PAGE  
5

09/23/13
COMMITTEE CHARGES
GENERAL CHARGES TO ALL COMMITTEES

The President is an ex officio member of all committees.  Minutes of all meetings should be provided to committee members as soon after the meeting as possible.


All committee chairs must file a committee report to the Executive Director at least one week prior to the date of scheduled Board meetings.  The Executive Director will provide a packet, consisting of the agenda and compilation of Board reports, to the Board of Directors as soon thereafter but no later than 24 hours before meeting.
Any committee wishing to send correspondence to the membership should have the correspondence reviewed by the President and one other Board Member prior to mailing.  

All committees, whether overlapping or not, should at all times communicate with each other regarding future or current plans.


Keep a current roster of your committee members.


Respond to committee members’ and Board members’ emails within two business days.  If that is not possible, please advise the Executive Director so other arrangements can be made.


All committees should, at least yearly, review and update their “job descriptions” as outlined below.

STANDING COMMITTEES:

CONVENTION/SEMINAR 
1. Plan and arrange for conventions/seminars pursuant to bylaws, policies, and NCRA’s seminar coordinator manual at sites selected by the committee and approved by the Board of Directors (BOD) in conjunction with the topics/ideas discussed at the strategic planning meeting and requested in convention/seminar evaluations.

2. Attempt to expand mailing list for seminars to surrounding states.

3. Submit application for CEUs to the Executive Director for submission to NCRA in a timely fashion.

4. Work with Board to choose locations of future seminar/conventions.

5. Work with other standing committees holding events/seminars/conventions to lend expertise.

6. Prepare evaluations to be completed by convention/seminar attendees for feedback on future locations and topics.

MEMBERSHIP 

1. Conduct and maintain a continuing recruitment program to increase/retain membership.  Utilize the NCRA Source Book and the list of current Michigan CSRs.  Hold a membership call drive at least once yearly to inform what MAPCR is offering at upcoming seminars/conferences.
2. Direct applications for registration to Executive Director.

3. Promote free student membership with Student/Testing/Education Committee.

4. Work with Executive Director on sending a welcome letter to new members.  Call new members within two months to see if they have any questions and ask for committee participation.

5. Identify and contact non-renewals.  Submit list of non-renewals to BOD with reasons for non-renewal.

6. Set up membership booths at RPR/CSR testing sites.

PUBLIC RELATIONS/OUTREACH
1. Attend Bar Association Conferences as a vendor.  Attend any other relevant conferences as a vendor. 
2. Place publicity concerning events/seminars/conventions and relevant issues of MAPCR and court reporting profession pursuant to policy.

3. Write and disseminate press releases about new officers and BOD members within 45 days of induction.

4. Develop and implement a congratulatory letter to CSRs, RPRs, etc., who have passed a minimum of one leg of state- or NCRA-sponsored testing.

5. Act as the State Bar liaison for PR purposes, articles in Bar Journal – stay updated on Bar activities.

6. Send a congratulatory letter to the State Bar’s incoming president to further MAPCR’s association with the State Bar.

7. Work with the editor of MAPCR Minute to promote the objectives of MAPCR.

STUDENTS/TESTING/EDUCATION 

1. Procure the material and sites to administer the RPR/RMR/CRR/CBC/CCP/CSR tests in compliance with NCRA guidelines and report the results of same to NCRA.

2. Plan and conduct seminars geared to students at all seminars and conferences and write article regarding same for MM.

3. Maintain contact in conjunction with Membership Committee with court reporting schools in Michigan to promote MAPCR membership and event/seminar/convention information – mentoring.

4. Promote in conjunction with Membership Committee for BOD members to visit court reporting schools at various times.

5. Introduce stenography to high school students through Business Professionals of America functions, high school visits, tech and voc. ed. school visits promoting “We Are Technology” campaign.
6. Work in conjunction with Convention/Seminar Committee and participate as needed.
7. Provide schools with MAPCR Student Scholarship Fund form to nominate recipients.
BYLAWS/PROCEDURES 

1. Study and draft amendments to the bylaws for presentation to BOD and convention body, along with BOD’s recommendations for approval or rejection.

2. Work with Executive Director to maintain bylaws in a workable and updated condition and in agreement with NCRA bylaws and the objectives of MAPCR.

LEGISLATIVE COMMITTEE
1. Act as liaison between MAPCR and SCAO Board of Review on matters relating to issues affecting official and freelance reporters and keep BODs informed.

2. Maintain contact with court reporting SCAO representative to be apprised of actions. 

3. Apprise BOD of any BOR complaints related to court reporting by freelancers or officials.

4. Keep Freelance/Officials Committee advised of progress on the page-rate increase legislation and any other pertinent court rule changes/amendments.

AUDIT/FINANCE
1. Conduct in consultation with Executive Director an annual audit of MAPCR’s financial records before the December board meeting.

2. Assist Executive Director in preparing and presenting the annual budget; Executive Director representative to highlight annual report on financial status.

3. Evaluate feasibility of alternative financial reporting software for easier configuration/readability.

4. Conduct monthly review of income and expenses to make sure MAPCR is within budget on all items.

PAST PRESIDENT’S ADVISORY COUNCIL
1. Council is open to all Past Presidents of MAPCR.

2. Offer advice and counsel to BOD upon request.

3. Assist Membership Committee in the recruitment of new members.

AWARDS
1. Submit award nominees’ names to Executive Board for approval.

2. Designate a presenter of all awards.

3. Keep Executive Board apprised of action/inaction.

4. Prepare on article for MM requesting award nominations before August 1 deadline.

5. Prepare an article for MM after awards are presented; who received which award.

SPECIAL COMMITTEES

FUNDRAISING COMMITTEE
1. Assist MAPCR in any way possible to raise funds over and above membership dues.

2. Work in conjunction with committee chairs on golf outing(s).

3. Strive to increase profits by raffles or other feasible ideas and silent auction.

4. Maintain and staff MAPCR store.
5. Fundraise for the MAPCR Student Scholarship Fund.
6. Work with Executive Director and Legislative Committee to set up PAC fund when needed.

7. Seek sponsors for MAPCR events and to advertise in the MAPCR Minute.
MAPCR MINUTE
1. President to write and gather content and provide to Executive Director on or before the 7th of each month for distribution on the 15th of each month.

2. Attempt to solicit articles from members who are not particularly active in MAPCR.
3. Designate photographer(s) at all MAPCR events/seminars/conventions.

4. Submit to President and one other Board member (rough draft and/or for final proofing) a copy of the MM before publication.

5. Publish MM monthly and distribute via e-mail to all MAPCR members.
FREELANCE/OFFICIALS’ OUTREACH
1. Work in conjunction with Membership Committee to increase membership of official and freelance court reporters.

2. Increase participation of official and freelance court reporters in MAPCR.

3. Stay in communication with Legislative Committee as to official issues.

4. Keep official reporters apprised of the progress of the page rate increase legislation and other pertinent court rule changes/amendments at least on a quarterly basis.

5. Provide avenue of communication for issues facing officials and freelance reporters.
6. Provide TRAIN workshops in different locations Fall/Spring.
CAPTIONING/C.A.R.T. 
1. Conduct at least one realtime/captioning/CART seminar per year.

2. Notify NCRA of realtime/closed-captioning seminars and apply for CEUs.

3. Work with Convention Committee if any assistance needed.

PRO BONO

1. Increase participation in the pro bono program.

2. Work with State Bar of Michigan pro bono directors to provide information regarding pro bono services; i.e., possible recurring announcement in Bar Journal.

3. Prepare an article yearly to be printed in MM regarding the need for and activities of pro bono volunteers and, in a like manner, apprise affiliated groups of services available.

4. Keep an updated list of all pro bono volunteers.

5. Work to assign reporters to pro bono services.

6. Submit nominations to Awards Committee for the Oliver Award.

WEBSITE
1. Monitor, maintain and improve MAPCR’s website.

2. Post lists of committees, respective chairs, e-mail addresses, and updated board roster.

3. Keep member listing and deposition listing current.

4. Keep bylaws current.

5. Have downloads available on the website of MAPCR’s event/seminar/convention registrations.
6. Work with State Bar to keep dual tabs current.
HISTORIAN
1. Update history yearly for fall convention report.

2. Send updates of history to immediate Past President for review.

3. Submit updates of history after final edit to BOD for approval before publication.

4. Submit article to MM of updated history after fall convention.

5. Assure that Executive Director has a copy of each year’s history.

6. Investigate current archives and evaluate retention.

GOLF OUTING
1. Work in conjunction with Executive Director to plan and arrange for golf outing pursuant to bylaws, policies, and golf outing manual at site selected by the committee ad approved by the Board of Directors.

2. Attempt to increase number of participants each year.

3. Attempt to expand mailing list.

4. Place publicity concerning golf outing pursuant to policy.

5. Write article for MM before and after event.

6. Work in conjunction with Fundraising Committee for MAPCR Store, Silent Auction, and raffles at golf outing.

