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President

July:

Prepare welcome speech for OML

Augug Boad Meeting Agenda+ directionsto ge there

Set future meeting ddes

Create nametags and dates for boad members

Find ahog of the meeting (for food grvices + meeting plkce)

Set up agroup of he OCTM Boad Membersin your email address book
Submit your aitoria by July 1

Augug:

e Attend OML and give welcoming $eech

* Condud Boad Meeting

e Set future meeting ddes

* Prepareroder of email and physcal addresses of dl boad members (updde ona
regular basis) give thislist to the TOMT editors Membership Char, Treasurer, and
Secretary

* Arrangefor an OCTM table a the NWMC

* Revidgt the Mission Satement and the Goals in orde to st up your $rategic action
plan for the year.

September:
* Write naes for the Fall Boad Meeting
* Check on hearrangement for an OCTM table & the NWMC

Octobe:
* Discuss proposis for Delegae Assembly
* Promote either NWMC or Sate of Jefferson Confeence
* Form nominaion committee for Soring Elections
* Begin to ketch outyour 2nd elitorial for the TOMT

November:
* Letter of funding and ore of thanksto MLC
* Prepae for theWinter Board Meeting Agenda
* Submit your aitorial by November 1

December:

* Apply for the OEA grant ( by writing aletter to the pe'son in charge of OEA Center
for Teaching and Learning) in the past we have asked for $2000Dthese fundssupport
the publishing ofthe TOMT magazine. Write a thank you nae for the funds

* File OCTM Delegae Assembly report

* Winter Board Meeting agenda+ meeting

* Conitnuecontact people who have been nominaed for the upcoming election B secure
their names and give the names to the Vice President



Should hare people secured for the naminations

Updae your boad roger, check on your mme tagsand your nane plates

Send outthe Winter Board Meeting agenda and theindructionsas to howto drive
there

Begin looking for egistration +airfare to the NCTM Confeence

Ask arearepsto submit naminaionsfor Regiond Awards

Februay:

Prepare for the Spring Baard Meeting

At the Spring Boad Meeting the officers could tell you if they are planning on
returning in their postion

Start looking forthe NCTM Regional Leadership conference, decide who will be
attending Busudly it is the President, NCTM Representative, the TOMT Editor and
the Vice-President

Regiond Awardsbsend outor give to the Area Reps a the May Meeting
Check roger

Begin working on heagenda

Submit report on Regiond Awardsby March 1

Board should goproveof the nominationsfor the offices

Contact the Vice-President with the names of the nomnaed people so they may get
the information and the ballots out to the membership

Condut theelection

Prepare for the Spring Baard Meeting

Begin to replace vacating boad members

Attend NCTM Confeaence

Spring Boad Meeting + agenda + directions
Introduce new officers
Participatein NCTM Regiond Leadership Confaence

Check with the boad members D solidify ther email addresses and their physcal
addresses
Check with OML groupbwhat do they ne=d
Begin to think aboutthe Summer Board Meeting
Begin to ketch outyour litorial for the TOMT magazine
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Vice President

Assume the duties of the president during a temporary absence of the president.
Assume the office of the president when the president is on vacation.
Represent out of gate members on the Executive Boad.

Conmpos, mail, and mllect ballots for dections both annual and Pecial.
Collaborae with president and oter officers of the boad.

Assume responsbility for the OCTM booth & NWMC

Submitted by Trudy Mitchell May, 2004(revised November, 2009

Pag President
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Recording Secretary

OCTM President and Treasurer are elected together with oneyear of training and two years of service.

OCTM Vice President and Recording Secretary are el ected togaher in the off years. Theterm of office begins
with atraining at the last Board meeting of theyear they were elected followed by two years of service.

The Oregon Coundl of Teachers of Mathematics Conditution, dated Augug 9, 1999, states, "The Corresponding
Secretary shdl keep an accurate record of minutes of the meetingsof the Executive Board."

Formatting the Minutes

1. Createanew doaument. To format this doaument shdl for the minutes thefollowing has been used:

Heade Bold, 12-point font, Times
Meeting Categories Bold, 14-point font, Times

Call to Order

Discussion Items

Old Busness

New Busness

Boad Membe Reports

Area Representative Reports
Individual Topics Bullet, Bold, 12 point, Times font;
Motions Itaic, 12 point, Times font
Board Member Reports Quotes, 11 or 12 point, Optima font

(This hdpsthereader identify a different writing voice.)

Body of each topic Plain, 12 point, Timesfont
Speker for each topic Plain, 12 point, Times font

2. Abbreviationsare used liberally in our educationd busness butwrite outthefull name thefirst time it
appearsin theminutes followed by its abbreviationin parentheses. After that, feel free to use the shortcut!

3. Capitalize thewords Area Rep, Board, Board Member, and each Board postion as away of hororing each of
those postions

OneMonth Prior to Board Mesting

4. Typeuptheminutes taken during the previousmeeting, usng correct verbsand spdling. Send the minutesto
the OCTM President for review andto check for accuracy, if the President so desires. Each President opaates
differently onthis aspect of procedures. ThePresident will then make correctionsor make suggestionsfor
changes, if deamed necessary.

5. TheBoad Minutes should be sent out electronically in Microsoft Word format. Also send theminutesin
Appleworksformat. Asthethird methodof attemptingto reach all Board Members usng avariety of platforms
and software, copy the minutes into the email message box to send out

Two to Three Weeks Prior to Board Meeting

6. Sendtheminutes out electronicaly, in Microsoft Word and Appleworks and email, to all Board members
asking for editing and correcting changes. To clarify, these are the minutes of the mog recently completed
Board meseting.

7. Set upadoaument shdl to receive Area Rep and Board Member repotts prior to the next Board meeting.

Send an electronic request to Area Representatives for their area reportsto insert into this doaument shdl. Also
send an electronic request to al the Board members requesting ther Board Member reports. Area Repsand
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Board members should send ther reports electronically to the Recording Secretary prior to thenext Board
meeting. Alwaysreply to the sende tha the document or requested information was received.

One Week Prior to Board Meeting

8. Make the correctionsto the minutes and then print enoughcopies of minutes, back to back and stapled, to
distribute to all Board membersin attendance at the beginning of the Board meeting. Currently, about 49 copies
are needed at themog, assuming everyoneshows up. The Augug Board meetingin McMinnville has the
highest attendance and the spring meeting in Bend/Redmond has the lowest attendance.

9. Thecog for copying the minutes may very well be absorbed by the Recording Secretary's educationd
inditution. If the Recording Secretary needsto utilize the services of a copy center or unganerousschool the bill
should be submitted to the Treasurer for reimbursement.

At the Board Meeting

10. TheRecording Secretary sits next to the President and near an electrical outlet to access electricity for the
computer. It'sagoodideato have an extengon cord always on hand.

11. Distribute theminutesto all people present at the Board meeting before the meeting is called to order.

12. Each President handles attendance in a different manne so clarify with the current President the President or
the Secretary will berespongble for this. The President or the Recording Secretary should send around an
Attendance Sheet at the beginning of the meeting asking everyoneto signin. Theshest is also the appropriate
place for attendess to record changes in name, address, email, etc. For legibility reasonseach personisasked to
PRINT thdr names.

13. Recordingthe proceedings
¥ Times--gtart and end times; who called meeting to order; when breaks (induding lunch) were
taken and when reconvened
¥ Motions-who made motion; who seconded motion; whether motion passed or failed.
¥ The Secretary should record discussionsfor all thetopics ontheagenda
¥ Theorganization of the minutes roughly follows this format:

~ Call to Orde
Welcome and Introdudions Approvd of Minutes; Proposd Additionsto Agenda
SignIn Sheet; Area Rep Reports--Oral
~ Discussion Items
~ Old Busness

l

New Budness
Boad Member Reports
President; Vice-President; Past President; Recording Secretary; Membership
Secretary; NCTM Representative; Conference Coordingor; Grant
Coordinaor; OregonDepartment of Education, Assessment; Oregon
Depatment of Education, Curriculum; Historian; OMEC; TOMT; OML;
Publicity; Scholarship; Contests, TOTOM; WebmistressWebmaster; Mailing Clerk
~ AreaReports
Areareports may bedoneorally during Call to Order or following the Board Member

Reports. | will follow Jerri Wickert's formatting by induding the Area Reports at the
condusgon of theminutes.

l

Following the Board Meeting
14. Thenewly approved Board minutes, dongwith all the printed Board member reports (such asthe

Treasurer's Report) and other handous gointo athree-ring notebook Currently there are three notebookstha
contain theminutes. Thefirst notebook containsminutes from March 2, 1991to April 29,2000. Thethird
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notebook containsthe mog current version of the OCTM Conditution, and minutes from Augus 6, 2000to
present.

15. Electronicaly send the newly approved minutes to the Webmaster in html format.

16. Theminutes of themog recently completed Board meeting should be sent to the President so tha /hecan
write asummary of that Board meeting. These are notthe approved minutes, jus aroughdraft.

Prior tothe lag Board Meeting of the Year

17. Prepare Professiond Development Unit certificates for each Board member. Have them ready for the
President to sign and distribute at the spring Board mesting.

At the Conclusion of the School Year/OCTM Board Y ear

18. Every May issueof TOMT has an article abou the newly recognized Area Rep Awards Add thenew
awardess to the spreadsheet doaument. This then will beready to send to whoever requestsiit.

19. At the completion of a school year, which correspondsto the OCTM Board meeting cycle, compile al new
policies and motions(other than those pertaining to accepting the minutes and Treasurer's budgé) into a
spreadsheet. Since motionsbecome policies, thisis avery important doaument for guiding future decision
making. Print enoughcopiesto give to each Board member at thefirst meeting of the next school year, typicaly
theMcMinnville meeting prior to OML.

20. Also at the conduson of the school year, compile theyear's minutes, and the current Congitution, and the
updded Policiesfor archiving. In the past, these were stored on 3.5-inch floppydisks. Thos disks are going the
same way asthewild buffalo! Burn a CD with these documents and send to the Historian. Currently the
Historian is Judy Johnson.

21. If there have been any changes to the Conditution or Mission Statement during the school year, make those

changesin theappropriate doauments. Indudethedate of revisonasafoater. Prepare enoughcopiesto
distribute to the Board members at the Augug meetingin McMinnville.

Thecycle beginsagain.
Miscellaneous Points
1. TheCongitutionrefersto the secretary asthe Corresponding Secretary. Thebdlots, Agenda etc,, refer to the
postion as Recording Secretary. Thiswill bechangel if the Conditutiond amendments are accepted during the
statewidevote in spring 2007

2. How and wha should berecorded needsto beworked out between the President and Secretary: Should exact
comments berecorded or should the discussion be summarized?

3. The Secretary should clean up spdling and grammar of submitted repotts.

4. Any material handed out at Board meetingswill be kept for indudonin the Secretary's notebook of minutes.

Submitted by Patty Sandoz
Revised Januay 2007
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Treasurer

Monthly: Pay OCTM bills
Recondle bank gatements
Balance Books
Monitor OCTM finandal statements: CD®. Scholarship funds ec.
Keep aufficient bdance in U.S. Pog office for mailing (pemit # 513)

Quarterly: Prepare finandal reports for OCTM Boad Meetings
Give finandal advice to OCTM boad

Yearly: Prepare 1099 forns (at present, orly Joe Spoone) duebye Jan. 3
Prepare 990 ncome tax forms for OCTM id # 936034275 (dudsy Nov. 13"
Prepare budgefor OCTM for ensuing year- present at Augug boad meeting

Bi-yearly:Have audit completed by certified accountant
Specific responsbilities:

Aug. 10bpay grgphic artist

Sep. 10D pay grgphic artist

Nov. 10 pay grgphic artist

Dec. 10Dpay grgphic artist

Feb. 10D pay graphic artist

April. 10Dbpay annud NCTM dues

Spring: pay annud pog office pemit

December- pay annual pog office pamit

Contact schdarship winna's with amount rewarded, responsbilities of
scholarship avardees, send history of shdarship for each of Fineran,
Schaaf/McFadden and OCTM scholarships.

Submitted by Chuek Peterson  anuay, 2004
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Member ship Secretary

Maintain OCTM daabase as new and renewal membership

Provide current mailing list for TOMT mailing.
Provide mailing list for other OCTM related mailings
Print and prepare renewal mailings(May & September)
Provide Membership datistics

Respond © membership inquiries

Conference Coordinator

30 min/day as applications
are received.

2 hrdday during
membership dive

8 hrgyr

5 hrgmailing
30 min/wk
1 hr /week

Recruit/Train leadership for Oregon-hoged NW Math Conferences.

Represent OCTM a NW leaders (BC and WA) fundions

Provide supportfor local areasin planning and organizing workshopsand conferences

Coordnae OCTM OnSte Workshops
Audit speaker expenses and gipends

Participate in planning for future OCTM prograns, conference worshops

Submitted by Fhil Bartsum  Jnuary, 2004

Historian

Maintain an archive collection of OCTM doauments, induding past issues of
TOMT, programs from past NW Math Confeaences, and summaries and minutes
from previousboad meetingsindexed by date and who was the OCTM President at

thetime.

Research these files a the request of exec boad members
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e Submit articlesin TOMT for the Historian column.

* Attend OCTM Boad meetings

* Reportto the exec boad at these meetings

Submitted by Jm Specht 1-31-04

Publicity Chair

J Math Education Awards

Mildred Benne, Oscar Schaaf, Hall of Fame

Write application for TOMT in early January to show in ring publcation (asking
for nomnaiong

Char thecommittee for selecting Awardees (vote at Spring Baard meeting)

Tell OCTM President, 0 hdshecan call successful canddates

Send letters to nonsuccessful candidaes thanking them for paticipating in the
election

Contact find awardees and st up aninterview so that you @n write three articles
for TOMT (duethefollowing fdl)

Write articles (hdpsto have them give you aresume or summary of what they
have accomplished)

Orde plagues to begiven at Math Leaders

Contct families andindite to the awardOgresentation

Communicate with people who nomnated recipients and ask them to give an
introdudion & Leaders

Communicate with pressif approprete

Have plagueengraved from State for Hall of Fame pe'son

J Presidential Awards

After find candidates are selected, contact them abou wring an

article for TOMT andtell them they will aso behonorel & Math Leaders (dl
findists, notjus eh oneG@vinngO

Set up interviews with them and inform them of colored phobs8 x 10

for display and 3 x 5 for OMT

Display 8 x 10 pctures and aticles a Math Leaders

Invite families to avards and give them sweat shirts (not plaques)

Honor hem at Awards ceremony

Write articles for TOMT duein early August

Communicate with press if approprete

. High Shool Senior Awards
In the spring, ®nd certificates to every high school in the sate, induding paochia
and oher church-related high £hools. Can gd list from Ginge Redlinger, date math
person.
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Hogitality needs
- Present or plaquefor ougoing OCTM President
- Booth & other conventions
- Cadsfor thos leaving the Board

18



Scholarship Chair

Each fiscal year in Augug a the board meeting, ak the treasurer for the fundsavailable
for scholarships

At the Augug boad meeting, TOMT should have advertised scholarshipsfor the
regiond conference. Check the duedae and that the address for gpplicationsis yours.
Form a committee to review applicationsat lundh. Infom treasurer of recipients,
amounts, and purpos of anount The treasurer will contact recipients with acontract.
Inform each applicant of committeeOslecisions

At the Jan/Feb baard meeting repeat the procedurefor applicationsbutto the naional
conference.

At the April/May boad meeting, repeat the procedure but for summer school.

Updae amourts of scholarships each quater and review amounts with treasurer.
Review the requirements of each type OCTM, Don FAneran, and Shaaf/McFaden.
Keep agpreadshect of review proass to know amounts spent and who received funds

Submitted by Nancy Roges duly, 2004.

Contest Coordinator

Provide information viathe OCTM webste to Oregon tachers aboutmath contests.
Names of thetop Oregon Invtational High School Math Conest winners are also
published in TOMT. Itisthejob ofthe Contest Coordnaor to collect this information
and meke sureit is submitted to the TOMT editor.

When necessary, atend meetingswith Oregon @mmunity colleges and 4year
universities to hdp coordinae the Oregoninvitationd Math Tournanent.

Attend OCTM Boad meetingsand reportto the OCTM boad on ssues related to vaious
contests. OCTM has traditiondly funded meddlionsfor the Oregon Invtational Math

Conest and the Conest Coordnator should e tha the hod school has information
aboutthis.

Listserv Manage
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Managethe OCTM Listserv 30 min/day
* Approvenew Subgribers
* Delete Subscribers
* Monitor Error Messages

Keeper of TOM Tsand Books

Managing CCTM materials 1 hriveek
* Distribute old TOMTs
*  Supply MLC and Ludy with OCTM Books
« Provide TOMTs and Booksat math conferences.

TOTOM Representative

Facilitate relationship beéween OCTM and college and unversity mathematics education
faculty by
* Reporting ationsand activities of Teachers of Teachers of Mathematics (TOTOM) to
the OCTM boad.
* Communicating actionsand activities of OCTM to highe education faculty.

* Actasaliaison baween OCTM and TOTOM.
 Providing smples of TOMTO4go bedistributed to preservice teachers (as they are

available).

NCTM Representative

Grant Coordinator

20



Mailing Clerk

TOMT Co-Editors

There are two co-editors assigneal the task of publshing the six issues of TOMT each year.
Because this boad postionindudes a stipend, the responsbilities of the TOMT Co-Editors
are extengve. Future canddates for this postion sould "shadow' the current Co-

Editor whomheor dheisreplacing foraterm of a least one year before assuming mwmplete
responsbility for the work of tha Co-Editor. A binde detailinglists and imelines for dl
TOMT responsbilities will be passed on b each Co-Editor upon asumingthis postion.

Webmader

Because thisboad postionindudes a gipend, the resporsibilities of the Webmaster are
extensve. Future candidates for this postion $iould GhadowOthe current Webmaster whom
he or shewill bereplacing for aterm of a least oneyear before assuming complete
responsbility for thework of theWebmaster. A binde detailing lists and timelines for al
Webmaster responsbilitieswill be passed on b each Webmaster uponassuming this postion.
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OCTM Area Representative
Responsibilities
* Attend board meetings.

Area Reps are expected to atend fourExecutive Board meetings per year, beginning with
the August meeting preceding the Oregon Math LeadersO Confenceat Linfield Cdlegein
McMinnville. The other meetingsare held in variouslocationsin the state to sharethe
burcen of travel. Travel expenses are reimbursed by OCTM. Carpoolingis highly
recommended, and it is not required for bdh representatives to bepresent at each meeting.
Area Reps are responsible for filing awritten report with the Secretary reporting what is
goingonin ther area

 Attend the Oregon Math Leader sOConfer ence.

Each year in Augudt, leaders in the mathematics community areinvited to meet for the
purpose of sharing ideas, discussing philosophy, and recelving thelatest information from
the ODE. During this conference, Area Reps facilitate Area Meetingsand act as leadersin
the planning of activities to promote math education. Area Reps are responsible for
identifying math leaders/advocates in each of the districts they represent so that they may
be invited to this conference.

* Share current information in math education.
Area Reps should keep acontact list that enables them to communicate with dl of the
schodsinther area. They act as liaisons to share information about conferences and
workshops. Ramind members to vate in the January dections

e Spread enthusiasm for mathematics.
Area Reps can spread enthusiasm within the community of math educators in ther area by
planning, coordnating and hosing workshops and et-togethersQ They are encouraged
to make plansfor a least oneworkshop in ther area. They should actively recruit new
members for OCTM.

* Select teachersto receive OCTM Area Awards.
Each Area Rep is asked to select oneteacher each year to recevean OCTM Area
Recognition Award for the promotion of mathematics and excellence in teaching. Forms
will be distributed prior to the Fall Board meeting.

e Stress membership for ALL math teachers.
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TimeLine

Summer

* Plan thearea meeting o be hdd duing OML.
August

* Attend OCTM Boad Meeting prior to OML Confaence.

* Turnin Area Report to Recording Secretary.

e Attend OVIL.

0 Welcome newcomers from yourarea (act as hog).

Facilitate Area Meetings
Begin aproaess of ngworking.
Determine an ODE/OCTM building cntact for each school in you area
Assign aealeadersto locate first year teachers, teachers new to teaching neth,
or teachers new to Oregon n the variousschool districts.
0 Remind them of the Northwest Math Conkrence.

O O OO

September
* Contact first year teachers, teachers new to teaching meth, or eachers new to Oregon
to give them complimentary TOMTs and membershipsfor oneyear.
* Finish contacting aea schods for an ODE/OCTM building contact.
* Advertise the Northwest Math Confeence and oher math conferences.
* Coninueto gress OCTM membership for ALL math teachers (dementary or
seconday in your aea).
October
* Attend the Northwest Math Confeence and the OCTM Boad Meeting.
* Turn in Area Report to Recording Secretary.
* Turn in Area Recognition Award forms to the President.
January
e Attend OCTM Boad Meeting.
0 Pick up Area Recogntion Awardsand pins.
* Turn in Area Report to Recording Secretary.
e Turn in listing of nomnationsfor OML.
May
e Attend OCTM Boad Meeting.
* Remind high £hodsto nd nanes of OCTM Math Awardees to Publicity Char.
* Turn in Area Repott to Recording Secretary.
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OCTM Area Report

Arex
Representatives:
Date:

Wha(@ new in your area?

Area Rep Recognition Form

Section A: Area Numbe: _ Area Rep Name:

Section B: Name of Awardee:

School Affiliation/Location:

Section C: Role for which this person is bang recognized (please
check ore):

____Teache ____ Sudent _____Administrator
Rarent ___BudnessPerson  Shool Board Member

____Benefactor _ Che

Section D: Pease write 3-5 sntences describing why youchose this
person.
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Sample Introduction L etter

Augug 2005

Dear Math Enthusast/Administrator,

Greetingsfrom the Oregon Coundl of Teachers of Mathematics. My nameis
(insert name here) and | am the OCTM Area Representative for your school
district. It isapleasure to represent your schooland | look forward to yourinput
in math education.

OCTM isour state's professiond math organization with a primary god of
suppoting the mathematics education community in Oregon. As pat of my
Area Representative responsbilities, | would like to let the OCTM Board know
aboutactivitiesin our area. If you have any activities tha would interest the
math community, such as workshops contests or activities you have doneor
anticipate doing, | would be hgppy to pass ontheinformation. | would also be
willing to share concernsaboutmath issues. In the past when peoplein OCTM
have broughtup concernsaboutthe state standads  we have been able to work
with the Oregon Depatment of Education to revise thos standads

We are aso looking for school contact people. These school contacts would
receive information directly from ODE and OCTM conaerning information on
thelatest hgppeningsin math at the state level. If you are interested in becoming
a school contact, or know someonewho would beinterested, please let me know
by emailing me at (insert your email address here).

If youwould like more information aboutOCTM, please contact me or feel free
to visit our web site at www.octm.org. It containsinformation aboutupcoming
events, membership, terrific linksto other math sites, officials tha you can
contact with conaernsand questions and alistserv so you can beinvolved
directly with convesationsin the Oregon math community.

| am looking forward to working with you in the coming year.

Sincerely,

(Insert name, address, phonenumber, email--if appropriate)
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