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I. NAME

The official name of this nonprofit organization is the North Central Association of Food and Drug Officials (Association).

II. OBJECTIVE/MISSION

The North Central Association of Food and Drugs Officials mission is to encourage uniformity in the enactment and enforcement of laws affecting food, drugs, cosmetics, devices and consumer products at all levels of government through a commitment to good communication, cooperation, and international harmonization among its members.  To accomplish this mission, we encourage and support programs which contribute to consumer protection, and assist members by providing training initiatives and educational opportunities that will ensure the health and safety of consumers.

III.
OFFICERS/BOARD OF DIRECTORS
The Board of Directors shall consist of the Executive Committee, two at-large representatives, any appointed Directors, and the Section presidents.  The Board of Directors shall be the policy making body of the Association and shall meet at each annual meeting and at such other times as the President may deem appropriate.  The officers of the Association shall include the following positions with position descriptions as noted below:

President:  The President shall serve for a term of one year and carry out the following duties:

1.
Preside at all meetings of the Association, its Executive Committee, and Board of Directors.

2.
Appoint such committees as may be authorized or required.

3.
Sign contracts on behalf or the Association.

Vice President:  The Vice President (and President-elect) shall serve a term of one year and carry out the following duties:

· Act in the capacity of President in his/her absence.

· Appoint the Annual Meeting Planning Committee.

· Record and present minutes of the Administrative Section Meetings.

Secretary: The Secretary shall serve for a term of two years and carry out the following duties:

1.
Record and present minutes of meetings of the Association, Executive Committee, and Board of Directors.

2.
Carry out correspondence for the Association as may be required or directed by the President.

3.
Maintain a current list of Association members.

Treasurer: The Treasurer shall serve for a term of two years and carry out the following duties:

1.
Act as custodian of Association funds and prepare financial reports for Association meetings.

2.
Pay all Association bills as authorized.

AFDO Representative: The AFDO Representative shall serve for a term of four years and carry out the following duties:

1.
Serve as official representative of the Association at all meetings of the national Association of Food and Drug Officials (AFDO) and the AFDO Board of Directors.

2.
Report at all Association meetings, actions taken and discussed by the AFDO Board.

3. Present all Association resolutions to AFDO.

IV. 
EXECUTIVE COMMITTEE
The Executive committee shall consist of the Association officers and two Immediate Past Presidents.  The two Immediate Past Presidents shall serve for two years following their respective terms of office.  The committee shall act for the Association in such matters as may arise when the Association is not in session, or as instructed by the Association.

V.
MEMBERSHIP
The membership shall consist of the following classes with rights, privileges and responsibilities as described below:

A.
Regular Members:  

Regular members shall consist of dues paying representatives of State, Provincial, County, Municipal, and Federal officials charged with the enforcement of Food, Drug, Cosmetic, Device, or Product Safety laws, ordinances, or regulations, including, but not limited to the States of Illinois, Indiana, Michigan, Minnesota, North Dakota, Ohio, South Dakota, Wisconsin, and the central provinces of Canada, including, but not limited to Manitoba,  Ontario, and Saskatchewan.  These members are entitled to vote on all pertinent Association issues.

B. Supporting Members:

Supporting members shall be retired individuals who prior to retirement were officials in the departments charged with enforcement of food, drug, and product safety laws and regulations. Supporting members can also include professional or scientific personnel in colleges, universities, consumers, or retired industry representatives. Supporting members may serve as advisors to committees with a vote and are entitled to hold office.
C. Associate Members:

Associate members are those individuals interested in promoting the objectives of the Association but not employed by a regulatory agency. Associate members are non-voting members who may properly bring issues to the attention of the Association. Associate members can serve as committee chairs.

D.
Honorary Members:

A special class of voting, non-dues paying members, who have served the Association with distinction, nominated by the Board of Directors and voted that status by the membership.

VI. 
MEETINGS
A.
Site Selection/Scheduling  

Host states/provinces and responsible agencies for Association Annual  Meeting places shall be determined by the Board of Directors at least two years prior to the period of the year in which the meeting will be held.  The specific location within said state/province shall be the responsibility of the host agency.  The scheduling process shall consider national and other regional Association meeting dates; include communications with the Training Committee on training programs to be presented in conjunction with the meeting; consider whether factors which may inhibit travel or potential activities; and support potential travel economies.  Specific meeting dates and location (city/hotel) will be so determined and announced at least one year prior to the proposed meeting date.

B.
Program Planning

Planning the program for the Association meeting shall be the responsibility of an Annual Meeting Committee (Committee).  The Committee shall be appointed by the Vice President and chaired by a representative of the host agency.  The Committee shall be appointed at the time the host state/province and responsible agency are designated (see VI‑A above).  The following procedure is recommended to provide efficient planning process.  Immediately following the designation of the host state/province and responsible agency, the President shall request Section Chairpersons to solicit program suggestions from their membership.  The Committee shall select those topics which are deemed to be timely.  When topics are selected for the general meeting, contact shall be made with the Training and Education Committee for recommended resources.  Such contact should be made and resources identified, contacted, and confirmed within nine months of the end of the Association meeting (15 months in advance of the planned meeting).  Letters of agreement between all parties in the technical program shall be required.  Such letters shall state the fee for services and a description of the services agreed upon and rendered.  Any proposed fees and expenses shall be approved by the Board of Directors.  

The Committee shall form subcommittees as deemed appropriate to execute necessary functions to include: local arrangements; technical programs; public relations (to include promoting local attendance and news media coverage); tours; spousal programs; registration; etc.  Housing shall be arranged to ensure guest rooms at the minimum rate to accommodate Association members and guests in attendance who seek such accommodations.  Arrangement for all meeting rooms, (in concert with other committees as appropriate) equipment, visual aids, and supplies required by speakers or the Sections, shall be the responsibility of the Committee or a subcommittee thereof.  Any contractual arrangements should be reviewed by the Board of Directors prior to execution.  A preliminary program for the Annual Meeting, outlining subject matter and speakers, and local arrangements shall be mailed to the membership at least 6 months in advance of the meeting.  
VII.
Elections

The Vice President shall also serve as the President-elect and serve as President in the succeeding year.

VIII.
Newsletter
An Association newsletter shall be published semiannually in the fall and in the spring. 

IX.
Sections
A.
Administrative Section shall include all regulatory agency heads and administrative personnel.

B.
Associate Section shall include all members of regulated industry (Associate members).

C.
Investigations and Inspections Section shall include those individuals with regulatory agencies who have inspectional/investigational responsibilities.

D.
Laboratory Section shall include those individuals with regulatory agencies who have analytical responsibilities.

X. Committees

Following is a brief description of the various committees of the Association. Article XVII  describes the duties of each committee.
A.
Training and Education - This committee is responsible for development of training programs to be offered under the sponsorship of the Association.  This committee shall also serve as a resource to the Annual Meeting Committee to identify potential topics and speakers.

B. Membership - This committee is to develop and execute membership drives, new member initiatives, and publications to promote membership in the Association.  Membership application forms are also developed by this committee.

C. Constitution and Bylaws – This committee is responsible for preparing and updating changes to the Constitution, Bylaws, and Procedures Manual of the Association.         

D.
Media & Public Affairs - This committee shall generate publicity for to promote attendance and increase membership by arranging publicity in Trade and Professional Association publications (including, but not limited to: American Society for Quality Control; Institute of Food Technologists; Association of Official Analytical Chemists; National Environmental Health Association; Journal of the Association of Food and Drug Officials and other associations in the food, drug, cosmetic, device, product safety, and consumer products arena). 

E.
Drug - This committee shall design program functions of interest to those associate members with responsibility for the regulation/production of drugs.

F.
Resolutions and Issues - This committee is responsible for formalizing resolutions and issues into action items put forth by the Association membership to the national AFDO.  The procedures to prepare an issue or resolution are described in Article XIV and XV.
G. Awards - This committee will identify and nominate individuals deserving of awards as established by the Association.  Nominations for AFDO awards may also be processed through this committee and be considered as official nominations of the Association.  Such nominations shall be endorsed by the Board of Directors.

H. Conference Planning Committee – This committee is responsible for planning the program and making all the necessary arrangements in conducting the Annual Meeting.

I.
Nominating - This is an ad hoc committee appointed by the President to serve for a specific period of time preceding an annual election of officers.

XI.
Finances
A.
Dues

Dues for each class of membership shall be established by the Board of Directors.  Changes in the membership structure or dues schedule must be approved by a majority of the membership at the annual meeting.  Dues may vary between the different classes of memberships.

B.
Meeting/Workshop Expenses

The Association shall, at a minimum, recover all costs associated with sponsoring workshops or meetings. 

C.
Audits

An individual designated by the President, shall audit the Treasurer's report before presentation to the membership, and certify its accuracy.

XII. 
Expenditure of Association Funds
These procedures apply to ALL expenses incurred by individuals in the course of conducting North Central Association of Food and Drug Officials business, hereinafter referred to as Association business.

Purpose:  The purpose is to develop and publish standard procedures for the authorization and reimbursement of expenses to individuals conducting Association business.  The policy specifically excludes the reimbursement of individuals for their time or their work in support of the Association.  It applies solely to prior approved, out-of-pocket expenses.

1. It shall be the policy of the Association that all expenses incurred by individuals for or in the name of the Association shall be prior approved.  The Associations Board of Directors has the sole responsibility for such approval.  The President of the Association shall chair all Board deliberations except when expenses for the President are being considered, in which case the Vice President shall chair the Board meeting.

2. Each request for expenditure authority shall contain, but not be limited to, the following information:

Name of requestor:

Purpose in the Association:

Purpose of the anticipated expenditure:

Amount of the anticipated expenditure:  (If the expenditure exceeds the approved amount, what action is anticipated: i.e., spell out if further Board action is anticipated, the individual requesting authority bears the additional expense, or other options).

Justification:

Other information at the Boards discretion:

3. Any previously approved expenditures shall be promptly submitted to the Secretary in duplicate for reimbursement.  Failure to submit in a timely manner may, at the Boards option, jeopardize all or part of the reimbursement.  The Secretary shall promptly forward (within 10 working days) the reimbursement request to the President for review and approval.  Upon approval, the request for reimbursement shall be forwarded to the Treasurer for payment.

Disputes or questions regarding any reimbursement request shall be referred to the Board for resolution.

Officers of the Association who routinely incur out-of-pocket expenses in the course of their official duties shall be reimbursed in a timely fashion subject to Board review and, if necessary, limits.  The Treasurers expenses shall be reviewed by the President and paid by the Secretary, the Secretary’s expenses shall be reviewed by the President and paid by the Treasurer.

Association officer reimbursement requests shall include a listing by date and amount of all out-of-pocket expenses.  All expenses that exceed $10.00 MUST be accompanied by a receipt.

4. The Secretary, as official caretaker of the Associations correspondence, shall maintain one copy of each request for approval and reimbursement.  The original signed approval and reimbursement request shall be maintained by the Treasurer.  The Treasurer shall ensure that, upon reimbursement, the check number and amount are annotated on the Treasurers original copy of the reimbursement request.  A copy of this duly annotated reimbursement request, with check number and amount, shall be furnished the Secretary.  If requested, the payee shall also be provided a copy of the completed reimbursement document.

XIII. 
AUTHORIZATION OF NCAFDO SPONSORSHIP OF A TRAINING COURSE

A.
This policy and procedure applies to requests for NCAFDO approval of a training course, and authorization to use the NCAFDO name and logo in sponsorship of a course.

B.
Authorization to use the NCAFDO name or logo as a sponsor of a training course shall be made by the Association's Board of Director's.  The President will chair all Board deliberations except when the request of the President is being considered, in which case, the Vice President will chair the Board Meeting.

A request must contain the following information:

· Name of requestor

· Position in the association

· Address

· Phone and fax numbers

· Course date

· Course location

· Instructors

· Course outline or description (topics and schedule)

· Justification

· Other information

It is recommended that a request be submitted through the Chair of the Training and Education Committee.  However, a request may also be submitted directly to the Board.

C.
All requests for expenditure approval must be submitted according to Article XII of the Association's Procedures Manual.  Requests for course sponsorship and expenditure may be combined on a single application containing the following:

· Purpose of the anticipated expenditure
· Amount of anticipated expenditure

· Justification information must be added

D.
The Secretary will maintain a copy of each request for authorization of sponsorship.

XIV.  TRANSFORMING ISSUES INTO ACTION

Submission

1. A member or other interested NCAFDO participant develops an issue for consideration by NCAFDO. Each submitted issue or problem should include the following information:

· A description of the issue or problem.

· Rationale for NCAFDO’s interest or involvement in addressing the issue or resolving the problem.

· Proposed resolution of the problem. Proposed resolution of the issue or problem should be as specific as possible. (We assume that if someone cares deeply enough to submit an issue or problem, he or she has thought about both the problem and how he or she would resolve the issue if he or she was in charge…so, “if you were in charge, how exactly would you resolve this issue.”)

2. Member or other interested NCAFDO participant submits the issue or problem to the Resolutions and Issues Committee.

3. The Resolutions and Issues Committee receives submitted issues and assigns “Issue Numbers” to each submission. The number system identifies the subject area of the submission (i.e., administrative, laboratory, investigative/inspection, other). This identification system serves to categorize issues for further consideration by NCAFDO sections. All issues are collated and distributed to NCAFDO members at least 30 days before the next NCAFDO meeting.

Consideration

4. At the time of distribution, categorized issues are assigned to a section of NCAFDO for review and development of a recommendation to accept, reject, or modify solutions proposed by the person or organization submitting the issue.

If an issue may benefit from consideration by more than one section or committee, the issue is assigned jointly to more than one section or committee. A lead section or committee is designated to be responsible for negotiating a single recommendation.

If a submitted issue does not clearly fit into any of the areas covered by NCAFDO’s three working sections, the Chair of the Resolutions and Issues Committee, with concurrence of the NCAFDO President, establishes an appropriate ad hoc committee to review that issue (or those issues).

5. Each section or ad hoc committee considers assigned issues and develops a recommendation and rationale for acceptance, rejection, or modification of the solution proposed by the submitter of the issue. If more than one section or committee is assigned to consider the same issue, affected sections or committees attempt to consolidate or correlate recommendations before presentation of the issue to the NCAFDO membership-at-large. Responsibility for negotiating a common or complementary solution rests with the section assigned as “lead section”.

6. After consideration by the appropriate section, issues are returned to the Resolutions and Issues Committee for collation and presentation to the NCAFDO membership present at each NCAFDO business meeting.

7. Issues presented to the NCAFDO membership-at-large in attendance at each business meeting are in final form and, if necessary, include the rationale that underpins the recommendation. (Recommendations may include: NCAFDO procedural recommendations, training plans, revenue generating projects, public health issues NCAFDO wishes to advocate regionally or forward to AFDO for further review or broader application….).

Implementation

8. Final approval of member-approved issues and development of necessary action plans are performed or coordinated by the NCAFDO Board of Directors. The Board of Directors may also negotiate resolution of practical, unresolved details for issues approved in principle by the membership-at-large.

9. Whenever possible, the submitter of issues approved for action by the NCAFDO membership is included in implementing actions approved by NCAFDO. The rationale is that an issue’s sponsor will be its best advocate in converting the issue or resolution into an action.

10. Responsibility for monitoring progress, moving approved actions forward to conclusion, and reporting progress or resolution rests with the Section Chair or the chair of any specially appointed ad hoc committee. 

Progress reports include activities performed to implement approved actions, obstacles encountered, modifications implemented or proposed, present status of the project, and next steps.

Feedback

11. Responsibility for gathering, editing, and assembling reports on the status of in-progress action items rests with the NCAFDO Secretary. These activities are completed at least 14 days before each NCAFDO meeting.

12. The NCAFDO Board of Directors provides or coordinates the delivery of project or issue status reports via the NCAFDO newsletter and an “Action Status Report” at each NCAFDO business meeting. Reported actions are clearly identified as either in-progress/next steps or completed. 


[image: image1.png]



NCAFDO ACTION RECOMMENDATION 

20      MEETING
Please!!  One Issue Proposal per page (use the back or additional pages if necessary).  DEADLINE:

What's the Issue?


What do you think should be done?


What role do you think NCAFDO should play in:

Addressing the issue?

Solving the problem?


Submitter Name/Organization

Address:
                                                                                                          

                                                                                                          
Submit recommendations to: Chair, Resolutions and Issues Committee
XV.
RESOLUTION PROCEDURES OF THE NORTH CENTRAL ASSOCIATION OF FOOD AND DRUG OFFICIALS

1.
No later than 20 days before the opening date of each annual meeting, proposed resolutions from members and standing committees shall be submitted to the NCAFDO Resolutions and issues chairperson.

1. Each resolution shall be submitted in the form prescribed by the Resolutions and Issues committee.

2. Proposed resolutions will be accepted only if they are accompanied by a statement (not to exceed one page) summarizing the purpose of and the jurisdiction for the proposed resolution.

3. The Resolutions and Issues Committee shall review all proposed resolutions to assure clarity and form and may modify language if deemed advisable, as long as intent is not changed.  The Committee may combine resolutions that are similar in content and intent and inform the Board when presenting the revised resolution.

4. The Resolutions and Issues Committee shall also prepare and, by its chairperson, present those additional resolutions that by tradition are of a memorial or recognition nature or in good etiquette and are appropriate for the NCAFDO at the time and place of its annual meeting.

5. All proposed resolutions reviewed and approved by the Resolutions and Issues Committee shall be presented to the Board of Directors prior to the annual meeting for review and approval.

6. The Resolutions and Issues Committee shall be responsible for the reproduction of the approved proposed resolutions that are to be presented for membership approval.  They shall be made available for review by the membership at least one day prior to the business meeting.

7. All resolutions reviewed and approved by the Board of Directors shall be presented during the business session.

8. Floor action on resolutions shall be by a majority vote of the members present and constituting a quorum.

9. In the event an issue should arise of such importance as to warrant action, but have been unable to comply with 1-8 above, the Chairperson of the Resolutions and Issues Committee may waive these requirements to afford its presentation, further provided:

a.
The purpose/intent as to form and clarity has been approved by the Resolutions and Issues Committee.  

b.
Such floor resolutions be considered after all other resolutions have been acted upon.

10. Following the annual meeting, a copy of all resolutions pertinent to AFDO shall be forwarded to the AFDO Board for consideration at their annual meeting.

North Central

Association of Food and Drug Officials

Resolution

Resolution Title                                                                                                          Resolution  Number                                                                                                    Submitted By                                                                                                            Contact Person                                                                                                          Address                                                                                                                    Business Phone                                                       Fax #                                           Date                                                                                                                                                  
CONCERNING:Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

WHEREAS:Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx, and 

WHEREAS:Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx, and

WHEREAS:Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx, therefore be it

RESOLVED,Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx, and let it further be

RESOLVED,Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

XVI. AWARDS CRITERIA

A. MERITORIUS SERVICE AWARD

To recognize outstanding service to the NCAFDO organization, an award for meritorious service will be given to those individuals or groups who have, through a special act or service over time, done one more of the following:

1. Demonstrated a special loyalty to the organization which results in significant furtherance of the organization’s goal(s); 

2. Sustained effort, over time, to achieve the organizational goals;

3. Producing high-quality work, either on an individual assignment or on a continuing basis;

4. Exhibiting a special enthusiasm or commitment to NCAFDO goals;

5. Exhibiting a special ability to work with others.

Any NCAFDO member is eligible for this award, and any member may nominate any other member for the award.

Recognition will be given in the form of a plaque, letter, and other appropriate memento, such as a watch or similar article.

B. CERTIFICATE OF APPRECIATION

When an individual or group has performed a service for NCAFDO and the organization feels that it is appropriate to provide evidence of its gratitude, a certification of appreciation shall be executed and presented to that individual or group describing the organization’s appreciation for the service. 

Examples of efforts which could justify such a certificate include:

1. A presentation at a NCAFDO meeting or conference;

2. Service on a task force or committee appointed by the organization to accomplish one of its programs or goals;

3. An act or service inside or outside the organization which furthers the organization’s goals.

In order to document the issuance of a certificate of appreciation, the NCAFDO officers shall direct the printing of a document on which the organization seal or logo is inscribed along with its name and a statement that the certificate is issued in appreciation of support provided to the programs and goals of the NCAFDO organization.

XVII. DUTIES OF COMMITTEES

AWARDS COMMITTEE 

Task of Committee:  Identify and nominate individuals or group(s) deserving awards as established by the Association.

Duties of Committee:  

· Develop and maintain criteria for awards as set forth in the Procedures Manual. Changes to awards criteria must be approved by the Executive Board.

· Develop necessary forms to nominate individuals or group(s) for outstanding service to the Association.

· Seek and qualify nominations for awards using criteria as set forth in the Procedures Manual.

· Develop list of qualified nominees and submit to the Executive Board for their review and endorsement.

· Maintain a record of award recipients to be passed on to each succeeding Award Committee

· Coordinate presentation of awards by the President of the Association at the Annual Meeting.

CONFERENCE PLANNING COMMITTEE

Task of Committee: Responsible for planning the program and making all the necessary arrangements in conducting the Annual Meeting.

Duties of Committee:

· Vice-President works with host state/province and responsible agency to confirm ability to host and appoint committee chair approximately 18 months prior to the meeting.

· Host state/province and responsible agency solicits local volunteers to participate in committee, with others appointed as needed.

· Provides Board of Directors with options for specific meeting dates and location (city/hotel) approximately14 months prior to the proposed meeting date. Upon Board review, forwards hotel contract to NCAFDO President, Treasurer, or duly authorized individual for signature.

· Conference chair consults with NCAFDO Treasurer regarding budgetary guidelines.

· By the May Board meeting, committee develops proposal for the Board, taking into consideration different sources of funding to include registration fees for the conference and workshops, and corporate sponsorships. Goal is to break even or net a modest reserve.

· Utilizes Education and Training Committee as a resource to help identify suitable topics and speakers.

· With input from the Board of Directors and the Education and Training Committee, contacts potential speakers and confirms availability, audiovisual needs, etc.

· Works with sections and committees (e.g., Laboratory Section, Drug Committee) to coordinate potential pre- or post-conference workshops.

· Mails meeting materials to membership approximately 10 weeks prior to meeting and coordinates publicity with Media and Public Relations Committee and Newsletter Editor.

· Coordinates receipts and payments with NCAFDO Treasurer.

· Assembles meeting packets, registers participants, and attends to speakers needs.

· Provides post-conference report to the Board, including financial summary; forwards report to the next annual conference planning committee chair. 

CONSTITUTION AND BYLAWS

Task of Committee: Responsible for preparing and updating changes to the Constitution, Bylaws, and Procedures Manual of the Association.

Duties of Committee: 

· Prepare proposed changes to the Constitution and Bylaws as suggested by the Executive Board or other member of the Association. 

· Insure proposed changes to the Constitution and Bylaws are submitted in writing to the Executive Board 30 days prior to the Annual Meeting.

· Assist in vote tally of proposed changes at the Business Meeting.

· Update Constitution and Bylaws based on membership vote.

· Assist in distribution and routing of updated Constitution and Bylaws for signatures by the Executive Board. 

· File signed originals.

DRUGS AND MEDICAL PRODUCTS COMMITTEE

Task of Committee: To keep the membership informed of the latest developments in the field of drugs and other medical products and to provide training to members and industry.

Duties of Committee:

· Present a Drug Workshop, preferably as part of NCAFDO’s Annual Education Conference.

· Prepare agenda for Drug Workshop and other training sessions.

· Identify potential sources for attendees at Drug Workshop and other training sessions and prepare and mail notice and invitations regarding the same.

· Obtain adequate/proper facilities to handle workshops.

· Arrange for speakers/presenters at workshops.

· Arrange for audiovisual and other support for workshops.

· Arrange for other amenities such as lunches, breaks, etc. at workshops.

· Continually search for and keep up-to-date on the latest developments, technology, etc. in the areas of drugs and other medical products.

· Identify state and local agencies involved in the regulation of drugs and other medical products and coordinate activities, share information, etc. in furtherance of programs in these areas.

· Function as Resource Personnel and a source of technical information in the areas of drugs and other medical products for the Association.

· Work closely with the Board of Directors, membership, etc. and keep them informed of activities, progress, new developments/technology, organizational needs, etc. in the areas of drugs and other medical products.

· Prepare articles for the organization’s newsletter, The Informer, as necessary.

· Provide a source of revenue for the Association through registration fees at the Drug Workshop and other training sessions.

· Recruit new members to NCAFDO through educational and recruitment efforts at workshops, in newsletter items, etc.

EDUCATION AND TRAINING COMMITTEE

Task of Committee:  Responsible for development of training programs to be offered under sponsorship of the Association. The committee also serves as a resource to the annual meeting planners to identify topics or speakers.

Duties of Committee:

· Develop liaison and provide support to development and implementation of regional training workshops.

· Informally liaison and assist other work groups in coordinating, developing, or delivering training as training needs are identified and defined.

· Work with AFDO, USDA, FDA, and other AFDO affiliates, and individual state and local agencies and associations to determine and implement NCAFDO’s role in the delivery of training to state and local regulators. Seek opportunities to partner with AFDO and its’ affiliates in coordinating, promoting, and delivering this training whenever possible. 

· Provide at least one article for the newsletter on the committee’s overall progress on its’ charges or on a specific initiative or charge. Work with the Editor to agree on a subject and timeframe for deadlines. 

MEDIA AND PUBLIC AFFAIRS COMMITTEE

Task of Committee:   Responsible for generating publicity for promoting attendance at meetings or training workshops through the use of trade and professional journals or other publications or newsletters. 

Duties of Committee:

· Promote, coordinate, and support media coverage of subjects and presenters at the NCAFDO Annual Educational Conference

· Develop a prioritized work plan (what, who, when) for the Committee’s Media Plan and submit to the Board for review.
· Publicize NCAFDO’s achievements such as workshops and awards, in trade publications and the press.   Provide information about achievements or awards received by NCAFDO members to their hometown newspapers.

· Work with the Membership Committee to develop a communication strategy and informational materials about the proposed membership category/dues structure.

· Work with the Membership Committee to further develop and implement the promotional and informational aspects of programs or information targeted toward new members (e.g. mentoring

MEMBERSHIP COMMITTEE

Task of Committee:   Responsible for developing and executing membership drives, new member initiatives, and publications to promote membership in the Association.

Duties of Committee:

· Work with the NCAFDO Board to draft amendments that may be necessary to clarify the requirement that members of NCAFDO committees must first be NCAFDO members

· Develop a list of approaches or tips to assist long-time NCAFDO members in assisting new members to become active 

· Target member recruitment efforts toward a single specific group of potential members each year.  During the upcoming year, target recruitment toward attendees at last year’s Conference.

· Develop the mentoring concept to assist new NCAFDO members in understanding and participating in NCAFDO’s Annual meeting.  Expand the mentoring concept to develop the skill and foster the success of new committee chairs.

· Provide at least one article for the NCAFDO newsletter on the committee’s overall progress on its charges or on a specific initiative or charge.  

NOMINATIONS COMMITTEE 

Task of Committee: Responsible for soliciting nominations and holding elections of officers.

Duties of Committee:

· Solicit qualified candidates as nominees for the annual fall election of officers for Vice President (and President-elect), Secretary, Treasurer, and AFDO Representative if their respective terms of office will expire.  Develop a slate of candidates for these positions.  Develop and distribute a ballot to the NCAFDO membership in accordance with the by-laws and established procedures.  Include biographical information for each candidate with the ballot.

· At the request of the NCAFDO Board, schedule any special elections during the year that may be required if an officer vacates a position prior to the expiration of their term of office.

· Provide articles to the NCAFDO newsletter related to nominations for officers of NCAFDO, and the final results of the election.

RESOLUTIONS AND ISSUES COMMITTEE 

Task of Committee: Responsible for administrative handling of “issues into action” items and resolutions put forth by the NCAFDO membership 
Duties of Committee:

· Encourage and solicit “issues into action” proposals and resolutions on timely topics from NCAFDO sections, committees, and the membership at large prior to the annual meeting.  Recommend improvement that may be warranted to increase the number or quality of submissions.
· Assign “issues into action” proposals received to one or more NCAFDO Sections for review and development of final action recommendations and distribute submitted proposals to the NCAFDO membership prior to the annual meeting in accordance with Article XIV of the NCAFDO Procedures Manual.
· Present Section recommendations on “issues to action” proposals to the NCAFDO membership for approval at the annual meeting.
· Review, edit and finalize resolutions received through consultation with the submitter in accordance with Article XV of the NCAFDO Procedures Manual.
· Prepare resolutions that are of a memorial or recognition nature that are appropriate for NCAFDO at the time and place of its annual meeting.
· Submit resolutions to the Board of Directors for approval prior to the annual meeting, and then to the membership at the annual meeting in accordance with Article XV of the NCAFDO  Procedures Manual.
· Forward copies of all resolutions passed which are pertinent to AFDO to the AFDO Board for consideration at their annual meeting.

· Provide articles to the NCAFDO newsletter related to resolutions adopted by the NCAFDO membership.
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