


[bookmark: _GoBack][image: ]


Committee Description

	Name:
	Communication

	Purpose:
	1. To coordinate communication about the Society; and 
2. To execute the annual election process for open Board positions.

	Composition:
	The Committee shall be composed of a minimum of four active MnSHRM members in good standing.  
Committee members are appointed by the Board.  
New committee members are appointed each year to accommodate turnover.

	Term of Service:
	Two-year term, renewable per Board discretion.

	Duties:
	1. Maintain knowledge of Communication Committee description, MnSHRM Bylaws, and ASHRM Chapter Agreement.
2. Appoint a committee chair from among 2nd year committee members.
A. Committee chair will schedule and preside over meetings.
3. Elections:

	July
	Confirm with the President open Board positions for the coming year.
Solicit nominations from Society membership for open positions.

	Aug-Sept
	Select eligible candidates from the nominees based on position requirements. Contact eligible nominees, ascertain their willingness to serve.
Request biographical information from eligible nominees who desire to serve.

	Oct
	Distribute ballot- list of candidates & bios to the membership for voting.
Establish deadline for voting - mid November

	Nov
	Tabulate the votes. Upon completion, report the election results to: 1) the Board, and 2) all candidates.  

	Jan
	Report election results to the Society membership at the Annual Meeting. Report election results to ASHRM via the ASHRM Chapter Annual Report form (part of the ASHRM Chapter Agreement) by January 31st .



4. Communication:
A. Maintain and manage MnSHRM Star Chapter website, www.mnshrm.org.
1.  Solicit desired content for website, e.g., articles, links, news, photographs
2.  Review submitted content for compliance with Society Bylaws.
3.  Update website in a timely manner. Updates include election results, upcoming educational programs and annual meeting, annual meeting minutes, and additional content reviewed and approved by the committee.
B.  Inform ASHRM of upcoming Society events via the Chapter Events Communication form (part of the ASHRM Chapter Agreement).
5. Reporting: 
A. Maintain and provide monthly meeting minutes to the Board.
B. Committee chair or designee will present an Annual Report at the Annual Meeting summarizing the committee’s activities.
C. Maintain meeting minutes and provide Secretary electronic copies at year end.
6. Other duties as requested by the Board.

	Conflict of Interest:
	All committee members must promptly make full disclosure to the Society of any existing or new employment, activity, investment or other interest that might involve obligations that may adversely compete with or be in conflict with the interests of the Society.

	Originated:
	October 7, 2002

	Revised:
	December 13, 2011, January 9, 2015, October 13, 2017
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Committee Description

	Name:
	Education 

	Purpose:
	To plan and conduct educational programs that promote the professional development of Society members in alignment with the MnSHRM strategic plan.

	Composition:
	The Committee shall be composed of a minimum of seven active MnSHRM members in good standing. 
Committee members are appointed by the Board.  
New members are recruited each year to accommodate turnover.

	Term of Service:
	Two-year term, renewable per Board discretion.

	Duties:
	1. Maintain knowledge of Education Committee description, MnSHRM Bylaws, and ASHRM Chapter Agreement.
2. Appoint a committee chair.
A. Committee chair will schedule and preside over meetings.
3. Education:
A. Obtain the annual budget allocated to educational programs. 
B. Conduct ongoing educational needs assessments of the membership. 
C. Plan, coordinate and present three educational programs each year:  Annual Meeting, Spring and Fall.
D. Conduct and track evaluations of educational programs.
4. Collaboration with Communication Committee liaison: 
A. Notify the liaison of upcoming programs – date, time, location, topics and speakers for posting to website.
B. Send meeting materials to liaison to post – registration, speaker bios, slides, handouts, survey results.
5. Reporting: 
A.    Maintain and provide monthly meeting minutes to the Board.
B. Committee chair or designee will present an Annual Report at the Annual Meeting summarizing the committee’s activities.
6. Other duties as requested by the Board. 

	Conflict of Interest:
	All committee members must promptly make full disclosure to the Society of any existing or new employment, activity, investment or other interest that might involve obligations that may adversely compete with or be in conflict with the interests of the Society.

	originated:
	October 7, 2002

	Revised:
	December 13, 2011, January 9, 2015, October 13, 2017
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