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Beginning with 2009/2010, committee chairs will be asked to institute the following organizational structure to their committees to ensure productivity of all committees as well as the development of leaders within NASIG.

Incumbent co-chairs serve as mentors to incoming co-chairs and are responsible for the following:

1. Working with the incoming co-chair to set the task calendar for the upcoming committee term. This should be accomplished by the beginning of August.

2. Asking committee members to indicate their preferences regarding task assignments and making those assignments. This should be accomplished by the beginning of August.

3. Set specific task deadlines for the committee term and indicating when reports are due to the Executive Board. This should be accomplished by the beginning of September.

4. Monthly follow-up with committee members on the tasks they are working on and along with deadline reminders as appropriate.
5. As the committee is assigned new tasks by the Executive Board, recruit a volunteer from the committee to be the point person or champion for the task and help this person set task deadlines.

Incoming co-chairs are responsible for the following:

1. Becoming familiar with all the tasks assigned to the committee. This should be accomplished by the beginning of August.

2. Learn who all the committee members are and what tasks teach has been assigned. This should be accomplished by the beginning of August.

3. Work with co-chair to assign task deadlines and learn when all reports are due to the board. This should be accomplished by the beginning of September.

4. Split the monthly follow-up duties with co- chair.

5. Work with the co- chair to partner reluctant and/or nonresponsive committee members with active/responsive members.

Divisions of tasks:

Each committee has regular tasks that are indicated in its charge. Other tasks may be assigned by the Executive Board through board liaisons. Each committee chair will need to set priorities. For example, this is the breakdown of regular tasks assigned to the Awards & Recognition Committee:
1. Travel arrangements for award winners (2 members)

2. Arranging the Mexican student grant award (2 members)

3. Communication of awards cycle (2-3 members)

4. Rewording of award descriptions as needed (2-3 members)

5. Vetting of award applications (all committee members)
When assigning tasks, co-chairs should (whenever possible)pair a veteran committee member with a newly appointed committee member to work together; this helps build in redundancy for yearly tasks and provides a back-up contact as needed for follow-up. This also helps develop leadership and mentorship within the committee structure.

Board liaisons:

Each committee and task force is assigned a board liaison. This person will provide communication from the board to the committee and will act as a conduit for any questions the committee has to the board. The Executive Board liaison will also send reminders about when board reports are due, when  budget requests should be submitted, and when certain tasks need to be accomplished according to the NASIG Working Calendar. 
http://www.nasig.org/about_workingcalendar.cfm
The Executive Board liaison can also advise on how to communicate with the NASIG membership and other committees and task forces as needed. Lastly, the board liaison can advise on task setting for relatively new committees as well as help with prioritization of tasks as needed.
