Recognitions Committee

Committee Description

The Recognitions committee collects the names of all chapter volunteers, recognizes them for their contributions to the chapter, and plans an annual recognition event.

Roles and Responsibilities

	Role
	Responsibilities

	Manager of Volunteer Recognition
	Specific Responsibilities
· Work with the President, Vice-president, and officers, and Nominating manager on nominations for the following Society honors: Associate Fellow, Distinguished Chapter Service, Jay Gould Award for Excellence in Teaching Technical Communication.
· Work with the President to complete the nomination form and assemble the backup for Associate Fellow.
· Work with the President to complete the nomination letter for Distinguished Chapter Service.
· Work with the Student committee manager to complete the nomination form and backup for Jay Gould Award
· Work with the President and the Manager of Volunteer Resources to recommend volunteers for the Man and Woman of the Year awards.
· Publicize all chapter volunteers monthly at the chapter meetings and on the Web site.
· Coordinate with other committee managers to make sure that all member honors and awards are publicized in the newsletter and, when applicable, publicized on the Web site.  For known Society awards, the committees to coordinate with are
Competition committee for local and international Tech Pubs, Art, and Online Competition winners
Student committee for local and international High School Science Fair and Engineering winners
Student committee for Jay Gould Award
Student committee for new Sigma Tau Chi members
Student committee for Ken Caird Student Article winner
Student committee for Austin chapter’s Melody Colby Student Writing winner
Newsletter editor for Chapter Newsletter award
Publicity committee for Chapter Public Relations award
President and Vice-president for research grants awarded
President and Vice-president for international Tech Video Competition winners
President and Vice-president for Frank Smith Outstanding Journal Article winner 
President and Vice-president for Associate Fellow, Fellow, and Honorary Fellow awards
President and Vice-president for Society-level office nominations and winners
· Work with the President and Vice-president to buy gifts for Associate Fellow and Fellow honorees.  

· Work with the President to order the incoming President a President’s pin that is presented at the last June meeting.
· Work with the Vice-president to order the outgoing President a plaque with a gavel and the dates of service and an outgoing President’s pin.

· Work with the President to check the chapter’s supply of blank recognition/awards certificates.  Reorder and/or redesign more certificates if necessary.

· Work with the Recognition Event Manager to create the invitee list for the Volunteer Recognition Event.

· Work with the Recognition Event Manager to create certificates of appreciation for all volunteers invited to the event.

General Responsibilities
· Acknowledge team for their work.

· Coach team on resolving issues

· Give the Volunteer Name Collector information about your SIG’s volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Serve team by eliminating barriers to productivity.

	Recognition Event Manager
	Specific Responsibilities
· Plan and conduct a volunteer recognition event in the spring of each program year

· Work with the Manager of Volunteer Recognitions to create the invitee list for the volunteer recognition event
· Work with the Manager of Arrangements to choose the location and menu for the volunteer recognition event
· Work with the chapter Treasurer to pay the expenses associated with the volunteer appreciation event.
· Work with the Manager of Volunteer Recognitions to create certificates of appreciation for all volunteers invited to the event.

General Responsibilities

· Acknowledge team for their work.

· Coach team on resolving issues

· Give the Volunteer Name Collector information about your SIG’s volunteers for recognition, Society awards and nominations, and for future chapter officer candidates. If you can, assist in the write-up of recognition articles and award/nomination forms.

· Serve team by eliminating barriers to productivity.


Resources Needed and Meeting Availability by Role

	Role
	Resources Needed and Meeting Availability

	Manager of Volunteer Recognition
	Resources Needed

· Committee members

· Computer system to store volunteer lists and create PowerPoint presentations

· Access to fax machine and/or email.

Meeting Availability

· As many regular program meetings as possible.
· First Board meetings during budget discussion and approval.
· Board meetings whenever the agenda includes topics relating to your committee.

	Recognition Event Manager
	Resources Needed

· Committee members

· Computer system to create certificates

· Access to email

Meeting Availability

· As many regular program meetings as possible.

· First Board meetings during budget discussion and approval.
· Board meetings whenever the agenda includes topics relating to the volunteer recognition event.


Deliverables by Role

	Role
	Deliverables
	Due Date
	Receiver

	Manager of Volunteer Recognition
	Preliminary budget
	July Board Meeting
	Administrative Council

	
	Final budget
	Aug Board Meeting
	Treasurer, President, VP

	
	PowerPoint presentation of volunteer names
	Monthly chapter meeting
	Chapter

	
	List of volunteer names on chapter website
	1st of month
	Webmaster

	
	Honorary Fellow nomination form
	8/1
	Society

	
	Jay Gould Award nomination form and backup
	10/1
	Society

	
	International High School Science Fair & Engineering Houston winners newsletter article
	9/1
	Newsletter editor

	
	Associate Fellow nomination form
	10/21
	Society

	
	Distinguished Chapter Service nomination letter
	11/30
	Director-Sponsor

	
	local Tech Pubs, Online, Art winners newsletter article
	2/1
	Newsletter editor

	
	Fellows and Associate Fellows newsletter article
	2/1
	Newsletter editor

	
	Jay Gould Award Houston winner newsletter article
	2/1
	Newsletter editor

	
	Sigma Tau Chi Houston member newsletter article
	2/1
	Newsletter editor

	
	Distinguished Chapter Service newsletter article
	2/1
	Newsletter editor

	
	local High School Science Fair and Engineering winners newsletter article
	3/1
	Newsletter editor

	
	Ken Caird Student Houston winner newsletter article
	3/1
	Newsletter editor

	
	Frank Smith Outstanding Journal Houston winners newsletter article
	3/1
	Newsletter editor

	
	International Tech Pubs, Online, Art, Video Houston winners newsletter article
	4/1
	Newsletter editor

	
	Chapter Public Relations Houston winner
	4/1
	Newsletter editor

	
	Chapter Newsletter Houston winner newsletter article
	4/1
	Newsletter editor

	
	Melody Colby Student Writing Houston winner newsletter article
	5/1
	Newsletter editor

	
	Woman and Man of the Year newsletter article
	June
	Newsletter editor

	
	List of Volunteer Event Invitees
	May
	Recognition Event Manager

	Recognition Event Manager
	Preliminary budget
	July Board Meeting
	Administrative Council

	
	Final budget
	Aug Board Meeting
	Treasurer, President, VP

	
	Volunteer Recognition Event newsletter article
	May
	Newsletter editor

	
	Volunteer Recognition Event website
	June
	Webmaster

	
	Volunteer Recognition Event invitation
	June
	Event Invitees

	
	Volunteer Appreciation Certificates
	June
	Event Invitees


Receivables by Role

	Role
	Receivable
	Date
	Sender

	Manager of Volunteer Recognition
	Names of chapter volunteers
	Last day of month
	Admin Council, Committee Managers

	
	Honorary Fellow nomination information
	July
	President, V-P

	
	Jay Gould Award nomination information
	September
	President, V-P, Student committee

	
	Associate Fellow nomination information
	September
	President, V-P

	
	Distinguished Chapter Service nomination information
	October
	President, V-P

	
	Local Tech Pubs, Online, Art winners
	January
	Competition manager

	
	Fellows and Associate Fellows winners
	January
	President, V-P

	
	Jay Gould Award Houston winner
	January
	President, V-P, Student committee

	
	Sigma Tau Chi Houston winner
	January
	President, V-P, Student committee

	
	Distinguished Chapter Service winners
	January
	President, V-P

	
	Local High School Science Fair and Engineering winners
	February
	President, V-P, Student committee

	
	Ken Caird Student Houston winner
	February
	President, V-P, Student committee

	
	Frank Smith Outstanding Journal Houston winner
	February
	President, V-P

	
	International Tech Pubs, Online, Art, Video Houston winners
	March
	President, V-P

	
	Chapter Public Relations Houston winner
	March
	President, V-P, Publicity manager

	
	Chapter Newsletter Houston winner
	March
	President, V-P, Newsletter manager

	
	Melody Colby Student Writing Houston winner
	April
	President, V-P, Student committee

	Recognition Event Manager
	List of event invitees
	May
	Manager of Volunteer Recognition
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