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SECTION I

INTRODUCTION TO HANDBOOK

The need for a guide for Engineering and Technology Education teachers in leadership positions with the Georgia Engineering and Technology Education Association has been evident for several years. During 1964 -1965 the executive committee approved the development of a Policy and Duty booklet to assist area chairpersons with their responsibilities. The area handbook met with such good response the 1965-1966 executive committee approved plans to begin development of handbooks for all members of the committee beginning with the booklet for the treasurer. On Friday, August 5, 1966, a proposed booklet for the treasurer was presented to the executive committee.

After discussion of the booklet, the executive committee decided to develop one booklet that would cover all offices and make enough for each member to have an individual booklet.

This booklet is the result of the above executive committee’s action and is provided as a guide. It is not the intentions of this booklet to limit the activities of any officer, but to provide direction for each in carrying out his or her duties. 
It is hoped that this booklet will make your work as an officer of the association easier and more enjoyable.

The 1967 -1968 Executive Committee determined that it would be best to develop one handbook for all officers and district chairmen, now called area chairpersons, so each would have all information concerning the Association. This handbook is the result of combining the one for area chairpersons and the one for officers into one total handbook.

In January of 1975, the executive committee determined that several parts of the handbook needed revision. In 1984, it was again determined that revisions were needed. In May 1985, an edition was published.

In May of 1991, the handbook was again reprinted in order to update the Constitution and By-Laws. The book was entered onto a word processing unit using the Word Perfect 5.0 version and an IBM Model 30 in an effort to make the handbook more useable and more easily edited. The By-Laws are on separate pages so that only one page would be changed when the need arises to be edited. Pages are not numbered until proofing and acceptance is completed.

In March of 2007, the handbook was once again edited and the document is now in Microsoft Word format.

GENERAL POLICIES

THE GEORGIA ENGINEERING AND TECHNOLOGY EDUCATION ASSOCIATION

The following policies have been approved by the executive committee of the association, as indicated following each policy, and shall remain in effect until rescinded by a later committee. Always check for amendments to the general policies before assuming all are still in effect. Amendments are filed after each General Policy section in each official handbook for officers and area chairpersons.

1. Mileage Rate: The rate of reimbursement for travel shall be 28 cents per mile for all persons authorized to travel under additional general policies, or by special approval of the executive committee. (Date approved by executive committee May 11, 1985, and revised August 5, 2005.)

2. Area Chairpersons Travel Reimbursement: The association shall pay mileage for area chairpersons to and from the Officer Training and Planning Session at the rate specified in general policy number one. Where possible, car pools should be utilized for long distance travel. No travel other than to the planning conference will be paid by the association except by special action. (Approved by executive committee, May 4, 1979.)

3. Officers Travel Reimbursements: The association shall pay mileage to officers traveling to and from the Officer Training and Planning Session at the rate specified in general policy number one. When possible car pools should be utilized. Officers shall also receive the approved mileage rate for travel to and from executive committee meetings not held in conjunction with the Officer Training and Planning Session.  The president-elect shall be authorized to receive reimbursement for necessary travel planning the annual conference, so long as the number of trips is kept to a minimum. Other officers may be authorized by special approval of the president to receive the reimbursement rate for miles traveled for special work on behalf of the association. Motel lodging may be paid as determined by the president. (Approved by executive committee, May 11, 1985.)

4. President’s Travel Expenses: The president of the association shall be reimbursed for mileage at the rate specified in general policy one, for travel not covered in other policies, but necessary to carry out his or her duties, provided travel for such is within the amount budgeted.

5. President-Elect Travel Expenses: In addition to travel specified under general policy three, the president-elect shall have the following expenses paid to attend the ITEEA convention representing the association.

· Air Line Travel
· Lodging

· Meals

· Conference registration

Not to exceed the amount of $1000.00. All other expenses will be the responsibility of the person attending. (Approved by executive committee May 11, 1985, and revised June 3, 2006.)

6. Delegates to ITEA: The president-elect making the trip to ITEEA will be expected to attend and represent GETEA at the general sessions of the International Technology Education Association Officers, making special sessions of council when possible, attend the ITEEA banquet, and serve as coordinator of the delegates from Georgia. He or she should prepare a brief article concerning his trip for the GETEA newsletter/website. (Approved by the executive committee May 4, 1979 and revised May 10, 1991 revised June 3, 2006)

7. Outstanding Service Awards: Outstanding Service Awards may be rewarded to any member or other appropriate person by action of the executive committee. By this general policy, the following Outstanding Service Awards shall be presented at the annual meeting or annual convention, following the completion of service, to persons as indicated below.

· President - At close of his/her term as president
· Treasurer -At end of his/her official term

· Vice-President – End of office
· Secretary – End of office
· Member-at-Large – End of office

· Reporter – End of office

· Sustaining Member Liaison – End of office

· Webmaster - After two years of service
· Area Chairperson - Each area chairperson that holds two meetings each year, encourages membership, responds to mail/email from the president and from other officers, and participates in a reasonable number of state meetings shall receive an award. All of the above shall be presented at the annual meeting or Fall Conference each year and each person receiving an award shall be notified in advance. If a person cannot be present, the award shall be mailed immediately after the meeting. Copies of a letter to each person receiving an award shall be sent to his/her superintendent and principal by the president. – End of Term (Approved by the executive committee May 4, 1979 and revised June 3, 2006)

8. Expense Reimbursement Request: The association shall have an expense reimbursement form to be used by all persons requesting reimbursement of expenses. This form is located in the handbook and the expense reimbursement request must include at least the following:

· Who is requesting

· Purpose: postage, mileage, expense, etc.

· The date requested

· The exact date it was used.

In addition, appropriate receipts should be attached to the request. (Approved by executive committee May 4, 1979, and revised June 3, 2006)

9. Area Chairpersons Selection and/or Appointment: The president of the association has the authority to appoint Area Chairpersons for each area, however, recommendations are considered from local areas. The chairperson of a particular area should make a recommend in writing to the president by February 1st of the year of the change, a person to replace him/her as chairperson of a particular area or request to remain as area chairperson. The president will consider this person for the position, however, in the event a person is not recommended for a particular area by February 1 the president shall appoint someone to be considered. All replacements shall be turned over to the Nominating Committee to be presented on the election ballot. Although it is not required by the constitution that these persons be approved by the body of the association they are presented along with the officers considered for election. The officers are elected and chairpersons are technically appointed, but both groups are installed at the Officer Training and Planning Session. (revised June 3, 2006)

SECTION II 
PART 1

DUTIES OF THE EXECUTIVE COMMITTEE

OFFICIAL MEMBERS OF THE COMMITTEE

As specified in the By-Lays of the association, the following offices constitute the executive committee: President, President-Elect, Vice-President, Secretary, Treasurer, Reporter, Sustaining Member Liaison, Past President (serving as one member-at-large), and a Member-at-Large (conference host). Each member of the committee shall have one vote.

ABSENCE

Each member of the executive committee has the responsibility of notifying the President, in writing, if they are unable to attend an executive committee meeting, annual meeting, or any other special meeting of the association. Each member should make every effort to attend all meetings.
PROXY VOTE


In the event an executive committee member is not able to attend an official meeting, he/she may vote by “Proxy” as provided in the Bylaws. The Bylaws state the duties and authority of the executive committee and is restated below for quick reference.

SECTION II 

PART 2

DUTIES OF THE PRESIDENT

GENERAL

The duties of the President shall be those prescribed for him/her in the By-Laws, or by the Executive Committee, and those usually pertaining to the office as set forth in Robert’s Rules of Order (Newly Revised).

The purpose of this section of the booklet is to provide additional guidelines for the President to follow in carrying out his/her duties as approved by the Executive Committee.
It shall be the duty of the President of the Association to preside at all official meetings of the association except when he/she has made provisions for the Vice-President to preside in his/her stead. The President of the association shall serve as Chairperson of the Executive Committee, all Executive Committee meetings as needed, or upon request of three Executive Committee members, and to act for the Executive Committee on emergencies that may arise between regular meetings. 

He/She shall be the leader of the association.

FIRST OFFICIAL DUTY AS PRESIDENT

FOLLOWING THE ELECTIONS

The newly elected President should write each newly elected officer and area chairperson emphasizing his programs of the year and charge them to begin their membership drive immediately. The President should also give details of the forthcoming GETEA Officer Training/Planning Session (usually held in late May or early June).

At the beginning of May, all out-going officers should turn over all material concerning their office to the President along with a brief written explanation for the new officer. The President should review the duties, responsibilities, and obligations of the officers at the Officer Training/Planning Session. The new Area Chairpersons should also sit in on this meeting. The Vice-President should give out supplies and information for the membership drive at this time. This meeting will be a two day meeting.  This meeting will be recorded as Executive Committee meeting number-one for the year.

Every three years it will be necessary to make arrangements to authorize the new Treasurer to sign checks and the officers must sign papers authorizing the new Treasurer to sign and the officers must sign papers authorizing the use of a particular bank for the next three years if necessary. Proper forms from the bank should be obtained from the bank prior to this meeting. (revised June 3, 2006)

GETEA OFFICER TRAINING/PLANNING SESSION
A GETEA Officer Training/Planning Session is held each year in late May or early June at a place selected by the president. The purpose of this meeting is to make plans for the coming year.

The President of the association should notify all Area Chairpersons and officers that they are invited. GETEA will pay expenses. All officers and chairpersons should notify the President if they will or will not attend.

The newly elected President should prepare an agenda for the Officer Training and Planning Session and be prepared to make recommendations to the Executive Committee for committee members. Some activities to be considered on the agenda are:

1. Calendar of events for year.

2. Action program for year.

3. Theme and type of program for area meetings.

4. Appointment of standing committees and special committees.

5. Plans for the Fall Conference for Engineering and Technology Education.

6. Development of budget for year.

7. General briefing Area Chairpersons on duties and procedures.

8. Speaker for annual meeting and/or conference.

9. Location for annual meeting.

10. Contact information for executive committee and area chairpersons.

During the first planning session the Past President should be given the opportunity to report on the past year and make recommendations to be considered for the new year.

At the close of the Officer Training and Planning Session all major plans for the year should be reasonably well outlined – The Strategic Plan should be updated and posted on the GETEA website.
The planning is done by officers and area chairpersons. However, it is advisable to have an executive committee meeting sometime during this meeting to act on any general administrative items of importance, such as budget.

The President-Elect and the President should propose some general plans and get reaction to same from the group concerning the Fall Conference for Engineering and Technology Education. The President-Elect shall be Chairperson of the Conference Planning Committee and may want to appoint his/her Co-Chairperson during this meeting.

All executive committee meetings should have an agenda prepared in advance and distributed to all of the executive committee 14 days prior to the meeting. All executive committee meetings shall have the minutes of the meeting recorded and a copy retained in all of the Executive Committee handbooks. The recording of the minutes also applies to any emergency meetings.

When possible, the President should establish a calendar of meeting dates and places at each executive meeting and send reminder notes to members of the committee well in advance of the meeting.  This calendar should also be sent to the webmaster for posting on the GETEA website.
When regular or special Committees are appointed, the President shall notify each member of the committee, the composition of the committee (names, school, mailing and email addresses and indicate who is chairperson) and specify their assignments, objectives, and dates for compliance. The President should make follow-up inquires to determine progress, problems, etc.

Immediately following the June meeting, the President shall submit the list of officers of the association to ITEA.

JUNE OFFICER INTRODUCTION
The newly elected President of the association should point out some of the goals or programs he/she would like for the association to carry out during his/her administration.  These remarks should be posted on the GETEA website and emailed to the membership during June.  The should also provide the Webmaster with an updated list of officers and area chairpersons to be posted on the GETEA website.
COMMUNICATIONS TO AREA CHAIRPERSONS AND MEMBERSHIP

Communication is most important in an association such as this and can not be over-emphasized. The President is encouraged to communicate by email or phone call to Area Chairpersons monthly keeping them informed of activities and, if for no other reason, to remind them of their duties and responsibilities as Area Chairpersons. The President should encourage them to keep in touch with their area members.

The President should also communicate with various officers of the association to be sure they are carrying out their duties.

After Committee Chairpersons are appointed and committees are in operation the President should communicate with the Chairperson of each committee.
The president should make sure that the Reporter publishes a minimum of 2 newsletters each year and that these newsletters are sent to the Webmaster for posting.
GETEA FALL CONFERENCE
The President-Elect shall be Chairperson of the Fall Conference each year and may select his/her Co-Chairperson. However, the President shall assist in developing basic outlines for the program and be aware of the progress being made on the conference at all times. (Note: This responsibility may be changed.)

The President shall have an opportunity to make a few brief remarks at the opening of the Annual Fall Conference when he/she takes office. He/she should point out some of the goals or programs he/she would like for the association to carry out during his/her administration.  

FALL CONFERENCE FOLLOW-UP  

The President is to write “thank you” letters to persons or firms involved in the Fall Conference. 

AUGUST EXECUTIVE COMMITEE MEETING

Although Executive Committee meetings may be called as needed, it is generally recommended that one meeting be scheduled for early August so the Executive Committee can act on the reports.

In order to reduce the amount of time used in committee reports, these reports should be reproduced and placed in a folder for each person attending the meeting. The minutes of the last Annual Business Meeting are also placed in this folder. If this policy is to be used each year, plans should be made to carry out this procedure.

The By-Laws should be reviewed at this time and approved or modified. The Secretary should then be directed to send it to all members making sure they receive it at least 10 days prior to the Annual Business Meeting.  All By-Laws changes must be approved by the membership.
Plans for awards should be made at this meeting or meetings prior to this one. Awards such as:

· Honorary life membership

· Outstanding Service Awards to Area Chairpersons and others

· Sustaining Membership Awards etc. 
should be finalized at this time.

Complete details for the Fall Conference and Annual Business Meeting should be finalized at this meeting. Plans for the complete programs should be worked out and someone should be designated to have the program printed.

Listed below are some items that must be considered in making final plans for the annual business meeting

· Presiding

· Invocation

· Welcome to special guests

· Committee reports

· Introduction of speaker

· Who will place banner in position

· Seating arrangement for head table

· Special awards

· Arrangements with hotel

· Registration

· Book drawing (Door Prizes, if applicable)

· Persons to send special invitations

· Time keeper

· Where Executive Committee meeting will be and who will issue booklets, membership material, etc.

· Folder including committee reports and minutes of last meeting.

ISSUING OFFICER BOOKLETS AND AREA CHAIRPERSON BOOKLETS

Past experience has shown that it is very hard to get booklets to proper persons. Therefore, it is recommended that the President ask each Area Chairperson and officer to send in his/her booklet prior to the business meeting so the President will have them to pass out. It is also recommended that the President make a list of persons receiving the booklets so every person entitled to one will have it. Should there be any change of area chairpersons, the handbook should be returned to the President, and in turn, sent to the replacement. A special inventory form is available to keep this record.

NEWS RELEASES

Special effort should be made by the President, Reporter, and the Public Relations Committee to utilize all media of the press, radio and TV to publicize the events of the Fall Conference. Information should be solicited in the first week of September from the area chairperson for this purpose. Also, news releases should be sent to the national and local professional publishers. (ITEA, GETEA, etc.) 

GOING OUT OF OFFICE

Although the President actually goes out of office at the Officer Training//Planning Session meeting, he/his is still on the Executive Committee for another year as Past-President. His/her obligation to the association does not end until he/she goes off the Executive Committee. Every effort should be made for the Past-President to assist the new President every way possible during the next year.

SECTION II

PART 3

DUTIES OF THE VICE-PRESIDENT

GENERAL

In accordance with the By-Lays, the Vice-President, in the absence of the President, shall perform the duties of the President. He/She shall take the office of President in the event the office is vacated for any reason. The Vice-President should be well informed on all matters of the association in the event he/she must act for the President.
In addition to the above duties of the Vice-President, the Executive Committee has assigned him/her some additional duties as outlined in this part of the booklet.

MEMBERSHIP CHAIRPERSON

The Vice-President shall serve as the State Membership Chairperson for the association with each Area Chairperson serving as membership chairperson for their local area.

The Vice-President going out of office has the responsibility of bringing the following materials to the Officer Training//Planning Session or send them back to the president to be given to each Area Chairperson at the meeting.

· Adequate membership forms.

· Mailing Labels arranged by areas for each area chairperson.

· Other material for membership drive.

· List of Area teachers with mailing and email addresses

This material is to be turned over to the newly elected Vice-President so he/she can give this material to the Area Chairpersons at the Officer Training//Planning Session. The newly elected Vice-President will then take over the membership drive, charging the Area Chairpersons to send out membership forms for the upcoming year as soon as possible.

In addition, to the above duties, the Vice-President is responsible for having membership forms available at all Summer In-services. The Treasurer should assist the Vice-President with this duty.

The Vice-President is encouraged to send out a special mailing concerning membership to the entire membership sometime in early August. This is in addition to the local area drives.

In late September, the Vice-President should send each Area Chairperson a listing of current members in the association so the chairperson will know his/her membership. This listing can be acquired from the Treasurer.
In late August or early September, the vice-president should order awards for outgoing officers and area chairpersons, program and teacher of excellence winners, and any other awards.
RECORDS OF DUES RECEIVED

As membership forms are received with dues, the Treasurer is to send a membership reports to the Vice President.  This becomes the official membership record. Membership cards are to filled out or printed for each member.  The membership cards, along with a current membership directory, will be distributed at the annual Fall Conference, membership cards for those members who do not attend the conference will be given to the Vice President for distribution.  The Vice President will mail membership cards to those members along with a copy of the membership directory. Other memberships (sustaining, Honorary life, etc.) will be handled by a different method.

INSTALLATION OF OFFICERS AND AREA CHAIRPERSONS

The out-going Vice-President also has the responsibility of handling the installation of officers at the Officer Training//Planning Session, that is, getting someone to do it. It is suggested that a person of some renown, i.e. a judge, a prominent civic leader, an educator, etc., be selected to administer the oath of office to the officers and that he/she follow the procedure outlined below:

You ladies and gentlemen have been elected by your professional associates to positions of trust. Evidently you have exhibited qualifications worthy of this trust or you would not be here. Engineering and Technology Education as an educational discipline is an important one and for your association to further its ideals, its purposes, and objectives, it must have leadership, - good leadership and aggressive leadership. Therefore, I know you will not fail your membership during the term of your office, that you will do everything in your power to further the cause of Engineering and Technology Education.
(He/she now asks each officer to hold up his/her right hand.)

Now, do each of you, as President, President Elect, Vice-President, Secretary, Treasurer, Reporter, Sustaining Member Liaison, Member-at-Large, and Area Chairpersons of certain areas, solemnly promise to faithfully and earnestly discharge the duties of your respective offices to which you have been elected to the best of your ability? And do you further promise that you will conduct yourselves in an exemplary manner, and do everything in your power to further the case of Engineering and Technology Education in Georgia and our great nation?

Answer:
I DO
The presiding President will turn the meeting over to the Vice-President for this part of the program and the Vice-President will turn it back to the presiding President.

ABSENCE

In the event the Vice-President cannot attend a meeting of the association, he/she must notify the President and make plans for someone to complete his/her duties.

SECTION II

PART 4

DUTIES OF THE PRESIDENT-ELECT

GENERAL

In accordance with the By-Laws, the President-Elect shall serve as an understudy to the President and perform duties assigned to him/her by the Executive Committee. In serving as an understudy of the President, the President-Elect should study the duties of all officers and Area Chairpersons so he/she will be well versed on who has various responsibilities. He/she should observe all activities of the association and attempt to find procedures or activities that can be improved the following year.

In addition to the above responsibility, the President-Elect may be given additional assignments. One standing assignment of the Executive Committee is described below:

CHAIRPERSON OF THE FALL CONFERENCE
The President-Elect shall serve as the Chairperson of the Fall Conference and be responsible for all arrangements, activities, etc., concerned with the conference. Although the President will preside at the conference, the President-elect well direct the conference.

In developing the program, location, and time for the conference, the President-Elect should make every effort to get the thinking of the Executive Committee as will as individual teachers on various phases of the conference.

Listed below are some items to be considered in developing the conference:

· Time and place

· Location

· Conference Theme

· Types of programs
· Cost to individuals/Registration Fees
· Committee work sessions
· Meal Functions/Dinner meeting (banquet)
· Guest speakers

· Hotel Accommodations

· Sustaining members supporting the conference
· Field trip plans

· Pay for speakers

· Cost of meal functions
· Details on all aspects of the conference (who will do what and when, etc.)

· Door prizes, if any

The date of the conference should be established at least a year in advance so that plenty of time will be allowed to secure guest speakers, make hotel arrangements, and create other detailed plans. The President-Elect may request the services of any member of the association for various duties related to the conference.                       

SECTION II

PART 5

DUTIES OF THE SECRETARY

GENERAL

The Secretary of the association has the responsibility of:
1. recording the minutes of all executive meetings, 
2. recording minutes of the annual meeting, 
3. recording minutes of special meetings, 
4. recording minutes of the Officer Training/Planning Session, and 
5. sending minutes to each of the following by mail or email: 
a. each member of the executive committee, 
b. each area chairperson, and 
c. the State Department Supervisor

d. the ITEA representative
e. the Historian to be filed for posterity.
The Secretary shall have a copy of the minutes available at all meetings and read same when requested. He/She shall also file a copy of all minutes in the proper section of his/her “Officers Handbook” and shall keep the handbook updated at all times.

In addition to these duties, the Secretary has the responsibility of distributing proposed by-laws changes to members, after the executive committee has approved or corrected the recommendations made by the By-Laws Committee. These proposed changes must be distributed to members of the association at least ten (10) days prior to the annual meeting date. Proposed changes should be run in one issue of the GETEA Newsletter thus satisfying the requirement of getting it to all members within 10 days. The proposed by-laws changes should also be sent out the membership by email and posted on the website.  
ANNUAL BUSINESS MEETING MINUTES

It is the responsibility of the Secretary to record the minutes of the annual business meeting. He/She will reproduce these and distribute them to proper persons and make sufficient additional copies to be turned over to the new Secretary for distribution at the next Annual Business Meeting. The new Secretary will take over office at the Officer Training/Planning Session.
SUPPLIES AND MAILING

The Executive Committee will authorize necessary money through the approved budget for supplies and stamps for the Secretary each year. All reproductions of minutes will be on 8 1/2” x 11” paper, must be accurate, and have a professional appearance. All minutes will be mailed or emailed to proper persons within fifteen (15) days following the particular meeting.

SECRETARY’S ABSENCE

In the event it will be impossible for the secretary to attend a particular meeting, he/she shall notify the President of the association and request that someone take minutes for him/her. In turn, the President will get the rough copy of the minutes to the Secretary and the Secretary shall reproduce same and make proper distribution.

TAKING MINUTES

The minutes of the association do not necessarily have to be written in the exact order in which discussion occurs. In order to simplify reading of the minutes and locating action taken, the Secretary should review his/her notes after the meeting and combine all discussions and action concerning the major points. The combined discussion should be included in the minutes at the point first discussed. All important discussion should be recorded in brief form. The person’s name making a motion, the person seconding a motion, and the results of the vote will be recorded. All major discussion items should be mentioned briefly even if no action was taken. The date, place, time, persons attending, presiding officer, abbreviated agenda, expenditures authorized, special visitors, and the general minutes will be included in all minutes. Each set of minutes for a particular year will be numbered consecutively beginning with the Officer Training and Planning Session and continuing through the following year. [See sample on page following Duties of the Secretary]

ABBREVIATED EXECUTIVE COMMITTEE ACTION FOR NEWSLETTER

The Secretary has the responsibility of sending to the Reporter a condensed, brief report of the actions taken during all Executive Committee Meetings. [See Sample]

SAMPLE OF ABBREVIATED COMMITTEE ACTION

FOR NEWSLETTER

EXECUTIVE COMMITTEE ACTION AUGUST 1, 1974

The Executive Committee w...~ Aug. 1, 1974, and acted as indicated herein… approved Jim Walter to fill 4th district position vacated by Gary Bennett….approved printing of Lab Maintenance Manual to be provided free to all member….approved special awards for three members… appointed Robert Stewart to replace Dr. Bill Glass as chairman of the Research Committee… appropriated $200 to be used in making 8mm motion film on Industrial Arts for use in meetings… discussed legislative plans… asked advisor to work with the Reporter in developing deadline dates and publication dates that could be permanent for newsletter and work toward providing paste up topic heading in newsletter… discussed the possibility of having a part-time executive secretary and designated persons to investigate job requirements, etc. concerning the same… discussed changes to AIM constitution… took action on various surveys to be carried out during the year… discussed recruiting of prospective Industrial Arts students to be teachers but passed the buck to colleges… reviewed plans for the conference to be held at Savannah State College…gave general approval on establishing a resource center to keep tapes, films, speeches, etc. for use in classrooms as will as for public relations.

 [Sample Form to Follow When Taking Minutes of the Association)

Georgia Engineering and Technology Education Association
Executive Committee Meeting

Dempsey Hotel, Macon, Georgia

August 19, 1985

________ Minute Number


Time:
4:00 p.m.

Place:
Room B, Dempsey Hotel, Macon, Georgia

Persons Attending:

· Thomas Latimer, President

· Charles Cunningham, Vice-President

· Richard DeMott, Secretary
· Carol Coons, Past President

· Sammy P0 welt Advisor, State Department of Education

Special Visitors:
None

Abbreviated Agenda:

1. Fall Conference 

2. Business Meeting Location

3. Membership

4. Committee Reports

5. Secretarial Supplies

6. Etc.

Expenditures Authorized:

· Budget approval as attached

· Special expenditures

Presiding Officer:
President, Thomas Latimer

General Minutes:
President Latimer called the Executive Committee to order at

4:04 p.m. and presented... (Each major item should be identified by number and topic) Example:

1. Membership 

2. Nominating Committee

3. Fall Conference
With no other business to act on, the committee adjourned at 7:04 p.m.

Respectfully Submitted,

x____________________________

Signature of Secretary

GETEA (Date)










Page_____ 

SECTION II

PART 6

POLICIES AND PROCEDURES FOR THE OFFICE OF TREASURER

GENERAL
The Treasurer of the Georgia Engineering and Technology Education Association is responsible for keeping accurate records of all transactions concerning financial affairs of the association. This part has been developed to provide some standard procedures for the Treasurer to follow so all records will be kept the same from year to year.

MAJOR DUTIES

The major responsibilities of the Treasurer are 
1. receive money for the association, 
2. make payment of bills for the association, and 
3. keep an accurate record of all financial transactions.

INSTALLATION TO THE OFFICE AND RECEIVING MATERIALS

The term of office of the Treasurer of GETEA is three (3) years in length, with the first three year term beginning in March 1963. Officers are installed at the Officer Training/ Planning Session in May or June. Immediately after, or a few days prior to your installation in the office, the past Treasurer will pass on to you the records kept by the Treasurer and brief you on the latest details of the records. The audit committee of GETEA will have presented a total audit on the books at the annual business meeting and you will begin your records from the audit report. Additional information pertaining to various functions of the office are given in this notebook.

WHAT BANK DOES GETEA USE?

The Executive Committee of GETEA of which you are a part, will decide on what bank to use. It is hoped that a Bank of America branch can be used since the association has a checkbook printed from the Bank of America. It is possible that you may leave the account with the same bank the previous Treasurer used, and mail your deposits in. It will be necessary for you to get forms from the bank to be filled out by the executive committee so necessary changes in the account can be made. This is necessary even if you use the same bank. The authorization of signature for checks will have to be changed. The change of accounts, etc. may take several weeks so the outgoing Treasurer should attempt to pay all bills and record all transactions prior to transferring the records to the new treasurer. This will give you time to change the bank account. 

CHECKBOOK, LEDGER, AND BANK STATEMENTS 

CHECKBOOK

Two very important records must be kept by the Treasurer and in accurate order at all times. The checkbook is one such record and “Quicken” showing all deposits and expenditures is the other. The checkbook will show all deposits and all checks paid out. When possible checks should be made out to a person rather than to “Cash”.

The stub on each check shall show:

1. person it is made out to 

2. what it is for
3. date and number of check
4. amount
5. deposits by number if any are made


6. budget code
7. receipt or a copy of the bill/reimbursement request should be stapled to the check stub

The following information concerning check shall also be recorded in “Quicken” the same as in the checkbook:

1. person it is made out to 

2. what it is for

3. date and number of check 

4. amount

5. deposits by number if any are made 

6. budget code.

7. previous and current balance
MAKING A DEPOSIT

As money is received for deposit from membership or from other sources, you should have a record of what it is for. In the case of membership, you will have the membership form to show what the money is for.  In the case of other funds you should write a note as to what is it for if a letter is not with the funds explaining this.

When you are ready to make the deposit, the following procedure should be followed:

1. Fill out your deposit slip (provided by the bank) in duplicate and place carbon in envelope as explained in #6 below.

2. List checks individually and give total amount for deposit including cash in proper place on deposit slip.

3. Assign each deposit a number beginning with Number 1 as your first deposit. Place this number on the carbon deposit slip.

4. Make the deposit.

5. Enter the deposit information in checkbook and “Quicken”.

Note that it is important that the deposit date on the original deposit slip in the checkbook and in “Quicken” are the same. Additional deposits shall be made, marked, and processed in the same manner as the first deposit. 
LEDGER

“Quicken” is the permanent record of expenditures and receipts. All deposits made to the bank should be recorded in “Quicken” as described under “Making a Deposit” above. All entries in “Quicken” must be the same as those in the checkbook and in the case of deposits the dates and amounts should be recorded in “Quicken”. As to checks the following information should be entered into “Quicken”: the date written, who it is to, the number, budget code, etc. Budget codes should be used to show what each check is charged to. When you receive your bank statement from the bank each month, all entries on the bank statement should be checked against those in the ledger to make sure they are accurate. At the end of each membership year “Quicken” should be balanced with the bank statement in preparation for the audit committee.

RECORDS OF DUES RECEIVED

As membership forms are received with dues, you are to send the membership reports to the Vice President.  This becomes the official membership record. You are to fill out or print a GETEA membership card for each member.  The membership cards, along with a current membership directory, will be distributed at the annual Fall Conference, membership cards for those members who do not attend the conference will be given to the Vice President for distribution.  The Vice President will mail membership cards to those members along with a copy of the membership directory. Other memberships (sustaining, Honorary life, etc.) will be handled by a different method.

NO membership dues for organizations other than GETEA should be sent to the Treasurer.
BALANCING BANK STATEMENT

When you receive the bank statement from the bank each month, you are to check the statement within 10 days and reconcile it. Follow the instructions on the reverse side of the statement. After this is done, the following steps should be taken:

1. Take all bills, receipts, and/or executive committee approval and staple them to the check stub.
2. File in your records.

The President should be notified if you cannot reconcile the bank statement.

BUDGET

The Executive Committee will develop a proposed budget for each year and may authorize certain members to draw on budgets within limits. In the event the Executive Committee takes such action the minutes of the meeting authorizing such action shall serve as authorization for you to let certain members draw on particular accounts provided all general policies are followed with respect to travel expenses. These expenditures should also be further substantiated by bills or receipts. The Executive Committee may authorize certain sums of money to be spent for such items as: postage, speakers, printing, summer conferences, public relations, miscellaneous expenses, travel, etc.

AUDITING BOOKS

The GETEA records should be kept in order for audit at all times. The Executive Committee will appoint an auditing committee who will audit your books near the end of each membership year. They may audit at some other time if it is the desire of the President. Every effort should be made to see that all bills have been paid well in advance of the annual business meeting of each year so the auditing committee will have all checks for audit purposes. The auditing committee will contact you when they desire to audit the books.

In addition to the audit by the auditing committee, the President will run a brief audit some time during the year. This can be done at an Executive Committee meeting and should not take much time.

REPORTING TO THE MEMBERSHIP AT ANNUAL BUSINESS MEETING

The treasurer shall provide a report of all expenditures, debits, cash received, and assets, for all members at the annual business meeting in October. This report should follow the following basic outline:

Amount on hand as of end of last year

Amount received for dues

Amount received from other sources (list each)

Amount paid out under following categories: (See Categories for Income and Expenses)
· Postage

· Printing

· Speakers (professional)

· Travel

· Public relations

· Summer conference

· Miscellaneous expenses 

Total amount paid out

Total amount on hand

Checking Account

Savings Account

Total of Unpaid Bills

CATEGORIES FOR INCOME AND EXPENSES

The following categories should be use in recording all income and expenditures for the association.  The categories should be recorded on the check as will as in the Quicken Ledger.  

Income Categories

Category
Description

500
Membership Dues

510
Fall Conference Registration

520
Spring Conference Registration

530
Sustaining Member Fees

540
Miscellaneous

Category
Description

550
Cookbook Sales

560
Legislative Support

570
Scholarship – Charitable Donation

600
Savings Dividend

Expense Categories

Category
Description

100
Executive Committee Travel

110
Fall Conference Expense

120
Spring Conference Expense 

130
Newsletter

140
Membership

150
Grants & Awards

160
Phone

170
Legislative

180
Presidential Travel

190
President Elect Travel

200
Postage

210
Sustaining

220
Miscellaneous

230
GA TSA

240
GA Chamber of Commerce

250
Printing

Category
Description

260
Web Page

270-1
Area 1

270-2
Area 2

270-3
Area 3 & 5

270-4
Area 4

270-6
Area 6

270-7
Area 7

270-8
Area 8

270-9
Area 9

270-10
Area 10

270-11
Area 11

270-12
Area 12
300
Video Series

310
Strategic Planning

1000
Video Project

2000
Scholarship

REQUESTING PAYMENT AND REIMBURSEMENT

When requesting reimbursement for any purpose receipts are required.

The above categories should also be used by anyone requesting payment from the GETEA treasurer.  Executive Committee meeting reimbursements will be made to individuals at the end of each meeting.  Fall Conference travel and registration are not reimbursed by the association.  ITEA expenses for the President-Elect are reimbursed up to $1000.00.  Reimbursement and payment requests should be mailed directly to the GETEA Treasurer, not sent to the PO Box.  

The GETEA Treasurer’s address can be found on the reimbursement form and on the current Officer/Area Chairperson contact list.
SECTION II

PART 7

DUTIES OF THE REPORTER

GENERAL

In accordance with the By-Laws, the reporter will be responsible for gathering information about engineering and technology programs across the state of Georgia and the publication of a minimum of 2 newsletters. They shall also serve on the public relations committee.

NEWSLETTER


The Georgia Engineering and Technology Education Association Newsletter is the official newsletter of the association. Plans for getting it edited, printed, and sent out should be made by the Reporter with the support of the President. A minimum of two newsletters should be published each year.  After completion of the newsletter, an electronic copy should be sent to the Webmaster for posting on the GETEA Webpage. Authorization for printing and mailing the newsletter should be approved in the budget. 

SAMPLE NEWSLETTER ITEMS

· State Department Update

· President’s Update

· Upcoming Events

· Collegiate Updates

· New techniques, courses, and material, etc. 

· Profile of local teacher/programs 
· Awards and recognitions

· Fall Conference

· ITEA Information
· Classroom/Lab Activity

· Curriculum Update

· Sustaining Member Advertisements

· Teaching Tips

SECTION II

PART 8

DUTIES OF THE SUSTAINING MEMBER LIASION

GENERAL

In accordance with the By-Laws, the Sustaining Member Liaison will act as the liaison between the sustaining members and the association.  The Sustaining Member Liaison will recruit and solicit potential sustaining members for participation in the association and coordinate the New Technology Forum at the Annual Fall Conference.
SOLICITING SUSTAINING MEMBERSHIP

Sustaining memberships is open to commercial and industrial firms, companies, and individuals who support the efforts of Engineering and Technology Education in Georgia.

1. Contact current and potential Sustaining Members by phone, email, and letter beginning in May of each year to make them aware of the upcoming event.
2. Have Sustaining Membership packets available for distribution at ITEA for the express purpose of increasing participation in GETEA. Distribution to the completed by the Sustaining Member Liaison, the President Elect or designated GETEA representative.

COORDINATING ACTIVITIES WITH SUSTAINING MEMBERS

1. Coordinate the New Technology Forum at the Annual Conference.

2. Walk through the site for the New Technology Forum and create a layout for the exhibits

a. Notation should be made of any electrical needs. 

3. Solicit door prizes to be awarded at the close of the conference.

4. Provide each participant with:

a. conference program

b. membership directory
c. hospitality information

5. Formally greet the Sustaining Members upon arrival at the Annual Conference.

6. Assist the Sustaining Member throughout the conference.

7. Arrange for Sustaining Member to make presentations during the breakout session, if their membership level allows or they have purchased an individual session.

8. Coordinate a time for all Sustaining members to have 5 minutes to speak to the general assembly prior to the exhibit floor opening. 

SUSTAINING MEMBERSHIP FORMS AND FEES

1. Collect Sustaining Membership forms and fees.

2. Send Confirmation information to the Sustaining Members after receipt of their application.

3. Send copies of the sustaining membership forms to the Treasurer along with the checks for Deposit.

4. Submit Sustaining Member Contact Information to:

a. the webmaster for web publication

b. for publication in the conference program

c. advertisement information to the newsletter for publication.

FOLLOWING THE ANNUAL CONFERENCE

1. Send thank you letters to all Sustaining Members for their support of GETEA.

2. Provide and update executive committee about the Sustaining Membership.

SECTION II

PART 9
DUTIES OF THE PAST PRESIDENT
GENERAL

In accordance with the By-Laws, the Past-President of the Executive Committee is an at large member. 
It shall be the responsibility of this member to become familiar with all aspects of the activities of the association and bring to the Executive Committee any suggestions or special requests from members of the association. Members at large of the Executive Committee may be called upon to perform special duties as requested by the President.

PAST PRESIDENT

In addition to the above duties, the Past President shall assist the new President during the transition of this office by keeping him informed on activities performed during the previous year which relate or carry over into the current year.

The Past President also may make written recommendations regarding the committee work carried over, new activities suggested, and changes in procedures of the association. This written report should be presented to the group at the Officer Training/ Planning Session (usually held in late May or early June) and submitted to the new President. The Past President will be provided time to give this report at the Officer Training/ Planning Session.
SECTION II

PART 10
DUTIES OF THE MEMBER-AT-LARGE
CONFERENCE SITE HOST

GENERAL

In accordance with the By-Laws the Member at Large is the Conference Site Host. 

It shall be the responsibility of this member to become familiar with all aspects of the activities of the association and bring to the Executive Committee any suggestions or special requests from members of the association. Members at large of the Executive Committee may be called upon to perform special duties as requested by the President.

CONFERENCE SITE HOST
The host for the Annual Conference will serve as the Member-at-Large. They shall also serve on the conference planning committee and perform special duties assigned to him/her by the President.  
FALL CONFERENCE RESPONSIBILITIES

The conference host will work directly with the President-Elect on conference planning.  They will serve as a contact and go to person at the Fall Conference site and community.  They will serve on the conference planning committee and assist in such tasks as to:
· scout hotels

· coordinate meeting spaces

· provide recommendations for caterers/meal functions
· establish local industry tours

· solicit for local door prizes

· provide local and school maps and 
· provide directions to the site, hotels and tours
· any additional logistical information requested by the conference committee

SECTION II

PART 11
POLICIES AND DUTIES FOR AREA CHAIRPERSON

CONGRATULATIONS

Congratulations on being selected Area Chairperson of the Georgia Engineering and Technology Education Association for your area. Your work and effort in this position will do much in improving Engineering and Technology Education in Georgia. Engineering and Technology Education students and your fellow teachers will be affected by your actions as chairperson of your area. The success of GETEA will depend upon the efforts put forth by area chairperson. Serve your professional organization with pride.
PURPOSES OF HANDBOOK

The purposes of this part of the handbook are:

1.
to provide a guide for new Area Chairpersons:

2.
to provide a method for passing on information concerning the area from year to year:

3.
to provide a permanent record of the area activities.

INTRODUCTION

The Georgia Engineering and Technology Education Association (GETEA) is the Georgia professional organization for Engineering and Technology Education teachers. The primary objectives of this organization as stated in the GETEA By Laws are:

1. To devise, define, and promote the professional ideas of engineering & technology education as general education.

2. To assist the teacher of engineering & technology education in making professional advancements by means of further education and the mutual exchange of ideas.

3. To educate the public concerning the necessity and importance of engineering & technology education and its relevance to the ever-growing technological society in which we live.

The association is governed by the Executive Committee composed of the officers of the association. (See By Laws section of the Handbook.) This Executive Committee is responsible for appointing committees to carry out the various functions of the association, acting on routine business, and presenting important business to the members of the association for action.

In order to better carry out the objectives of the association, Georgia is divided into twelve areas. An Area Chairperson is appointed to direct area activities. (See Area Map & Program Listings Section of the Handbook). The activities of GETEA area organization will determine the success of the association. Your position as Chairperson of an area is most vital to the association. Be proud and consider it an honor to serve your professional organization.

In order for GETEA to work harmoniously with other professional organization in Georgia and the Nation, the association is affiliated with ITEA and works closely with the Engineering and Technology Education Affiliate of the Georgia Association of Career and Technical Educators. 

GENERAL POLICIES

Be sure to read the general policies in Section I of this booklet as it deals with travel expenses. Also check for changes to the policies in Section III.

NOTEBOOK ORGANIZATION

This handbook is organized into various Sections:

Section I 
GETEA By Laws
Section II
Officers and Area Chairpersons Handbook
Section III 
Duties and Responsibilities (Monthly Breakdown)
Section IV
Officer and Area Chairperson Contact Information
Section V 
GETEA Calendar of Events
Section VI 
GETEA Strategic Plan
Section VII 
GETEA Action Item Lists
Section VIII
Executive Committee Meeting Agendas and Minutes

Section IX
Budget

Section X
Treasurers Reports

Section XI
Membership Reports 

Section XII
Monthly Presidential Updates

Section XIII
Legislative Information 

Section XIV 
Sustaining Member Information 

Section XV
Committee Assignments & Reports 

Section XVI 
Conference Information
Section XVII 
Awards Information
Section XVIII
Area Meeting Agendas and Minutes
Section XIX
Map of GETEA Areas and Engineering and Technology programs in the Area
Section XX
Miscellaneous 
Section XXI
Forms

A set of Individual Area minutes will be filed in Section XVIII of each Individual Area Handbook. The minutes from all the area meetings will be filed in Section XVIII of the Officers Handbooks. The minutes from all area meetings will stay in the booklet from year to year to serve as permanent record of the activities of each area. It shall be the responsibility of the area chairperson to see that this booklet is turned over to the President of GETEA before the upcoming Officer Training//Planning Session at which their term of office ends. The President will then turn the handbooks over to the new Area Chairpersons. (1991/rm)

CHANGES OF POLICIES AND DUTIES OF AREA CHAIRPERSONS

The responsibilities and duties of Area Chairpersons are subject to change by the President of GETEA through Executive Committee action. Changes will be made in writing and a copy of such changes must be filed in Section II of this Handbook.

CORRESPONDENCE

All correspondence to the area chairperson should be acted upon immediately and filed with the minutes of area meetings in Section XVIII of this booklet. Envelopes and a roll of stamps will be available to each area chairperson at the Officer Training/Planning Session, additional stamps and envelopes may be purchased as needed and receipts submitted at the Treasurer for reimbursement.
RESPONSIBILITIES AND DUTIES OF AREA CHAIRPERSONS

The Area Chairpersons along with the Officers of GETEA are installed at the annual meeting. Area Chairperson assumes his/her responsibilities as the leader of a particular area in June of each year at the Officer Training/Planning Session. It shall be the responsibility of each to see that all activities of his/her area are carried out in an efficient and professional manner. The following information is presented to assist in guiding the Area Chairperson during his/her term of office. (1991/rm)

All Area Chairpersons are responsible for keeping this Area Chairperson Handbook updated. The following items are found in the tabbed sections for reference purposes and shall be kept updated by the area chairperson as he/she receives changes from the President. (1991/rm)

1.
By Laws of GETEA
2.
Officer & Area Chairperson Handbook

3.
Contact Information
4.
Calendar of Events
5.
Directory of Engineering and Technology Education teachers

6.
Map which shows counties of each area

7.
Committee assignments as appointed by the President of GETEA
8.
Any other updates received from the President

The Chairperson shall become familiar with these items and keep members informed on such items. He/she should also become familiar with the names, position, and professional activities of all Engineering and Technology Education teachers in his/her area. (See the Engineering and Technology Education Program Listing in the Section XIX.) (1991/rm)

MAJOR IMPORTANT DATES (1991 /rm)

A list of important dates for GETEA is developed yearly to serve as a guide to all members. (See Calendar of Event in Section V) The Area Chairperson shall become familiar with these dates and take such action as necessary at the proper time.

Several major activities of GETEA take place yearly at approximately the same time each year. Listed below are some of the major activities with brief descriptions concerning each:

ANNUAL MEETING

The annual business meeting of GETEA is held in conjunction with the Annual Conference in October. The annual business meeting will continue to be held in conjunction with the GETEA Annual Conference until such time as the Executive Committee deems it necessary to change to another time. All Officers and Area Chairpersons should be present for this meeting.

GEORGIA TECHNOLOGY STUDENT ASSOCIATION

Although GA TSA is an independent association, not affiliated with GETEA, its activities are important to GETEA. Three yearly meetings are held by GA TSA, CORE Leadership Training, the Fall Leadership Conference, (usually held in at Fall) and the Annual Convention, (usually held in the Spring). Local technology student associations interested in affiliating should contact the GA TSA director, the Chairman of the GA TSA Advisory Council, or the State Engineering and Technology Director at the Department of Education for information on the Georgia Technology Student Association.

OFFICER TRAINING/PLANNING SESSION 

A planning meeting for Officers and Area Chairpersons will be held each year at the end of May or beginning of June. This meeting is designed to plan activities for the year and orient all Officers and Chairpersons to their new duties and responsibilities. The time, location, and dates of this meeting will be determined by the President prior to the Spring election of officers so details can be given to all officers and area Chairpersons. Every Officer and Chairperson must attend unless some emergency makes it impossible to do so. Meals, lodging, and travel expenses will be provided by the association for this meeting. Room reservations made and not used are still paid. Therefore, it is imperative that you notify the President if you will or will not be able to attend. 

ENGINEERING AND TECHNOLOGY EDUCATION TEACHER CONFERENCE

The first such conference was held in August at Georgia Southern College, in Statesboro. The conference has been held each year since. The location will vary from year to year. The date is set as a weekend during the month of October to be determined by the Executive Committees and host site. The major purpose of the conference is to provide time and opportunity for Engineering and Technology Education teachers to become updated on new techniques and exchange ideas. The location will be decided by the Executive Committee.  The Executive Committee likes to have conference locations chosen at least one year in advance. The site will be chosen from the submitted invitations from potential host sites. The location has rotated from colleges, to middle and high school, utilizing optimal locations in various parts of the state. 

AREA MEETINGS

Each area has individual meetings during the year. At least two meetings should be held during the year, one prior to the Annual Teachers Conference and Business Meeting and one between January and March of each year. Additional professional meetings may be held as often as practical. It is suggested that meetings be held in September, prior to the Fall Conference to solicit members and encourage participation at the Fall Conference. 
The Area Chairperson takes office at the Officer Training/Planning Session of each year, and is responsible for all area meetings for two years. (See sample area meeting topics on the following page)
SAMPLE ITEMS FOR AREA MEETINGS

Business Session and/or Professional Meetings

The procedures listed below are some suggested items that should be included in your meetings. Some of the items can run concurrently in the essence of saving time. Every item may not have to be included in each meeting.

Business Session:

Registration / Sign In
Welcome

Recognition:
Special guests or new people

Membership Drive

Old Business

New Business

Changes in GETEA Policy, etc.

Announcements

Adjournment

Professional Meeting:

Registration / Sign In
Welcome

Recognition:
Special Guests, Hosts, Guides, etc.

Preview of: Meeting, Field Trips, Speakers, etc.

Chief Activity or Program

Expression of Thanks, Gratitude

Adjournment

The Chairperson or Presiding Officer should not isolate him/herself with small segments or groups, but instead should circulate freely among all members and guests. A congenial and friendly atmosphere can be created by making each guest or member feel welcome and important.

Each area meeting should consist of a brief business meeting and a professional program of some type of professional programs for area meetings are planned at the planning meeting, while others are planned entirely on the local level. It is the duty of the chairperson to see that adequate plans are made and carried out for these meetings. It is recommended that the first area meeting be called shortly after school begins and prior to the GETEA Fall Conference (around September) for the purpose of organizing and collecting membership dues. Additional meetings may be called during the remainder of the school year. The next major meeting should be called after the membership drives should be completed.  At this time the business meeting should be brief with most emphasis being placed on the professional meeting. An area may have as many meetings as desired during the year.

Minutes of all meetings should be kept and filed in Section XVIII of this notebook and copies sent to the GETEA President, GETEA Secretary, GETEA Webmaster, and the State Director’s office. Every area meeting should be publicized in newspapers in order to improve the public image of Engineering and Technology Education. It is through good public relations that assistance will be given for improving our programs.

SECRETARY (Area)

It is the responsibility of the Area Chairperson to appoint or have elected an Area Secretary who will be responsible for keeping accurate minutes of each area meeting. The time, place, names of teachers attending, business transacted, and details on the professional program should be noted in the minutes. Special report forms are provided for this purpose. (See Area Minutes form in Forms in Section XXI.) It is the responsibility of the Area Chairperson to see that the minutes are filed as follows:

· 1 copy of the minutes filed in Section XVIII of this booklet.

· 1 copy of the minutes sent to the President of GETEA
· 1 copy of the minutes sent to the Secretary of GETEA

· 1 electronic copy of the minutes sent to the GETEA Webmaster for posting at www.GETEA.org

· 1 copy of the minutes to GETEA State Director.

· The Area Minutes form is available on the GETEA Forms disk. The Area Chairperson may delegate additional duties to the secretary.

MEMBERSHIP (Area)

The membership year of the GETEA is from September 1 to August 31 of the next year. Each area chairperson is responsible for securing membership from teachers in his/her area. He/she may elect to appoint an area member or elect to be responsible for membership him/herself. Materials such as membership forms, envelopes, etc., concerning membership will be furnished by the Vice President at the Officer Training/Planning Session. These materials will be given out at the Officer Training/Planning Session or mailed immediately after the meeting. It is our desire that all Engineering and Technology Education teachers become active members of the association. In addition to GETEA, Engineering and Technology Education teachers are encouraged to join ITEA and GACTE-ACTE. ITEA dues are to be mailed directly to ITEA. The state membership chairperson will provide information to area chairpersons concerning membership. All membership dues should be mailed directly to the GETEA Treasurer. (See Officer and Area Chairperson Contact Information in Section IV for the correct home mailing address for the association Treasurer or the GETEA Membership Form)

Area Chairpersons may get a status report on area membership by contacting the GETEA Treasurer at any time.
PUBLIC RELATIONS

The Area Chairperson shall either appoint a person or committee to be responsible for area public relations. Items that should be developed under this chairperson are: articles for the GETEA newsletter, local newspapers, information for radio, television, PTAs, and civic groups. Every opportunity to improve the relationship of Engineering and Technology Education teachers and faculty members, legislators, lay people, and industrial executives should be taken. Since news items on Engineering and Technology Education are helpful, news articles on area meetings should be sent to local newspapers. Invitations should be extended to lay people, industrialists, and legislators to visit various Engineering and Technology Education programs. Good public relations is more than just getting publicity in newspapers, on T.V. and radio, but this does a great deal toward improving relations with the community.

OTHER COMMITTEES APPOINTED BY AREA CHAIRPERSON

The area chairperson may appoint as many additional committees as necessary to carry out area activities. Purposes and guidelines should be developed for each such committee appointed.

STAMPS, STATIONARY, AND ENVELOPES

Each Area Chairperson will be provided with envelopes and a letterhead template for correspondence purposes. Such materials will be given out at either the June Officer Training/Planning Session or mailed immediately after the meeting. Area chairpersons may get reimbursed for monies spent for stamps, etc., provided that they request the reimbursement on an expense reimbursement form.(See  Forms in Section XXI)
CORRESPONDENCE WITH PRESIDENT

Each Area Chairperson should correspond with the President of the association as often as necessary.  A monthly communication should take place between the Area Chairperson and the President about the general activities of the area

MAILING NOTEBOOK TO PRESIDENT

As your term of office expires, it is the responsibility of the outgoing Area chairperson to mail this notebook to the President of the association by May 15 of that year so that it will be available for the new Chairperson.

ADDITIONAL INFORMATION

If you have questions concerning GETEA operation, you should contact either the President of GETEA, or the Engineering and Technology Education Program Specialist at the State Department of Education.

SECTION II

PART 12

DUTIES OF THE HISTORIAN

GENERAL

The Historian shall serve as an ex-officio member (non voting member) of the GETEA Executive Committee.

The Historian shall serve as record keeper of all GETEA documentation.

FILING OF GETEA DOCUMENTATION

As documentation is sent to the Historian it is his/her responsibility to files copies of all materials in the handbook.  At the end of each year the historian should place the past years materials in the filing cabinet for posterity.  

ITEMS TO BE SUBMITTED TO HISTORIAN

1. All Executive Committee meeting minutes

2. All Area Meeting minutes

3. Changes of the By Laws

4. Newsletters

5. Conference Programs

6. Final Yearly Membership Report.

7. Year Treasurers Report

8. Minutes from the Annual Business Meeting

9. List of Awards Recipients

10. Yearly Officer and Area Chairperson Information

11. Calendar of Events

SECTION II

PART 13
DUTIES OF THE ITEA REPRESENTATIVE

GENERAL

The ITEA Representative shall serve as an ex-officio member (non voting member) of the GETEA Executive Committee.

The ITEA Representative shall serve as an advisor to the President of GETEA.

DUTIES

The ITEA Representative shall perform all duties as “liaison” for ITEA as outlined in the ITEA Representative Handbook and as listed below:

1. Serve as liaison between the ITEA and the GETEA.
2. Coordinate the selection of individuals for the ITEA Teacher Excellence Award.

3. Coordinate the selection of the ITEA Program of Excellence Award.

4. Conduct and coordinate the ITEA membership promotion in cooperation with the ITEA Executive Director and the Chairpersons of the ITEA membership committee, regional membership coordinators, and other contacts.

5. Report the name and address of the GETEA Representative to the Executive Director of the ITEA whenever a change of appointment occurs.

6. Prepare, display, and staff or make arrangements for staffing an ITEA membership promotions booth at every meeting which professional personnel attend in significant numbers.

7. Keep the ITEA Regional Director and the ITEA headquarters office informed of current officers, newsletter editors, and the GETEA conference dates and locations.

8. Relay newsworthy items to the ITEA headquarters office for possible use in The Technology Teacher.

Approved by Executive Committee, May 9, 1991

Revised (March 2007)
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