session meeting.
· Arrange with Awards chair to sign award certificates before PDC.
· At 1st evening Banquet – will be asked to introduce some of the guests and announce IEEA Awards winners.  Director or Assistant Director will give you this information.
· Possibly at last day lunch – assist with IEEA tenure recognition and possibly be emcee or lead group in appropriate prayer.
· Director or Assistant Director gives President complete itinerary for awards banquet on Tuesday morning.
· Attend New Educator Breakfast/Luncheon

Public Issues Leadership Development - PILD

· Organize delegation going to PILD – contact section presidents to get names of participants. 
· Have those going contact the two senators and set up appointments for delegation to visit as a group.
· Communicate with Dean and Director about message to be conveyed.  

Other Items

· Update list of board members for stationery and E-mail to board and executive committee and place on IEEA Website.
· Organize the group attending JCEP Regional Workshop.
· Give Farm Bureau – Extension Award at December Farm Bureau Banquet.
· Attend New Educator Training.  Check with the Assistant Director for dates.  Check with New Educator Committee for handouts.
· Make sure IEEA Nominating committee functions.  Get folder passed onto new chairperson.  Check with immediate past president.
· Check IEEA Yearly Activities Schedule as to what is to be done in your year as president (constitution revision, appointment of IEEA Treasurer, 4-H Foundation Representative, etc.)
· Attend the State Fair Extension Picnic.






                                                        
IEEA Vice President Responsibilities


Responsibilities:

· Attend IEEA Executive Board of Directors and Association Meetings.  Make notes to help you plan for your term as president.
· Serve as liaison to Conference Committee and attend meetings.  Get input about Professional Development Conference from Executive Board at its first meeting following Professional Development Conference.
· Substitute for President when he/she is unable to attend a meeting or event.
· Work with Directors from each area to coordinate and complete the final listing of committee assignments.  Post on IEEA Website.
· Attend the New Educator Luncheon with the other officers during Professional Development Conference.
· Report to Association at Spring and Fall meetings about Spring Conference.
· Present past presidents plaque (provided by the Awards Committee) to outgoing president at last business meeting of Professional Development Conference.
· Give a short acceptance speech at last business meeting when taking over as President.
· Make arrangements for a picture of the Officers to be taken after last business meeting. Usually done during the final luncheon - contact Ag Communications to make arrangements.
· At last Board meeting of Professional Development Conference, ask for 2 names from each section to serve on the nominating committee.
· Announce date of first Executive Committee meeting following Professional Development Conference at the last Board meeting of Conference.
· Meet with Liaison Committee – IEEA – PUCESA – ESP
· Assist President as needed
· Update Officer Handbook and post on IEEA Website.














                             
                             
IEEA Secretary Responsibilities

· Take minutes at all Executive Board meetings, Board meetings, and Association meetings throughout the year.  E-mail copies of the minutes to the Board members and Association members. 
· Put a permanent copy of all minutes in the hardbound book that is passed on to each secretary.  This is the permanent records for the association. 
· Place minutes on IEEA Website.
· Attend the New Educator Luncheon with the other officers at Professional Development Conference. 
· Contact potential sites for the Spring Conference to be held the year you will be president.  Have information on each site for the September Board meeting so the Board of Directors can vote on the location. 
· Give report on the upcoming Spring Conference at both Professional Development Conference and Spring Conference. 
· Assist other officers as needed.  
· Minutes must be signed by the IEEA President and Secretary after they have been approved.





























                                                                  
IEEA Treasurer Duties

January

· Prepare previous month summary
· Prepare a list of CFS Educators
· Indicate paid members of NEAFCS
· Forward this list to the Secretary of the CFS Section for verification
· When list is verified, write a check for NEAFCS national dues and send to CFS secretary. These dues must be paid by Feb. 1.

· Finalize Year End Report
· Prepare Five Year Expense Comparison
· Prepare for Audit
· Go through all deposits and check stubs to reconcile with year-end bank statement
· Folder with Bank Statements (Jan. – Dec.)
· Folder with all Expenses marked with Date, Check # and amount if different than the amount indicated to be paid.

· Pay expenses as needed
· Post checks, deposits, and interest accumulations on financial software program
· Make deposits in a timely manner


February
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner

· Prepare a list of Ag Educators
· Indicate paid members of NACAA
· Forward this list to the Secretary of the Ag Section for verification
· When list is verified, write a check for NACAA national dues and send to Ag secretary. These dues should be paid by March 1.

· Send NACAA scholarship check to Ag Section Scholarship Chair

· Meet with Exec Committee at Spring Conference site to set programs, schedule and select meal options
· Prepare tentative Spring Conference Registration form for IEEA President

                                                               
March
· Begin collecting Spring Conference Registration fees
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner


April
· Continue collecting Spring Conference Registration fees
· Organize Spring Conference registrations alphabetically
· Attach paid sticker to registration forms
· Sort into 4 folders for conference
· Return registration forms with paid stickers to registrants
· Take list of paid participants with check number and date paid (for proof)
· Make list of all educators with information on payment, meals, etc. This helps conference committee at check in.
· Provide tickets or name tags to verify fee paid.

· Prepare First Quarter Summary
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on financial software program
· Make deposits in a timely manner

· After Spring Conference
· Develop a balance sheet for SC to share with the IEEA Executive Board and to compare previous 3-4 years
· Send letters requesting payment due to IEEA for Spring Conference (if applicable)
· Indiana 4-H Foundation (Break at SC) – not always
· AgIT telephone line charges (if used)


May
· File necessary tax documents with state of Indiana by May 15.
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner

                                                                          
June
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner
· Indiana State Fair Leader’s Day – payable to Purdue University; send to State 4-H Program Leader


July
· Prepare Second Quarter Summary
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner
· CES Family Picnic at State Fair – payable to Purdue Research Foundation; send to Director’s Office

August
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner
· Prepare spreadsheets for membership list and send area directors copies for their use in collecting dues


September
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner






                                                                         

October
· Prepare Third Quarter Summary
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Collect dues for IEEA and National Associations
· Make deposits in a timely manner
· Renew Galaxy CD – reimburse checking account for PILD and Professional Improvement Grants paid in previous 12 months
· Pick up new signature card at PEFCU for new officer team to sign at PDC
· Remove signature of Past President and add signature of new Secretary


November
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner


December
· Prepare previous month summary
· Pay expenses as needed
· Post checks, deposits, and interest accumulations on Quicken
· Make deposits in a timely manner
· Prepare a list of 4-H Educators
· Indicate paid members of NAE4-HA
· Forward this list to the Secretary of the 4-H Section for verification
· When list is verified, write a check for NAE4-HA national dues and send to 4-H secretary. These dues must be paid by December 31 (preferably before Christmas).



Other
· Renew CD as necessary






                                                           
INEAFCS OFFICER DUTIES
[image: National Extension Association of Family & Consumer Sciences ]
Professional Development Conference
President
 Prior to Professional Development Conference in which presiding
· invite the State CFS Program leader, with early written invitation, to speak at the CFS Section meeting.
· distribute agenda via e-mail.
· contact committee chairs and officers so they will be prepared to give reports and to have a written copy of report to share with Secretary.
· provide agendas and other appropriate handouts (from regional meet or NEAFCS).
· Invite Monhaut Zmola Award winner to give report.
· Update files in CFS Section president binder/files:
· DSA and CEE winner lists
· State President’s List
· Minutes from regional and national meetings.
· Newsmatter file
· Have CFS President binder/files in order and ready to give to incoming president
At Professional Development Conference in which presiding
· Attend IEEA Executive Committee and Board meetings.
· Be prepared to give section report at each IEEA Board Meeting and General Session. Preside at one session. Sit at head table for most meals.
· Have agendas available at CFS Section meeting.
· Preside over the CFS Section meeting.
· Present gavel to incoming president.
After Professional Development Conference when newly elected
· Send list of officers and committee chairs to regional director on form provided by regional director (on NEAFCS website).
· Submit State Affiliate Report to Regional Director.
· Schedule INEAFCS Executive Committee meeting.
· Distribute INEAFCS committee list, with chairs designed, for next year through CFS newsletter, the “Newsmatter”.
· Send list of officer, committee members, and “Newsmatter,” to IEEA website webmaster to be put on the IEEA website.
· Send “thank you” to State Program Leader to giving of her time to speak at the CFS Section meeting.


Vice President
Prior to Professional Development Conference
· Check with the IEEA Awards Committee chair to make sure they are ordering the plaque to give to the outgoing president.
At Professional Development Conference
· Assist the president with setting up for the meeting, there may be several items to distribute.

· Have Committee Sign-Up forms to pass around at CFS Section meeting so you can put together your committees when you become president.
· Pick up the plaque to give to the outgoing president.  You will need to get this  from the IEEA Awards Committee.
· Accept the gavel from the president, have some comments to make, some president-elects have set goals for the coming year.
· After accepting gavel, you will get your picture taken at PDC conference immediately following closing banquet as a member of the new IEEA Executive Board members.

Secretary
Prior to Professional Development Conference
· Have minutes of Spring Conference ready to read and e-mail them to CFS Educators  prior to the conference.
At Professional Development Conference
· Take minutes of CFS Section meeting.
· Have forms (or electronic information) about NEAFCS renewal on their website. 
After Professional Development Conference
· Make sure member renewal information is submitted to NEAFCS.   Obtain paid members list from IEEA treasurer for  NEAFCS and send membership
information to national office.  Check names, addresses, etc. and add, delete, change, etc. Mail prior to January 1.  If  IEEA has received dues, but you do not have a membership form for the Educator, you need to contact them and get them to fill out the form.  
· Sent minutes electronically to CFS Educators.
· Send minutes to IEEA website webmaster to be posted on their website. 

National Meeting
President
· Ask committee chairs to attend task force meetings.  If chairs unable to attend, appoint another member.  
· Inform all members attending of registration deadlines, meeting times and dates, and responsibilities.
· Inform voting delegates of responsibilities, meeting times, dates and places.
· Attend regional meeting, Open Forum (meet the candidates) and business meeting (take snacks).
· Be prepared to report at the Regional meeting: number in attendance (members, guests, and first timers), total number of state members and introduce special guests (such as CFS program leader).
· Coordinate group and award pictures with NEAFCS photographer.  You can submit them for the CES Newsletter with short summary of conference.
· Have a state meeting to compile list of roommates/room numbers.
· Give award winners and INEAFCS officers state reimbursement forms or inform state IEEA Treasurer who is to receive the forms (DSA & CE winners, delegates-$100 reimbursement; delegates reimbursed only for amount designated by IEEA).
· Invite State Program leader, when appropriate.

Vice President
· Attend regional meeting
· Attend “Meet the Candidates”.
· Attend business meeting if you are a voting delegate.
· Plan “State Night Out” and invite appropriate guests.  Share details about States Night Out with Educators attending NEAFCS Annual meeting (place, cost, dress, etc…).

Gifts
· Check with IEEA Treasurer and State CFS President to find out how much money you have available to use for gifts/corsages/meals for award winners.
· Purchase gifts for 2 Distinguished Service Award winners (have been engraved ink pen).
· Purchase gifts for 2 Continued Excellence Award winners (suggested engraved business card holders or desk clock).  
· Check with CFS Section Award Chair to see how many DSA and CE winners there are to know how many gifts to purchase.  Take these with you to NEAFCS.
· Present gifts at State Night Out.
· Can purchase corsages from Tennessee affiliate prior to NEAFCS for award winners if budget allows.  
· Can pay for winner’s dinner at State Night Out if budget allows.

Secretary
· Attend regional meeting
· Attend “Meet the Candidates”.
· Attend business meeting if you are a voting delegate

**New CFS Section officers begin after the National Meeting.

February
President
· Attend JCEP Regional meeting, take state report; sample copies in file.  (Form provided at NEAFCS website:  neafcs.org).
· Turn in reimbursement to NEAFCS upon return.  They cover registration, transportation and hotel (1/2 a room).
· You are responsible for making and paying for conference registration, hotel registration and travel arrangements and then submit them for reimbursement.
· Make sure Public Relations chair has information about PILD.  Arrangements will be made through the Directors office for travel.  PR Chair will have to pay conference registration and be reimbursed.  NEAFCS offers scholarships the member can apply for.

Vice President
· Attend JCEP Regional Meeting
· Turn in reimbursement forms to IEEA Treasurer (reimbursement only for amount designated by IEEA).


Spring Conference
President
Prior to Spring Conference 
· invite the State CFS Program leader, with early written invitation, to speak at the CFS Section meeting.
· distribute agenda via e-mail.
· contact committee chairs and officers so they will be prepared to give reports and to have a written copy to share with Secretary.
· provide agendas and other appropriate handouts (from regional meet or NEAFCS).
· Send out the CFS Section spring newsletter, the “Newsmatter.” 
· Have nominating committee (chaired by past CFS president) secure nominees for CFS Section secretary election.
· Secure promotional materials about National Conference.

At Spring Conference 
· Attend IEEA Executive Committee and Board meetings.
· Be prepared to give section report at each IEEA Board Meeting and General Session. Preside at one session. Sit at head table for most meals.
· Have agendas available at CFS Section meeting.
· Preside over the CFS Section meeting.
· Hold elections for CFS Section incoming Secretary (will start tenure following the upcoming National Conference).

After Spring Conference
· Send “thank you” to State Program Leader to giving of her time to speak at the CFS Section meeting.

Vice President
At Spring Conference
· Give presentation about upcoming NEAFCS Annual meeting and send around a list to see who is interested in attending.

After Spring Conference
·  Begin arrangements for States Night Out at National Conference.

Secretary
Prior to Spring Conference
· Have minutes of Professional Development Conference ready to read and e-mail them to CFS Educators  prior to the conference.
At Spring Conference
· Take minutes of CFS Section meeting.
After Spring Conference
· Sent minutes electronically to CFS Educators.
· Send minutes to IEEA website webmaster to be posted on their website. 


Miscellaneous
President
· Attend IEEA Board and Executive meetings as scheduled either via IP Video or in person.
· Serve on nominating committee for IEEA Secretary (past and current president from CFS Section; names to be given to the immediate IEEA past president).
Vice-President
· Update and mail name and address changes to the national office; contact as needed.
· When new CFS educators are hired, send them a letter/call and invite them to join NAEFCS.




Updated 01/08
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INDIANA 4-H/ YOUTH DEVELOPMENT SECTION 
OFFICERS DUTIES (suggested time line)


OCTOBER/NOVEMBER

Before National Conference
Vice-President
· Purchase Purdue stickers (for name badges) at the University Bookstore.
· Invite American Income Life, Brotherhood Mutual, and Fair Publishing representatives to States Night Out.

At National Conference
President
· Hold state meeting to distribute room numbers, invite members for hospitality, highlight conference schedule, and coordinate/schedule national candidate visits.
· Attend State & National Staff Breakfast with State 4-H Leader (upon their invite).
· Keep check with "state mailbox" in conference headquarters.
· Coordinate group photo and award photo.  Submit to CES Today with picture cutline and conference article.

Vice-President
· Determine and distribute room numbers at state meeting.
· Coordinate States Night Out*** (cost, time, dress, etc.).
· Pay for MSA, DSA, and ASA winner’s dinners at States Night Out (Add cost to other attendees’ dinners.)
· Purchase gifts for MSA, ASA and DSA, award winners (reimbursed from IEEA Treasurer).
· Recognize 25-year NAE4-HA members.


Secretary
· Assist other officers where needed.
· Secure and coordinate hospitality room, with appropriate refreshments.



Past President
· Provide IEEA reimbursement forms to DSA, ASA & MSA winners who attend national conference ($100 reimbursement).

President and Vice-President
· Attend State Officer's Workshop.
· Attend JCEP Regional Workshop.  NAE4-HA pays for President, IEEA budgets for Vice President.
{Officers attending National Conference - request reimbursement from IEEA Treasurer}

Annual Purdue Extension Professional Development Conference
President
· Preside over 4-H/Youth Section meeting.

Vice-President
· Report on importance of membership in IEEA and NAE4-HA.
· Chair meeting of staff going to National Conference (or at Fall State 4-H/Youth Staff Conference/Retreat).
· Present "Successful Program Awards.”
· Present President's plaque (IEEA Awards Committee furnishes).

Secretary
· Have minutes of Spring Conference ready to read.
· Take minutes of 4-H/Youth Section meeting.
· Assist Vice-President with Successful Program Awards as needed.

New 4-H/Youth Section officers begin after the NAE4-HA National Meeting.

DECEMBER

President
· Meet with IEEA Executive Board.

Vice-President
· Complete minutes from the Annual Purdue Extension Professional Development Conference and send to membership via computer email or letter.
· Contact State 4-H Department by letter to encourage payment of NAE4-HA dues by early December.
· Contact retirees about life membership in NAE4-HA.
· Obtain paid members list from IEEA treasurer for NAE4-HA and send membership information to national membership contact.  Check names, addresses, etc. and add, delete, change, etc.  Mail prior to January 1.
· Ask IEEA Treasurer for two checks - one to NAE4-HA for dues (mailed to NAE4-HA Treasurer) and one to NAE4-HA North Central Region Fund for hospitality ($1.00 per member and mailed to North Central Region Director).
JANUARY

President
· Participate in IEEA Board meeting.
· Select nominating committees for 4-H/Youth Section Secretary (committee of three) and IEEA Secretary (two from 4-H/Youth Section; names to be given to the immediate IEEA past president).
Vice President
· Contact award sponsors (State 4-H Program Leader and the Indiana 4-H Foundation) requesting their continued support for 4-H Awards presented at Professional Development Conference.
Past-President
· Chair Nominating Committee for 4-H/Youth Section Secretary (work with President to select two 4-H/youth educators to serve on nominating committee).
· Serve on IEEA Nominating Committee for secretary (along with one additional 4-H/youth educator to be selected by the President).

FEBRUARY

President and Vice President
· Attend North Central Regional Officers' Workshop (President’s expense paid by NAE4-HA; Vice President by IEEA).

MARCH/APRIL

President
· Determine meeting agenda for Spring Conference (consult officers).
· Ask State 4-H Leader to make remarks at 4-H/Youth Section meeting.

Vice-President
· Give membership report at Spring Conference.
· Secure promotional materials for National Conference.
· Send out information on "Successful Program Awards" applications.
· Start on National Conference details; determine who is planning to attend, transportation, displays, potential elections, etc.	
· Begin arrangements for States Night Out** at National Conference or appoint someone to arrange.
· If finances and schedule permit, arrange for cake/punch for award winners at end of 4-H/Youth Section meeting at Spring Conference.

Secretary
· Represent the 4-H/Youth Section at the Public Issues/Leadership Development Conference (PILD) in Washington, D. C. (IEEA Reimbursement Form available in IEEA Handbook; submit to IEEA Treasurer).

JUNE
President
· Attend IEEA Board meeting.

AUGUST
President
· Attend IEEA Board meeting.
· Select Program Award Selection Committee to serve with Vice-President.
· Contact Charlie Doyle, Fair Publishing, concerning black with gold print ribbons for Indiana delegates to NAE4-HA Conference.

SEPTEMBER
President
· Consult with officers to prepare agenda for Professional Development Conference and send out to membership prior to conference.
· Ask State 4-H Leader to attend and make remarks.
· Ask committee chairs to make reports and have a copy in writing for secretary.

Vice-President
· Chair "Successful Youth Program Awards" selection committee; prepare summary booklet and award winner certificates.  Notify Indiana 4-H Foundation (six individuals at $100 each) and State 4-H Dept. (two team awards at $100 each) of cash award winners. 
· Obtain forms from State 4-H Department for winners to complete and sign for team award payment at Purdue Extension Professional Development Conference. Forms to be returned to State 4-H Department.

OTHER DUTIES
President
· Attend IEEA Board of Directors and Executive Board meetings as scheduled.   

Vice-President
· Update and mail name and address changes to the national membership contact as needed.
· When new 4-H/youth educators are hired, send them a letter/call and invite them to join NAE4-HA.
· Make sure that all NAE4-HA members receive their News & Views magazine.

States Night Out
· Cost to include meal, beverage, tax, and tip.  Round up to nearest even dollar and add $1.00 for hospitality.

· Work with president concerning time, location, cost, menu, and coordinating w/ conference schedule.

Revised 03/08
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Section Officers’ Duties

The Agriculture and Natural Resources (ANR) Section President serves on the IEEA Executive Committee and IEEA Board of Directors, representing the ANR Section at Executive Committee Meetings and IEEA Board Meetings.

Joint Council of Extension Professionals (JCEP) North Central (NC) Regional Workshop
· President should attend the JCEP NC Regional Meeting (usually in late January-early February); develop and take state report to this meeting; sample copy in file.
· Secretary should attend as well if funds are available.
· IEEA covers part of the expenses, except for mileage.

IEEA Spring Conference
· President Chairs ANR Section Meeting
· Invite NACAA NC Region Director to this meeting or to PDC
· Invite ANR Program Leader
· Develop and bring copies of the agenda (plus e-mail to ANR Educators)
· Minutes e-mailed by ANR Section Secretary
· Initiate a list of those planning to attend NACAA AM/PIC
· President’s IEEA Responsibilities
· Attend Executive Committee and Board Meetings (be prepared to give ANR Section report at each and provide a written report to IEEA Secretary)
· Preside at one session (usually asked to sit at head table for most meals)
· You will be a part of the planning committee for this event
· At the request of the IEEA President, you may be asked to come on Sunday night for final review of conference details.

PILD (Public Issues Leadership Development Conference)
· Vice-President attends PILD in Washington D.C., usually scheduled for April. 
·  Participate in planning teleconference (with Purdue) prior to this event.
· IEEA pays up to $600 for expenses. Purdue Extension Director provides transportation cost.

President’s NACAA Annual Meeting and Professional Development Conference (AM/PIC) Responsibilities:
· Communicate with ANR Educators by e-mail regarding NACAA AM/PIC (share a list of who plans to attend), encourage them to attend and remind them of the registration deadline.
· Remind educators with less than 10 years of experience that NACAA pays registration fee for first time attendees. Also, remind educators of other ways to pay for the trip:  APSAC grants, IEEA Professional Improvement Grants, etc…
· Send in names and addresses of “voting delegates” (usually the President, Vice-President and Secretary) and inform them of their responsibilities. IEEA pays a portion of the voting delegates’ expenses. See IEEA budget each year for amount.
· Make arrangements and reservations for the “State’s Night Out” (DSA’s and AA meals are paid for – see IEEA budget for President’s dollars).
· Attend the NC Regional Meeting; develop and take state report.
· Communicate with DSA and AA award winners (give them a form to get reimbursement from IEEA, or have them contact the IEEA Treasurer). They each receive $100 from IEEA.
· If Indiana has a nominee for the Hall of Fame Award, the president is required to write a recommendation letter. Contact the Recognition and Awards chair.
· Update State Officers list on the NACAA website.

Professional Development Conference (PDC)
· President Chairs ANR Section Meeting
· Invite ANR Program Leader
· Develop and bring copies of the Agenda (e-mail to ANR Educators)
· Invite program coordinator of Purdue Pesticides for private applicators for a quick update
· Minutes e-mailed by ANR Section Secretary
· Pass the “President’s box” to incoming President
· Highlight upcoming NACAA meeting

· President’s IEEA Responsibilities
· Attend Executive Committee and Board Meetings (be prepared to give ANR Section report at each)
· ANR Section report at the IEEA general session.
· Attend IEEA New Educator Luncheon (talk to the new ANR Educators). You may also be asked to give a short presentation about NACAA. If you can’t attend, please make sure one of the other officers represents the Ag section.
· Help with passing out materials before general sessions and helping with IEEA Secretary Election during the general session when requested.
· IEEA President may ask you to attend a meeting with the Extension Director and IEEA Executive Board.


President’s NACAA Responsibilities in the State
· Coordinate with the Early Career Development Chair and officer team to have lunch with ANR educators on staff less than 3 years or other designated time frame at ANR Training. This is an opportunity to promote the association and get to know the new educators.
· Work with state NACAA awards committee. Each area should have representation and meet once annually to nominate or encourage co-workers to apply for awards.
· Schedule IP or Breeze meetings via the computer with the officers and committee chairs. Suggested meeting times:
· January:  plan for Award Nominations & receive information to be shared at JCEP regional meeting
· June:  plan for NACAA meeting
· September:  plan for PDC
· Other times as needed
· Send e-mail updates to the ANR membership and forward messages to State Committee Chairs or appropriate members.
· Vote for Hall of Fame, DSA and AA award winners for Indiana as requested.
· Update Committee Chair information on the NACAA website as needed.

Miscellaneous Details
· The ANR Section Secretary is responsible for submitting the “membership list and dues” to NACAA by January 1st and taking minutes at all ANR Section meetings. All membership updates are made on the NACAA website at:  http://www.nacaa.com/.  You should receive information on the procedure to do this from someone at NACAA in November or December.  Contact IEEA treasurer for a list of paid members and have them submit a check to NACAA along with the “Dues Submission Form” you will complete and print from the website.
· The ANR Vice-President is responsible for the IEEA – ANR Section Website.
· The ANR Vice-President (plus another volunteer, if needed) will act as the nominating committee for ANR section officer candidate voted on at Spring Conference.  
· The Past and Past-Past presidents of the ANR Section serve on the IEEA Secretary nominating committee.
· All section officers – keep files updated then pass on to successor.


Drafted by Craig Williams, 2002 ANR President. Revised by Kelly Easterday (2006) and Jon Neufelder (2008)
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Economic and Community Development
Section Officers’ Duties

The Economic and Community Development (ECD) Section has three officers: President, Vice President and Secretary.  The election of the ECD Secretary takes place at Spring Conference at the ECD Section meeting.  The sitting Secretary is expected to move into the vice presidential seat, and the vice president assumes the presidency.  The new officers assume their duties immediately after Professional Development Conference in the fall.  

The ECD President serves on the IEEA Executive Committee and IEEA Board of Directors, representing the ECD Section at Executive Committee Meetings and IEEA Board Meetings.

Joint Council of Extension Professionals (JCEP) North Central (NC) Regional Workshop
· ECD President should attend the JCEP NC Regional Meeting (usually in late January-early February); develop and take state report to this meeting.
· IEEA covers part of the expenses.  In 2008, the maximum was $1000.  See the IEEA budget.  
· A report should be given to the IEEA board and the ECD membership on the proceedings from JCEP.

IEEA Spring Conference
· President Chairs ECD Section Meeting
· Invite NACDEP NC Region Director to this meeting or to PDC
· Invite ECD Program Leader
· Develop and bring copies of the agenda (plus e-mail to ECD Educators)
· Minutes e-mailed by ECD Section Secretary
· Initiate a list of those planning to attend NACDEP conference
· Run the meeting
· Hold an election for IEEA section secretary.
· ECD President’s IEEA Responsibilities
· Attend Executive Committee and Board Meetings (be prepared to give ECD Section report at each and provide a written report to IEEA Secretary)
· Preside at one session (usually asked to sit at head table for most meals)
· At the request of the IEEA President, you may be asked to come a day before conference for final review of conference details.

PILD (Public Issues Leadership Development Conference)
· Vice-President attends PILD in Washington D.C., usually scheduled for April. 
· Participate in planning teleconference (with Purdue) prior to this event.
· IEEA pays some of the expenses.  See the IEEA budget for specifics. Purdue Extension Director provides transportation cost.
Professional Development Conference (PDC) (usually held in October)
· ECD President Chairs ECD Section Meeting
· Invite ECD Program Leader and Assistant Program Leader
· Invite NC Regional NACDEP representative
· Develop and bring copies of the Agenda (e-mail to ECD Educators)
· Invite coordinators of the various ECD active committees to report
· Minutes are e-mailed by ECD Section Secretary (see below)
· Highlight upcoming NACDEP meetings 
· Pass the gavel to incoming President


· ECD President’s IEEA Responsibilities at PDC
· Attend Executive Committee and Board Meetings (be prepared to give ECD Section report at each)
· ECD Section report at the IEEA general session.
· Attend IEEA New Educator Luncheon (talk to the new ECD Educators). You may also be asked to give a short presentation about NACDEP. If you can’t attend, please make sure one of the other officers represents the ECD section.
· Help with passing out materials before general sessions if needed and helping with IEEA Secretary Election during the general session when requested.
· IEEA President may ask you to attend other meetings with the Extension Director and IEEA Executive Board or on the behalf of the Association.


ECD President’s NACDEP Meeting Responsibilities:
· Communicate with ECD Educators by e-mail regarding NACDEP (share a list of who plans to attend), encourage them to attend and remind them of the registration deadline.
· Make arrangements and reservations for the “State’s Night Out” at national meeting (DSA’s are paid for – see IEEA budget for President’s dollars).
· Attend any NC Regional ECD Meetings; develop and take state report.
· Communicate with DSA award winners (give them a form to get reimbursement from IEEA, or have them contact the IEEA Treasurer). They receive $ from IEEA.


ECD President’s Responsibilities for NACDEP within the State
· Work with the officers and immediate past president of IEEA ECD section to select a Distinguished Service Award (DSA).  Submit the DSA information to NACDEP.  Generally occurs in March.  
· Schedule IP or Breeze meetings via the computer with the officers and committee chairs as needed. 
· The IEEA ECD officers act as liaisons to the ECD administrators at Purdue.  Duties may include expressing concerns on behalf of the membership, assisting with the planning of training and retreats.  
· Send e-mail updates to the ECD membership and forward messages to appropriate members.
· Update Indiana officer information on the NACDEP website as needed.
· Report to IEEA Officers (treasurer) the dues for the upcoming year so the billing will be accurate.




ECD Vice Presidential Duties
· The vice president runs the meetings in the event the president cannot attend.
· The vice president works with the president and secretary to set section meeting agendas.
· The ECD Vice-President is responsible for NACDEP and IEEA website for accuracy as it relates to the ECD section.
· The vice president attends PILD conference.

Miscellaneous Details
· The IEEA treasurer submits a list of NACDEP members to the NACDEP organization.  
· ECD Section Secretary is responsible for taking minutes at all ECD Section meetings and emailing those minutes to the membership.  Minutes should be emailed as soon after the meeting as possible and again within 2 weeks of the next meeting.  
· The ECD President, Vice President and Secretary will act as the nominating/search committee for ECD section officer candidates, to be voted on at Spring Conference.  
· The President of the ECD Section serves on the IEEA officer nominating committee.
· All section officers – keep files updated then pass on to successor.


Drafted by ECD officers Jeff Burbrink, President; Bryan Metzger, Vice President; and Bill Horan, Secretary, in 2008
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IEEA BUDGET AND AUDIT COMMITTEE

The Budget and Audit Committee develops the annual Budget for IEEA.  After asking for any changes or recommendations from the various committees and sections, the committee prepares a recommended budget.  This proposed budget is submitted to the IEEA Board of Directors for approval and then to the IEEA membership for approval at the General Session of the Professional Development Conference in the fall.  

This committee normally meets both at Spring Conference and the Professional Development Conference (fall).  This committee is also responsible to see that the IEAA Treasurer’s books are audited annually.  A subcommittee usually meets in January to do the audit.  
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Indiana Extension Educators Association
Budget Item Explanation


National Association Delegate Expenses - $300 plus $.07 per mile, round trip ($200 maximum on mileage) for officers of NAE4-HA and ECD, and voting delegates of NACAA and NEAFCS to attend national meetings.  Mileage is to be determined with Indianapolis as the starting point.

Distinguished Service Award Expenses - $100 reimbursement for each recipient attending respective national meeting to receive national award.  Presently, there are seven eligible recipients with three from 4-H/Youth Development, two from CFS, and two from ANR.

National Meeting Hospitality Expenses – Used by each section to provide refreshments during designated times of respective national meetings.

Special National Awards Winner - $100 reimbursement for each recipient attending a national meeting to receive a national award.  Presently, there are four eligible recipients, with two from CFS for Continued Excellence and one each from ANR and 4-H/Youth Development for Achievement.

President and Vice President – Used to conduct business as President and Vice President.

Secretary and Treasurer – Used to conduct business of Secretary and Treasurer.
Note:  Treasurer needs to be bonded every three years.

Section Officers – Used to conduct business of Section Officers.

Washington D.C. Workshop (PILD) – Used equally by section chairs or designated delegates to attend the workshop.

North Central Regional Meeting – Amount budgeted to be divided equally among those attending.  Those attending are:   IEEA Chair, ANR Chair and Vice Chair, CFS and 4-H/Youth Development Vice Chairs [CFS and 4-H/Youth Chairs are paid for by National funds].  Amount reimbursed not to exceed an individual’s expense.  No mileage will be paid.

Flower Fund – Flowers sent to educator in the event of death of a spouse or child.  If the educator is unmarried, flowers to be sent on the death of the parent(s).  If educator dies, the spouse is to receive flowers.  Purchase is to be made by local educator and then notify treasurer of expense.

Professional Development Conference – Used to conduct Professional Development Conference at the discretion of Conference Committee.



Spring Conference – Used to conduct Spring Conference at the discretion of Executive Committee.

Postage – Used to conduct mailings of association by officers and committee chairs.

Indiana 4-H Foundation – Donation on behalf of the Association.  This is to be reviewed annually.

Indiana Agricultural Leadership Institute – Donation on behalf of the Association.

County Office Secretary 25-Year Recognition – Partner with ESP in recognizing county office secretaries with 25 years of service ($25 per secretary).

State Fair Leaders Day – Used to conduct 4-H Leader Recognition Program during the State Fair.

CES Family Picnic - Shared expense with PUCESA and ESP for a catered meal for current and retired staff at the Indiana State Fair.

New Educators Committee – Used to conduct business of New Educators Committee.

Recognition and Awards Committee – Used to conduct business of Awards Committee.

NOTE:  All claims for reimbursement must be accompanied by receipt.

Updated: 9/2006



















IEEA Conference Committee Responsibilities
	
Purpose of Conference Committee:

The Conference Committee combines a representative group from the Indiana Extension Educators Association, the Purdue University Cooperative Extension Specialists Association (Liaison Committee) and selected representatives from CES administration.  This committee’s major responsibility is to develop the plans, organization, and evaluation of the Purdue Extension Professional Development Conference and support the organization, as needed, for the Indiana Extension Educators Association Spring Conference.  The Conference Committee will meet during both the Purdue Extension Professional Development Conference and Spring Conference plus hold a special evaluation meeting shortly after the Purdue Extension Professional Development Conference.  Other special meetings may be called as necessary for the committee to do its work.  This committee acts in the best interests of all CES associations and Purdue CES administration in the conduct of conferences that represent the highest degree of quality of the Extension system and the mission of the Cooperative Extension Service.

Responsibilities of the Conference Committee

This committee is to make recommendations for the Purdue Extension Professional Development Conference.  This includes planning the Annual Awards Banquet; planning the program; making suggestions for speakers and resource persons; scheduling time for business meetings and related activities; and evaluation.  Details of Association meetings and committee work are the responsibility of the IEEA Association Board of Directors.

The committee is made up of Extension Educators, Specialists, and Administration.  Suggestions and plans are given to the State Extension Office for final consideration and approval.  Program and schedule is coordinated by the State Extension Office.  (Spring Conference is coordinated by the IEEA Executive Board).  

Purpose of Purdue Extension Professional Development Conference:

Purdue Extension Professional Development Conference brings the entire CES family together at one time, for the sharing of ideas, concerns and good work, causing Purdue Extension to be a stronger educational system.

It combines methodology training with program area updates for the better understanding of the overall Purdue Extension thrust.  This conference provides participants the opportunity to reflect on the past and envision the future.

Purdue Extension Professional Development Conference is designed to regenerate staff with the proper motivation and stimulation to better serve their respective clientele groups.  The conference encourages individual improvement which, in turn, improves the entire Extension system. 

Revised 03/08

RESPONSIBILITIES OF THE IEEA INTEREST COMMITTEE


· The committee has 3 officers; Chairman, Vice-chairman, and Secretary.
· The following year the secretary moves up to vice-chair and the vice-chair moves to chairman etc.
· The secretary is usually elected in the fall, at the second meeting of the committee at  Professional Development Conference.
· The minutes are mailed twice by E-mail from each meeting.  Once after the meeting and again before the spring conference meeting or before the annual conference in the fall; whichever is next.
· The Director of Extension is contacted about one month before Spring Conference or Professional Development Conference to meet with the committee to answer questions.  If the Director cannot come, we have invited the assistant director of extension to be present.
· We normally meet three times a year (twice at Professional Development Conference and once at Spring Conference).  The committee has met at other times if the need arises.
· The topics that are discussed are: staff benefits, administrative policies, and personnel issues.  The meetings are open to all IEEA members and there isn't any limit to the scope or breadth of the subject.
· The chairman of the committee reports at all IEEA Board of Directors meetings, or sends a report.  The chairman also reports to the membership at Professional Development Conference and at Spring Conference.
· The chairperson serves as the advisor for the Interest Committee the year following the one served as chairperson.
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IEEA NEW EDUCATORS COMMITTEE

This committee is responsible to new educators for discussing and explaining all functions and duties of the IEEA and the national associations.  The committee chairperson introduces new Educators at IEEA general sessions at Spring Conference and Professional Development Conference.

The New Educators Committee:
· Welcomes new staff.
· Contacts new workers to welcome them and answer their questions.
· Works with the District Director and respective CED’s to see to it that each new educator is assigned a mentor (it might be helpful to allow the new educator some choice in the mentor he/she would be most comfortable with).
· Prepares and emails the New Educators Newsletter prior to Professional Development Conference.

The Committee Chair:
· Sends notices of committee meetings at Spring and Professional Development Conferences to committee members.
· Invites new educators to attend New Educators functions, i.e. Luncheon/Breakfast, committee meetings at both Spring and Annual Conferences.
· Presides at all meetings and functions of the committee, i.e. New Educator Luncheon, New Educators Breakfast at Spring Conference.
· Reports at general sessions concerning activities of the committee.
· Introduces new educators at general sessions at Spring and Professional Development Conferences.
· Assists the IEEA President, if necessary, in making arrangements for the meals and meeting places for the New Educator meetings and functions at Spring and Professional Development Conferences.
· Contacts Director’s office to obtain a list of new educators and their biographical data.
· Works with Director’s office to arrange nametags for New Educators.
· Forwards concerns of committee to appropriate CES offices or persons.

Committee Vice-Chair/Secretary:
· Records and distributes minutes of committee meetings and functions.
· Keeps a file of correspondence for committee.

Optional duties of committee chair:
· Provide a ribbon to identify New Educators.
· Ask each committee member to offer “hints for success” at committee meetings and functions, along with introductions.

Revised 10/06



IEEA PAST PRESIDENTS COMMITTEE RESPONSIBILITIES


· Evaluate the status of the IEEA and the Purdue Extension program.

· Make recommendations for change to the Extension Director and/or to the IEEA Board of Directors as needed.

· Serve as mentors to IEEA officers and Directors.





































PUBLIC RELATIONS COMMITTEE
CHAIRPERSON’S RESPONSIBLILITIES 


1. Preside at all PR committee meetings:  generally 2-3 per year.  (With Email, FAX machines and teleconferences, fact-to-face meetings can be kept to a minimum.)

2. Appoint committees as needed.

3. Facilitate the sale of promotional items for I.E.E.A.

4. Attend all I.E.E.A. Board of Directors meetings. (Approximately 4 per year)

5. Make reports for the PR committee at I.E.E.A. General Sessions.

6. Serve as the Advisor for the PR committee the year following the one served as Chairperson.
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RECOGNITION AND AWARDS COMMITTEE


This committee has the responsibility of selecting and/or recommending Extension Educators Association Awards endorsed by the Association.  The Committee is responsible for all mechanics, including obtaining and presenting of Awards at the appropriate time and place.  A brief explanation of Awards should be made to the membership at the time of presentation.  Members of IEEA should receive awards application from the Committee Chairman.

Award to be selected and presented include:
a. Achievement Awards for ANR
b. Achievement Awards for ECD and Public Policy
c. Achievement Awards for Consumer and Family Sciences
d. Achievement Awards for 4-H & Youth Development
e. Bob Amick Award for 4-H & Youth Development
f. Achievement Awards for County and Team Staff members
g. Paul B. Crooks Award
h. Friends of Extension Awards
i. 15 and 25 Year staff Awards
j. Ann Hancook Awards

In addition the following plaques are ordered for distribution at Professional Development Conference:
a. Retiring President of the Indiana Extension Educators Association
b. Retiring State treasurer of Indiana Extension Educators Association
c. Retiring Section presidents
4-H & Youth Development
Agriculture
Consumer and Family Sciences
Economic and Community Development

The following special awards are presented at Professional Development Conference:
a. 15 year staff members receive an ink pen with holder and a certificate
b. 25 year staff members receive a clock and a certificate.
c. The Ann Hancook award is a joint award and each of the three groups has one vote for the winner.
d. Team Award winners each receive a framed certificate.
e. County Award winners each receive a framed certificate along with a plaque for the county office.

The Indiana Clocks from Indiana Sassafras lumber are made by retired Extension Agent
		Paul Hughes
		1746 Quarry Road
		Corydon, Indiana 47112
		812-738-7185

October
· During IEEA Recognition & Awards committee meetings: set deadline for award applications, review/revise award application criteria/forms, set date for judging, etc. 
· Report at IEEA Board of Directors and at General Session. 

November
· Send to field staff by email (cc: District Directors) IEEA Award nomination forms (Program Area, Career, Friends of Extension, County, Teams, Diversity and International along with the Past Award Winners and Criteria).

December
· In an effort to get more nominations, send email with forms attached to area representatives of Recognition & Awards committee encouraging them to make this an agenda item at area meetings to give staff a “pep talk” about nominating themselves or others.

January
· Report at IEEA Board of Directors. (The board President should send you a list of this year’s meetings).  Email IEEA Secretary a copy of your report.
· Email committee members to determine a date to meet in April to judge the awards.

February
· Late January or early February send email reminders of nomination deadline, especially if nominations are lacking. Let committee members know if there are areas lacking sufficient nominations.

March
· Early March remind field staff of award application deadline.
· Contact IEEA Treasurer to see which educators have NOT paid their dues. ONLY educators who have paid dues are eligible for awards.
· Make sure nominated programs are entered in only one category.
· Make sure the nominee has not won the award previously, except for innovator, which can be won multiple times. 

March 15
· Applications due (avoid weekend dates)

April
· Obtain current years IEEA letterhead, available on the IEEA Website.
· Submit proposed budget to the Budget and Audit committee.
· At judging day, assign committee members to judging groups.  Make sure that no one is assigned to a group in which there is a conflict of interest, as well as all four program areas should be represented as equally as possible in judging group.
· Remind the committee members that quality of programming is important, not just numbers served.
· Select award winners at April meeting.
· Ask committee members for assistance in writing descriptions for awards “booklet”. Ask them to write them before they leave. This way you won’t have to assign the task and wait for them to come back to you.
· Return applications, congratulatory letters, thank you letters, and comment sheets to the area representatives at Spring Conference.  Area representatives need to return these to those who submitted the award applications at the next area meeting in the spring.

Spring Conference
· Report at IEEA Board of Directors meeting at the last general session.  Email the IEEA secretary a copy of your report.

May
· Friends of Extension-inform Director’s office, usually Director’s Secretary, and CED of winning counties of the winners. (Sometimes the chair of this comm. does the write-up, sometimes they send someone out for photos and someone else does the write-up-send copies of the winning applications to Director’s Secretary, Purdue Cooperative Extension Service, 1140 Ag Admin Bldg, 615 W. State Street West Lafayette, IN 47907.
· Send updated award history including, this year’s winners to Director’s Secretary.
· Contact College of Agriculture, 765-494-8502, for list of 15 and 25 year tenure educators.    Tenure is July 1-June 30.  Check last year’s list of winners to avoid duplications or missing someone.
· E-mail letter and request for information (due back to you by July 30 ) to 15 and 25 year tenure award recipients. 
· Order clocks from Paul Hughes for 25 year recipients. (Paul will deliver to Nancy Casada who will bring them to Professional Development Conference for you.). See notebook for letter to Paul Hughes, 1746 Quarry Road, Corydon, IN 47112   (812)738-7185

June
· Report at IEEA Board of Directors meeting.  Email IEEA Secretary a copy of your report.
· Write up the 15 and 25 year award descriptions as you receive them.  Send reminders to those who haven’t sent them.




July
· July 30 deadline for receipt of tenure award descriptions.
· Check to see that clock order has been received.
· Email all award write-ups and 15 & 25 year tenure award write-ups to Director’s Secretary.  The earlier the better.

August
· Order plaques, pen sets, and small brass plates for clocks (see plaque order form on disc and in book).
· When there is an outgoing IEEA Treasurer, please order a plaque for the President to present (you need to inform the President that there will be a plaque ordered so they can schedule the presentation).  (8X10 plaque, double plate black on gold, Wording (centered):  Name; Treasurer, Years of Service; In appreciation for outstanding service as an officer of The Indiana Extension Educators Association).
· You will be contacted to vote on nominees for the Ann Hancook Award.

September
· Pick up engraving order, double check spelling, etc.
· Email Vice President of IEEA with incoming chair’s name.
· Email Nancy Casada to arrange pick up of 25 year award clocks.
· Make arrangements with Tom Robertson 765-494-7220 in conference operations to get award ribbons to him for registration distribution and to get keys for display cases.
· Print certificates requested in applications for support staff, etc. and place in envelopes for distribution with winners plaques.  Make appointment with IEEA President to sign certificates (Template on disc)
· Meet with Director and Secretary on awards program, awards booklet, script, contacts for awards, final details, etc.
· Contact section chairs for state and national award winners for awards booklet.
· Contact Steve Cain on needs for pictures taken during the awards program.
· Contact 4-H Foundation representative to remind the staff about the Perfect Partnership award (selection of winner and notification to past winner to return the traveling trophy for the presentation) and the check needed for Bob Amick award winner.

October
· Assist Director’s Secretary with proofreading of awards booklet
· Turn in receipts to IEEA Treasurer for payment.
· Send reminder email and agenda to committee members regarding meetings at Professional Development Conference.
· Arrange to meet Director’s Secretary to set up for awards program.


Professional Development Conference
· First meeting – Ask for volunteers (Set up at 3:00 p.m. in ballroom -2 people)  Assist photographer with names and closing doors of ballroom – 2 or 3 people
· Report at IEEA Board of Directors meeting.  Email the IEEA Secretary a copy of your report.
· Set up awards with Director’s Secretary.  Incoming chair should assist.
· Obtain copy of awards booklet for the archives of the committee.
· Second meeting – Elect secretary, discuss concerns and changes needed for next year.
· Report at IEEA Board of Directors meeting and at last general session.  Email the IEEA Secretary a copy of your report.
· Pass records on to chairperson.
· Write thank you notes or provide recognition as needed.
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Responsibilities of the IEEA
Professional Improvement Committee


· The committee has 2 officers; Chairman and Secretary
· The following year the secretary moves up to chairman.
· The secretary is usually elected in the fall, at the second meeting of the committee at Annual Conference.
· The minutes are mailed prior to the next meeting; once before the Spring Conference meeting or before the Professional Development Conference in the fall.
· The committee normally meets two times a year, once at Professional Development Conference and once at Spring Conference.  The committee can meet at other times if the need arises.
· The normal cycle of events of the committee are as follows:
· August – Application e-mailed as an attachment and available from Professional Improvement Committee members.
· September 15 – Application due to chairperson of Professional Improvement Committee.
· Day 1 of Professional Development Conference – Professional Improvement Committee meets and evaluates application and recommends recipients.
· Day 1 Board Meeting – Recommendations presented to the IEEA Board of Directors for approval.  If any concerns, it goes back to Professional Improvement Committee.
· Day 3 Board meeting – Revised recommendation presented to IEEA Board of Directors for approval.
· Professional Development Closing General Session – Grant Recipients Announced.
· January 15 – Funds distributed to grant recipients.
· Spring Conference – Recipients must submit their impact report or report their progress to date to the Professional Improvement Committee.  The committee will also review the application process and complete a revised application if necessary.
· Professional Development Conference – Recipients must submit their final impact report and financial report to the professional Improvement committee if not previously submitted.
· The chairman of the committee reports at all IEEA board meetings, or sends a report.  The chairman also reports to the membership at Annual Conference and at Spring Conference.
· The chairperson serves as the advisor for the Professional Improvement Committee the year following the one served as chairperson.







IEEA TECHNOLOGY COMMITTEE RESPONSIBILITIES

1. The committee has 2 officers; Chairman and Secretary
1. The following year the secretary moves up to chairman.
1. The secretary is usually elected in the fall, at the first meeting of the committee at Annual Conference.
1. The minutes are mailed prior to the next meeting
1. The committee normally meets two times a year, once at annual conference and once at Spring Conference.  The committee can meet at other times if the need arises.
1. The committee consults with AgIT on current issues related to the technology needs of extension.  Such items include office equipment, educational and AV equipment,  software and programs and other technologies used in engaging the clientele we serve.
1. The committee serves as liaison between field extension educators and Ag IT and administration on items related to technology 
1. The chairman of the committee reports at all IEEA board meetings, or sends a report.  The chairman also reports to the membership at Annual Conference and at Spring Conference.

Revised 03/2008
image3.gif
!
NEAFCS

National Extension
Association of Family and
Consumer Sciences




image4.gif
A
Y

T




image5.gif
CDEP

ational Association of Community
Development Extension Professionals




image6.gif
CDEP

National Association of Community
Development Extension Professionals




image1.png
Indiana

Extension
Educators
Association





image2.gif




