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	ILOTA Committees
	Description of Responsibilities
	Frequency of meetings
	Mode of meetings
	Works with the Following Board Members:

	Communique Newsletter Committee
	· Contact peers/colleagues to request them to submit articles
· Write articles related to practice area/experience
· Assist with reviewing/editing articles
	4-6x/year
	Conference call
Email correspondence
	Newsletter Coordinator

(Carrie Nutter)

Director of Communications (Carolyn Calamia)

	Website Committee
	· Assist with reviewing website for current content

· Assist with submitting OT related content for publication on website, Facebook, Twitter

· Contribute to News You Can Use

	1-2x/month
	Conference call
Email correspondence
	Website Coordinator

(open)

Director of Communications

(Carolyn Calamia)

	Archives Committee
	· Assist with monitoring official documents of the organization
	1-4x/year
	Conference call
Email correspondence
	Archives Coordinator

(Kathy Preissner and Ashley Stoffel)
Secretary (Lisa Iffland)

	Conference Proposal Review Committee
	· Review conference proposals and provide ratings/feedback utilizing structured audit form
	1-3x/year
	Conference call
Email correspondence
	Conference Coordinator/Professional Development Coordinator (Anne Kiraly-Alvarez and Lisa Castle)
Director of Finance (Lisa Mahaffey) 

	Public Policy Committee
	· Review legislative documents

· Share updates from local or state policy meetings with ILOTA board

· Keep abreast of policy changes related to OT practice and communicate to ILOTA board

· Share updates from AOTA/ILOTA to membership (i.e. at District Meetings, via Communique or website updates)


	1-12x/year
	Conference call

Email correspondence

Face to face meetings on occasion/as needed
	Public Policy Coordinator (open)

Director of Advocacy (Robin Jones)

	Conference (Resource

Development)

Committee
	· Assist with planning for conference which could include any of the following:  scheduling, brochure development/review, event planning, preparing name tags/folders/bags

· Assist with silent auction

· Assist during conference which could include any of the following:  registration table, SIS tables,  sign in sheet/CE distribution for sessions, vendor registration
	Potentially 1-6x/year depending on needs between May-Nov

1x/year at conference

1x/year at conference
	Mostly email communication

(other meetings established as needed)

Email communication

Email communication
	Conference Coordinator/Professional Development Coordinator (Anne Kiraly-Alvarez and Lisa Castle)
Director of Finance (Lisa Mahaffey)

	Awards Committee
	· Review award nominations and participate in selection process
	1x/year
	Face to face
	Awards Coordinator

 (Susan Quinn)

	CE Committee
	· Assists with coordinating ILOTA CE events

· Contact peers/colleagues to be potential speakers 

· Attend CE events if able to represent ILOTA (answer questions about the organization)
	As needed
	Conference calls

Email communication 

Face to face
	CE Coordinators

(Catherine Brady and Kim Bryze)

Director of Finance (Lisa Mahaffey)

	Nominations Committee
	· Contact potential candidates for executive board positions 

· Assist with elections process
	1x/year
	Email Communication
	Activation Coordinator

Secretary (Lisa Iffland)

	Membership Committee
	· .Assist with recruitment of new members
· Assist with retention of current members
	1-4x/year
	Conference calls
Email communication

Face to face as needed
	Recruitment Coordinator (open)
Director of Membership

(Kylene Canham)
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