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President 
 

 
July: 

• Prepare welcome speech for OML 
• August Board Meeting Agenda + directions to get there 
• Set future meeting dates 
• Create nametags and plates for board members 
• Find a host of the meeting (for food services + meeting place) 
• Set up a group of the OCTM Board Members in your e-mail address book 
• Submit your editorial by July 1 

 
August: 

• Attend OML and give welcoming speech 
• Conduct Board Meeting 
• Set future meeting dates 
• Prepare roster of e-mail and physical addresses of all board members (update on a 

regular basis) give this list to the TOMT editors, Membership Chair, Treasurer, and 
Secretary 

• Arrange for an OCTM table at the NWMC 
• Revisit the Mission Statement and the Goals in order to set up your strategic action 

plan for the year. 
 

September: 
• Write notes for the Fall Board Meeting 
• Check on the arrangement for an OCTM table at the NWMC 

 
October: 

• Discuss proposals for Delegate Assembly 
• Promote either NWMC or State of Jefferson Conference 
• Form nomination committee for Spring Elections 
• Begin to sketch out your 2nd editorial for the TOMT 

 
November: 

• Letter of funding and one of thanks to MLC 
• Prepare for the Winter Board Meeting Agenda 
• Submit your editorial by November 1 

 
December: 

• Apply for the OEA grant ( by writing a letter to the person in charge of OEA Center 
for Teaching and Learning) in the past we have asked for $2000 Ð these funds support 
the publishing of the TOMT magazine.  Write a thank you note for the funds. 

• File OCTM Delegate Assembly report 
• Winter Board Meeting agenda + meeting 
• Continue contact people who have been nominated for the upcoming election Ð secure 

their names and give the names to the Vice President 
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January: 

• Should have people secured for the nominations 
• Update your board roster, check on your name tags and your name plates 
• Send out the Winter Board Meeting agenda and the instructions as to how to drive 

there 
• Begin looking for registration + airfare to the NCTM Conference 
• Ask area reps to submit nominations for Regional Awards 
 

 
February: 

• Prepare for the Spring Board Meeting 
• At the Spring Board Meeting the officers could tell you if they are planning on 

returning in their position 
• Start looking for the NCTM Regional Leadership conference, decide who will be 

attending Ð usually it is the President, NCTM Representative, the TOMT Editor and 
the Vice-President 

 
March: 

• Regional Awards Ð send out or give to the Area Reps at the May Meeting 
• Check roster 
• Begin working on the agenda 
• Submit report on Regional Awards by March 1 

 
April: 

• Board should approve of the nominations for the offices 
• Contact the Vice-President with the names of the nominated people so they may get 

the information and the ballots out to the membership 
• Conduct the election 
• Prepare for the Spring Board Meeting 
• Begin to replace vacating board members 
• Attend NCTM Conference 

 
May: 

• Spring Board Meeting + agenda + directions 
• Introduce new officers 
• Participate in NCTM Regional Leadership Conference 

 
June: 

• Check with the board members Ð solidify their e-mail addresses and their physical 
addresses 

• Check with OML group Ð what do they need 
• Begin to think about the Summer Board Meeting  

Begin to sketch out your editorial 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 state members on the Executive Board. 

• Compose, mail, and collect ballots for elections, both annual and special. 

• Collaborate with president and other officers of the board. 

• Assume responsibility for the OCTM booth at NWMC 

 

Submitted by Trudy Mitchell    May, 2004 (revised November, 2006) 

 

 

Past President 
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 Recording Secretary 
 

OCTM President and Treasurer are elected together with one year of training and two years of service. 
 
OCTM Vice President and Recording Secretary are elected together in the off years.  The term of office begins 
with a training at the last Board meeting of the year they were elected followed by two years of service. 
 
The Oregon Council of Teachers of Mathematics Constitution, dated August 9, 1999, states, "The Corresponding 
Secretary shall keep an accurate record of minutes of the meetings of the Executive Board." 
 
Formatting the Minutes 
 
1.  Create a new document.  To format this document shell for the minutes the following has been used: 
 Header     Bold, 12-point font, Times 
 Meeting Categories   Bold, 14-point font, Times 
  Call to Order 
  Discussion Items 
  Old Business 
  New Business 
  Board Member Reports 
  Area Representative Reports 
 Individual Topics   Bullet, Bold, 12 point, Times font;   
 Motions    Italic, 12 point, Times font 
 Board Member Reports  Quotes, 11 or 12 point, Optima font 
      (This helps the reader identify a different writing voice.) 
 Body of each topic   Plain, 12 point, Times font 
 Speaker for each topic  Plain, 12 point, Times font  
 
2.  Abbreviations are used liberally in our educational business but write out the full name the first time it 
appears in the minutes followed by its abbreviation in parentheses.  After that, feel free to use the shortcut! 
 
3.  Capitalize the words Area Rep, Board, Board Member, and each Board position as a way of honoring each of 
those positions. 
 
One Month Pr ior to Board Meeting 
 
4.  Type up the minutes taken during the previous meeting, using correct verbs and spelling.  Send the minutes to 
the OCTM President for review and to check for accuracy, if the President so desires.  Each President operates 
differently on this aspect of procedures.  The President will then make corrections or make suggestions for 
changes, if deemed necessary.   
 
5.  The Board Minutes should be sent out electronically in Microsoft Word format.  Also send the minutes in 
Appleworks format.  As the third method of attempting to reach all Board Members using a variety of platforms 
and software, copy the minutes into the email message box to send out. 
 
Two to Three Weeks Pr ior to Board Meeting 
 
6.  Send the minutes out electronically, 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 most recently completed 
Board meeting. 
 
7.  Set up a document shell to receive Area Rep and Board Member reports prior to the next Board meeting.  
Send an electronic request to Area Representatives for their area reports to insert into this document shell.  Also 
send an electronic request to all the Board members requesting their Board Member reports.  Area Reps and 
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Board members should send their reports electronically to the Recording Secretary prior to the next Board 
meeting.  Always reply to the sender that the document or requested information was received. 
 
 
One Week Pr ior to Board Meeting 
 
8.  Make the corrections to the minutes and then print enough copies of minutes, back to back and stapled, to 
distribute to all Board members in attendance at the beginning of the Board meeting.  Currently, about 49 copies 
are needed at the most, assuming everyone shows up.  The August Board meeting in McMinnville has the 
highest attendance and the spring meeting in Bend/Redmond has the lowest attendance. 
 
9.  The cost for copying the minutes may very well be absorbed by the Recording Secretary's educational 
institution.  If the Recording Secretary needs to utilize the services of a copy center or ungenerous school the bill 
should be submitted to the Treasurer for reimbursement. 
 
At the Board Meeting 
 
10.  The Recording Secretary sits next to the President and near an electrical outlet to access electricity for the 
computer.  It's a good idea to have an extension cord always on hand. 
 
11.  Distribute the minutes to all people present at the Board meeting before the meeting is called to order. 
 
12.  Each President handles attendance in a different manner so clarify with the current President the President or 
the Secretary will be responsible for this.  The President or the Recording Secretary should send around an 
Attendance Sheet at the beginning of the meeting asking everyone to sign in.  The sheet is also the appropriate 
place for attendees to record changes in name, address, email, etc.  For legibility reasons each person is asked to 
PRINT their names. 
 
13.  Recording the proceedings: 
 ¥  Times--start and end times; who called meeting to order; when breaks (including lunch) were  
  taken and when reconvened 
 ¥  Motions--who made motion; who seconded motion; whether motion passed or failed. 
 ¥  The Secretary should record discussions for all the topics on the agenda. 
 ¥  The organization of the minutes roughly follows this format: 
  ~  Call to Order 
   Welcome and Introductions; Approval of Minutes; Proposed Additions to Agenda; 
Sign In Sheet; Area     Rep Reports--Oral 
  ~  Discussion Items 
  ~  Old Business 
  ~  New Business 
  ~  Board Member Reports 
   President; Vice-President; Past President; Recording Secretary; Membership 
Secretary; NCTM     Representative; Conference Coordinator; Grant 
Coordinator; Oregon Department of Education,     Assessment; Oregon 
Department of Education, Curriculum; Historian; OMEC; TOMT; OML;    
 Publicity; Scholarship; Contests; TOTOM; Webmistress/Webmaster; Mailing Clerk 
  ~  Area Reports 
   Area reports may be done orally during Call to Order or following the Board Member 
Reports.  I will    follow Jerri Wickert's formatting by including the Area Reports at the 
conclusion of the minutes.   
 
Following the Board Meeting 
 
14.  The newly approved Board minutes, along with all the printed Board member reports (such as the 
Treasurer's Report) and other handouts go into a three-ring notebook.  Currently there are three notebooks that 
contain the minutes.  The first notebook contains minutes from March 2, 1991 to April 29, 2000.  The third 
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notebook contains the most current version of the OCTM Constitution, and minutes from August 6, 2000 to 
present. 
 
15.  Electronically send the newly approved minutes to the Webmaster in html format. 
 
16.  The minutes of the most recently completed Board meeting should be sent to the President so that s/he can 
write a summary of that Board meeting.  These are not the approved minutes, just a rough draft. 
 
Pr ior to the last Board Meeting of the Year 
 
17.  Prepare Professional Development Unit certificates for each Board member.  Have them ready for the 
President to sign and distribute at the spring Board meeting. 
 
At the Conclusion of the School Year/OCTM Board Year 
 
18.  Every May issue of TOMT has an article about the newly recognized Area Rep Awards.  Add the new 
awardees to the spreadsheet document.  This then will be ready to send to whoever requests it. 
 
19.  At the completion of a school year, which corresponds to the OCTM Board meeting cycle, compile all new 
policies and motions (other than those pertaining to accepting the minutes and Treasurer's budget) into a 
spreadsheet.  Since motions become policies, this is a very important document for guiding future decision 
making.  Print enough copies to give to each Board member at the first meeting of the next school year, typically 
the McMinnville meeting prior to OML. 
 
20.  Also at the conclusion of the school year, compile the year's minutes, and the current Constitution, and the 
updated Policies for archiving.  In the past, these were stored on 3.5-inch floppy disks.  Those disks are going the 
same way as the wild 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 Constitution or Mission Statement during the school year, make those 
changes in the appropriate documents.  Include the date of revision as a footer.  Prepare enough copies to 
distribute to the Board members at the August meeting in McMinnville. 
 

The cycle begins again. 
 

Miscellaneous Points 
 
1.  The Constitution refers to the secretary as the Corresponding Secretary.  The ballots, Agenda, etc., refer to the 
position as Recording Secretary.  This will be changed if the Constitutional amendments are accepted during the 
statewide vote in spring 2007. 
 
2.  How and what should be recorded needs to be worked out between the President and Secretary:  Should exact 
comments be recorded or should the discussion be summarized?   
 
3.  The Secretary should clean up spelling and grammar of submitted reports. 
 
4.  Any material handed out at Board meetings will be kept for inclusion in the Secretary's notebook of minutes. 
 
 
Submitted by Patty Sandoz 
Revised January 2007 
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Treasurer  
 
 
• Monthly:  Pay OCTM bills 

Reconcile bank statements 
Balance Books 
Monitor OCTM financial statements: CDÕs. Scholarship funds, etc. 
Keep sufficient balance in U.S. Post office for mailing (permit # 513) 

 
• Quarterly: Prepare financial reports for OCTM Board Meetings 

 Give financial advice to OCTM board 
 

• Yearly:  Prepare 1099 forms (at present, only Joe Spooner) due bye Jan. 31st 
 Prepare 990 income tax forms for OCTM id # 93-6034275 (due by Nov. 15th) 
 Prepare budge for OCTM for ensuing year- present at August board meeting 

 
• Bi-yearly: Have audit completed by certified accountant 

 
• Specifi c responsibilities:  

Aug. 10 Ð pay graphic artist 

Sep. 10 Ð pay graphic artist 

Nov. 10- pay graphic artist 

Dec. 10 Ð pay graphic artist 

Feb. 10 Ð pay graphic artist 

April. 10 Ð pay annual NCTM dues 

Spring: pay annual post office permit 

December- pay annual post office permit 

Contact scholarship winners with amounts rewarded, responsibilities of 
scholarship awardees, send history of scholarship for each of Fineran, 
Schaaf/McFadden and OCTM scholarships. 
 

 
 Submitted by Chuck Peterson    January, 2004 
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Membership Secretary 

 

• Maintain OCTM database as new and renewal membership  30 min/day as applications 
are received.  

2 hrs/day during 
membership drive 

• Provide current mailing list for TOMT mailing.  8 hrs/yr 

• Provide mailing list for other OCTM related mailings 

• Print and prepare renewal mailings (May & September)  5 hrs/mailing 

• Provide Membership statistics 30 min/wk 

• Respond to membership inquiries 1 hr / week 

 

 
 

Conference Coordinator 
 

• Recruit/Train leadership for Oregon-hosted NW Math Conferences. 

• Represent OCTM at NW leaders (BC and WA) functions 

• Provide support for local areas in planning and organizing workshops and conferences 

• Coordinate OCTM OnSite Workshops 

• Audit speaker expenses and stipends 

• Participate in planning for future OCTM programs, conference worshops 

 
Submitted by Phil Bartsum      January, 2004 

 
 

 
Historian 

 
 

• Maintain an archive collection of OCTM documents, including past issues of 
TOMT, programs from past NW Math Conferences, and summaries and minutes 
from previous board meetings-indexed by date and who was the OCTM President at 
the time. 

 
• Research these fi les at the request of exec board members 
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• Submit articles in TOMT for the Historian column. 
 
• Attend OCTM Board meetings 
 
• Report to the exec board at these meetings 
 
Submitted by Jim Specht  1-31-04 
 

                                  Publicity Chair  
 

• Math Education Awards 
- Mildred Bennet, Oscar Schaaf, Hall of Fame 
- Write application for TOMT in early January to show in spring publication (asking 

for nominations) 
- Chair the committee for selecting Awardees (vote at spring Board meeting) 
- Tell OCTM President, so he/she can call successful candidates  
- Send letters to non-successful candidates thanking them for participating in the 

election 
- Contact final awardees and set up an interview so that you can write three articles 

for TOMT (due the following fall) 
- Write articles (helps to have them give you a resume or summary of what they 

have accomplished) 
- Order plaques to be given at Math Leaders 
- Contact families and incite to the awardÕs presentation 
- Communicate with people who nominated recipients and ask them to give an 

introduction at Leaders 
- Communicate with press if appropriate  
- Have plaque engraved from State for Hall of Fame person 

 
• Presidential Awards 

- After final candidates are selected, contact them about wring an  
article for TOMT and tell them they will also be honored at Math Leaders (all 
finalists, not just eh one ÒwinnerÓ 

- Set up interviews with them and inform them of colored photos 8 x 10  
for display and 3 x 5 for TOMT 

- Display 8 x 10 pictures and articles at Math Leaders 
- Invite families to awards and give them sweat shirts (not plaques) 
- Honor them at Awards ceremony 
- Write articles for TOMT due in early August 
- Communicate with press if appropriate 

 
• High School Senior Awards 
 In the spring, send certificates to every high school in the state, including parochial 

and other church-related high schools.  Can get list from Ginger Redlinger, state math 
person. 
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• Hospitality needs 

- Present or plaque for outgoing OCTM President 
- Booth at other conventions 
- Cards for those leaving the Board 
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Scholarship Chair  
 
• Each fiscal year in August at the board meeting, ask the treasurer for the funds available 

for scholarships. 
 
• At the August board meeting, TOMT should have advertised scholarships for the 

regional conference.  Check the due date and that the address for applications is yours.  
Form a committee to review applications at lunch.  Inform treasurer of recipients, 
amounts, and purpose of amount.  The treasurer will contact recipients with a contract.  
Inform each applicant of committeeÕs decisions. 

 
• At the Jan/Feb board meeting repeat the procedure for applications but to the national 

conference. 
 
• At the April/May board meeting, repeat the procedure but for summer school. 
 
• Update amounts of scholarships each quarter and review amounts with treasurer.  
 
• Review the requirements of each type: OCTM, Don Fineran, and Schaaf/McFaden. 
 
• Keep a spreadsheet of review process to know amounts spent and who received funds 
 

Submitted by Nancy Rogers    July, 2004. 
 
 

 
Contest Coordinator 

 
• Provide information via the OCTM  website to Oregon teachers about math contests. 

Names of the top Oregon Invitational High School Math Contest winners are also 
published in TOMT.  It is the job of the Contest Coordinator to collect this information 
and make sure it is submitted to the TOMT editor. 

 
• When necessary, attend meetings with Oregon community colleges and 4-year 

universities to help coordinate the Oregon Invitational Math Tournament. 
 
• Attend OCTM Board meetings and report to the OCTM board on issues related to various 

contests.  OCTM has traditionally funded medallions for the Oregon Invitational Math 
Contest and the Contest Coordinator should see that the host school has information 
about this. 

 
 

L istserv Manager  
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Manage the OCTM Listserv  30 min/day 

• Approve new Subscribers 

• Delete Subscribers 

• Monitor Error Messages 

 

 

Keeper  of TOMTs and Books 
 

Managing OCTM materials  1 hr/week 

• Distribute old TOMTs 

• Supply MLC and Judy with OCTM Books 

• Provide TOMTs and Books at math conferences. 

 

 

TOTOM Representative 
 
Facilitate relationship between OCTM and college and university mathematics education 
faculty by: 

• Reporting actions and activities of Teachers of Teachers of Mathematics (TOTOM) to 
the OCTM board. 

• Communicating actions and activities of OCTM to higher education faculty. 

• Act as a liaison between OCTM and TOTOM. 

• Providing samples of TOMTÕs to be distributed to preservice teachers (as they are 
available). 

 

 

NCTM Representative 
 
 
 
 

Grant Coordinator 
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Mailing Clerk 
 
 
 

 
TOMT Co-Editors 

There are two co-editors assigned the task of publishing the six issues of TOMT each year. 
Because this board position includes a stipend, the responsibilities of the TOMT Co-Editors 
are extensive. Future candidates for this position should "shadow" the current Co-
Editor whom he or she is replacing for a term of at least one year before assuming complete 
responsibility for the work of that Co-Editor. A binder detailing lists and timelines for all 
TOMT responsibilities will be passed on to each Co-Editor upon assuming this position. 
 
 

Webmaster  
 
 
Because this board position includes a stipend, the responsibilities of the Webmaster are 
extensive. Future candidates for this position should ÒshadowÓ the current Webmaster whom 
he or she will be replacing for a term of at least one year before assuming complete 
responsibility for  the work of the Webmaster. A binder detailing lists and timelines for all 
Webmaster responsibilities will be passed on to each Webmaster upon assuming this position. 
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OCTM Area Representative 
 

Responsibilities 
 

• Attend board meetings. 
 

Area Reps are expected to attend four Executive Board meetings per year, beginning with 
the August meeting preceding the Oregon Math LeadersÕ Conference at Linfield College in 
McMinnville.  The other meetings are held in various locations in the state to share the 
burden of travel.  Travel expenses are reimbursed by OCTM.  Carpooling is highly 
recommended, and it is not required for both representatives to be present at each meeting.  
Area Reps are responsible for filing a written report with the Secretary reporting what is 
going on in their area. 

 
• Attend the Oregon Math LeadersÕ Conference. 

 
Each year in August, leaders in the mathematics community are invited to meet for the 
purpose of sharing ideas, discussing philosophy, and receiving the latest information from 
the ODE.  During this conference, Area Reps facilitate Area Meetings and act as leaders in 
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 a contact list that enables them to communicate with all of the 
schools in their area.  They act as liaisons to share information about conferences and 
workshops.  Remind members to vote in the January elections. 

 
• Spread enthusiasm for mathematics. 
 

Area Reps can spread enthusiasm within the community of math educators in their area by 
planning, coordinating and hosting workshops and Òget-togethersÓ.  They are encouraged 
to make plans for at least one workshop in their area.  They should actively recruit new 
members for OCTM. 

 
• Select teachers to receive OCTM  Area Awards. 
 

Each Area Rep is asked to select one teacher each year to receive an OCTM Area 
Recognition Award for the promotion of mathematics and excellence in teaching.  Forms 
will be distributed prior to the Fall Board meeting. 

 
• Str ess membership for ALL math  teachers. 
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Time L ine 
 
Summer  

• Plan the area meeting to be held during OML. 
August 

• Attend OCTM Board Meeting prior to OML Conference. 
• Turn in Area Report to Recording Secretary. 
• Attend OML. 

o Welcome newcomers from your area (act as host). 
o Facilitate Area Meetings. 
o Begin a process of networking. 
o Determine an ODE/OCTM building contact for each school in your area 
o Assign area leaders to locate first year teachers, teachers new to teaching math, 

or teachers new to Oregon in the various school districts. 
o Remind them of the Northwest Math Conference. 

September  
• Contact first year teachers, teachers new to teaching math, or teachers new to Oregon 

to give them complimentary TOMTs and memberships for one year. 
• Finish contacting area schools for an ODE/OCTM building contact. 
• Advertise the Northwest Math Conference and other math conferences. 
• Continue to stress OCTM membership for ALL math teachers (elementary or 

secondary in your area). 
October  

• Attend the Northwest Math Conference and the OCTM Board Meeting. 
• Turn in Area Report to Recording Secretary. 
• Turn in Area Recognition Award forms to the President. 

January 
• Attend OCTM Board Meeting. 

o Pick up Area Recognition Awards and pins. 
• Turn in Area Report to Recording Secretary. 
• Turn in listing of nominations for OML. 

May 
• Attend OCTM Board Meeting. 
• Remind high schools to send names of OCTM Math Awardees to Publicity Chair. 
• Turn in Area Report to Recording Secretary.  
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OCTM Area Report 
 
Area: _______________ 
Representatives:________________________________________________ 
Date:_________________________________________________________ 
 
WhatÕs new in your area? 
 
 
 
 
 
 
 
 
 

Area Rep Recognition Form 
 

Section A:  Area Number: __Area Rep Name:________________ 
 
Section B:  Name of Awardee: ____________________________  
 
School/Affiliation/Location:______________________________ 
 
_____________________________________________________ 

 
Section C:  Role for which this person is being recognized (please 
check one): 
 
___Teacher  ___Student  ___Administrator   
   
___Parent  ___Business Person ___School Board Member 
 
___Benefactor ___Other________________________________ 
 
Section D:  Please write 3-5 sentences describing why you chose this 
person. 
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Sample Introduction Letter  

   
August 2005 
 
Dear Math Enthusiast/Administrator, 
 
Greetings from the Oregon Council of Teachers of Mathematics.  My name is 
(insert name here) and I am the OCTM Area Representative for your school 
district.  It is a pleasure to represent your school and I look forward to your input 
in math education. 
 
OCTM is our state's professional math organization with a primary goal of 
supporting the mathematics education community in Oregon.  As part of my 
Area Representative responsibilities, I would like to let the OCTM Board know 
about activities in our area.  If you have any activities that would interest the 
math community, such as workshops, contests or activities you have done or 
anticipate doing, I would be happy to pass on the information.  I would also be 
willing to share concerns about math issues.  In the past when people in OCTM 
have brought up concerns about the state standards,   we have been able to work 
with the Oregon Department of Education to revise those standards.   
 
We are also looking for school contact people.  These school contacts would 
receive information directly from ODE and OCTM concerning information on 
the latest happenings in math at the state level.  If you are interested in becoming 
a school contact, or know someone who would be interested, please let me know 
by emailing me at (insert your email address here). 
 
If you would like more information about OCTM, please contact me or feel free 
to visit our web site at www.octm.org.  It contains information about upcoming 
events, membership, terrific links to other math sites, officials that you can 
contact with concerns and questions, and a listserv so you can be involved 
directly with conversations in the Oregon math community.   
 
I am looking forward to working with you in the coming year. 
 
Sincerely, 
 
 
(Insert name, address, phone number, email--if appropriate) 


