Statewide Chairperson / Committee - Job Description

The Statewide Chair is responsible for the coordination of the Statewide. He/She must be a member in good standing with the APA / SEPA. Duties include but are not limited to….

· Hold at least monthly meetings (prefer every other week) to organize committee chairs and work to be done.  
  Committees that may be need are

· Vendor committee

· Send Initial letter to prospective vendors telling them about the event and detailing what their cost 
would be to participate.

· Contact vendors who received the initial letters to see if they have an interest

· Additional selling of the event if the vendor does not express an interest

· Coordination of confirmed Vendors and checks received as well as special request

· Layout of room where vendors will setup and make certain there is a good flow pattern.

· Coordinate with meeting place to be certain that vendor’s special requests are handled.

· Resolve any setup issues with vendor and meeting place on setup day.

· During event, check with vendors to be certain they are happy and resolve any issues that come up. 

· Advertising / Registration

      Advertising

· Look into newspaper advertising costs and try to negotiate free or reduced rates

· Supply Website administrator with flyer to post on website. 

· Send flyer to the other Pennsylvania Chapters, MD, NY, and NJ Chapters for posting on their website

· Secure a list of members from Nationals for the Pennsylvania Members, MD, DE, NY and NJ members. Send announcement post cards by Mid March to members of other chapters

· If you still have the list of last years post card mailing review and possibly send to those individuals as well

· Send a flyer with registration form to those you sent post cards to by the first of May. Make sure you indicate the early registration option

  Registration / Day Book

· Keep a record of those who have registered.  Coordinate with Treasurer who has paid and who has not paid.

· One week before conference send an invoice to those attendees who have not paid

· Prepare a check in sheet for event

· Prepare name badges for attendees

· Put together daybook for distribution and vendors, speakers, and volunteers.

· Meeting Place

· Get prices from surrounding hotels sites

· Visit site and determine best price and accommodation arrangements

· Sign contract and secure meeting place

· Set up/ Clean Up

· Help with setting up the decorations the night before the conference

· Help with tear down and cleanup after the conference

· Speaker / Agenda

       Speaker

· Use list from past Statewide and contact individuals to see if they would like to speak 

· Provide them with topic ideas or secure topic ideas from potential speakers

· Contact the National Office and secure speakers from them (APA provides a free speaker)

Agenda

· Prepare agenda for distribution to website administrator and the Advertising/Registration Committee

· Send agenda to the other chapters for posting on their website

· Hospitality & Entertainment

· Provide food and drink for the night before the conference

· Provide entertainment for members who are coming in early for the meet and greet

· Introduce Candidates for the Payroll Person of the Year from each Chapter

· PA Professional of the Year Award

· Contact other PA chapters provide them with a date that you will need the names of the winners from their chapters.

· Purchase award for winner, and bill the other chapters their share

· Provide certificates for each chapter winner

