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GUIDELINES FOR CHAIR OF THE REGIONAL EXECUTIVE COMMITTEE 

 

The Chair of TYCA-SE is elected from the REC (Regional Executive Committee) at the Annual 

Meeting and serves a one year term. The Chair may serve multiple terms. The term in office 

begins following the annual conference. The Chair will be required to sign the contract for the 

upcoming conference and be involved from an informative standpoint in hotel/conference 

arrangements. 

 

 

FEBRUARY 

 

 Post Conference: 

 

As soon after the election as possible, read the TYCA-National (formerly NTCC) 

Manual, TYCA-Southeast policy motions, and these guidelines.  (Later, when time 

allows, re-read minutes from recent REC meetings, and consult as needed materials 

passed on from outgoing chair.)  

 

Welcome new state representatives who have been elected at the conference.  Normally 

two state terms expire annually.  It is essential to have state representatives who want the 

job and will agree to get out two annual mailings to all two-year college English teachers 

in their states. 

 

Check to make sure that the TYCA-Southeast representative to TYCA-National sends 

names and addresses of new officers and information for the next year’s annual meetings 

to NCTE headquarters.  Include meeting location, dates, hotel, names and addresses of 

program chair and local arrangements chair (LAC). 

 

Submit bills throughout the year to the Treasurer.  Fill out an expense statement (supplied 

by treasurer) and send along with all bills. 

Keep copies of everything! Electronic copies may be added to thumb drive.  

 

 IMPORTANT:  Give all merchants the TYCA-Southeast Tax Number—64-

0644653—so that sales tax will not be charged.  It’s best to carry the number in your 

billfold at all times. Be sure to pass on this information to the upcoming conference 

program chair. 

 

With the Secretary of TYCA-Southeast prepare an REC Directory with names, addresses, 

phone numbers of all REC members, state reps, and others needed for quick reference 

such as the chair(s) of the nominating committee (if known).   

 

Send copy of TYCA-Southeast Directory to REC and state reps. 

 

MARCH 
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When Secretary sends minutes of business meetings at annual conference, review them 

carefully and handle corrections as Secretary directs. 

 

Review last month’s annual conference and make recommendations as needed to next 

year’s program chair and LAC. 

 

If attending, prepare for the TYCA-National Executive Committee meeting at CCCC.  

Read over past TYCA-National Executive Committee minutes and file passed on by out-

going chair.  Review regional REC minutes of meetings of the fall and winter to see if 

anything needs TYCA-National attention. 

 

Prepare and submit Chair’s Note to TYCA-Southeast Journal by March 15. 

 

APRIL 

 

Keep in contact on work of the upcoming program chair and LAC throughout the spring. 

 

MAY 

 

Check to be sure Treasurer or the Conference treasurer pays NCTE/TYCA-National dues, 

currently $2.00 for each TYCA-Southeast member not a member of NCTE-TYCA-

National, by the June 1 deadline. 

Check with Program Chair and LAC before summer break. 

 

Inform REC and state reps of summer address and phone if different from usual. 

 

JUNE-JULY 

 

Handle any unexpected matters that come up during these months. 

 

Summer is a good time to look over the files to review past TYCA-Southeast business 

and to review the policy motions. 

 

Before fall, check terms of office of all REC members, TYCA-SE representative to the 

NCTE, and state representatives.  One cannot depend on those with expiring terms 

notifying the chair in time to follow proper procedures for securing good candidates for 

those positions.  When a position will be open during the next year, review the 

procedures for finding a replacement and suggest the state begin the search in ample 

time. 

 

If at all possible, get away from TYCA-Southeast business for part of the summer! 

 

AUGUST  
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Thoroughly review preliminary conference program whenever it arrives.  Check 

scheduling carefully.  Confer with the program chair and LAC about any omissions or 

problems. 

 

Begin work on fall REC meeting with the Meeting Chair. Send the date for the meeting 

and a rough copy of the agenda with the member names on the agenda, so individuals can 

procure funding as soon as possible.  Request agenda items from all REC members, state 

representatives, and major committee chairs, providing again complete details on the 

meeting.   

 

 

Notify others needing information about fall REC meeting and request agenda items.  

This includes future program chairs and LACs, co-directors of the Institute in Technical 

Communications, archivist, and others at work on special projects or chairing special 

committees. 

 

SEPTEMBER 

 

Prepare agenda for fall business meeting.  

 

Secure electronic reports from any who cannot attend the fall meeting. 

 

OCTOBER 

 

Handle required business following fall REC meeting. 

 

Review thoroughly minutes of fall business meeting when received from secretary. 

 

Prepare Chair’s Note and submit to Journal by October 15. 

 

Handle details, problems regarding annual meeting as they arise. 

 

NOVEMBER 

 

If attending, prepare for TYCA-National Executive Committee Meeting at NCTE. 

 

Check with program chair and LAC about planning details for the annual meeting. Send 

out a rough agenda with member names to REC for their schools to help with funding. 

 

DECEMBER 

 

Review fall Journal when it arrives. 

 

Check with program chair and LAC. 

 

JANUARY 
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Request agenda items from REC and state representatives for business meeting at annual 

conference. 

 

Write notes to all who will make reports to the REC at its meetings during the annual 

conference and establish a time for those reports.  This notification includes future 

program chairs and LACs and special committee chairs.  

 

Schedule meetings in chair’s suite as needed. 

 

 

 

FEBRUARY 

 

Pre-Conference: 

 

Prepare agendas for Wednesday REC meeting, Friday afternoon REC meeting, and 

General Membership Meeting.  Consult with program chair about agendas for Opening 

General Session and Annual Luncheon. 

 

Send copies of all agendas and other details to REC and state reps. 

 

Conference: 

 

Handle details, problems, unexpected business as it arises. 

 

Enjoy the fruits of everyone’s labors! 

 

“Smile and be gracious.”  (Paul Bodmer, Midwest Regional Chair, 1987) 

 

Post-Conference: 

 

Consult with Assistant Chair about writing thank you letters where appropriate to 

program chair, LAC, major speakers, officials at host institution, etc. 

 

Consult with Assistant Chair about writing acknowledgment of service letters as 

requested by all those on the REC ending terms of service. 

 


