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General Guidelines

The Program Committee is a standing committee of the UC Cooperative Extension Academic Assembly. 
The charge of the Program Committee is as follows:

1. Reviews Cooperative Extension programs as requested by DANR administration or Assembly Council.
2. Identifies and studies programmatic areas of special concern as defined by the Assembly Council.

3. Authorized to study FTE and budget allocations to the various CE program areas.

4. Administers and approves travel funds for approved professional society meetings. 

5. Manages, solicits and selects recipients of awards and honors as directed by the Assembly Council. 

Program Committee membership consists of five members including one advisor from each CE region, one specialist or academic coordinator, and the past chair.  Members are appointed by the Rules and Elections Committee.

Members should plan to attend all meetings.   Active participation in meetings is an important part of committee service because each member of the committee brings special expertise based on programmatic activity and regional representation in the state.  

Member Responsibilities

Chair

1. Prepares agendas for and conducts meetings.

2. Communicates with UCOP (Joni Rippee) on applications and decisions regarding activities of the committee.

3. Makes sub-committee assignments as needed to execute committee business.

4. Coordinates replacement of committee members as needed with Rules & Elections Committee.
5. Serves as active member of Assembly Council, attends and participates in meetings and reports on Program Committee activities.
Chair - Elect
1. Assists Chair in all tasks.
2. Attend Academic Assembly meetings if chair cannot attend.
Secretary
1. Takes minutes at all meetings, prepares minutes in draft form and submits to committee by mail within 2 weeks of last meeting. (Especially important to record Committee decisions and action items.)
2. Makes corrections to minutes as noted in subsequent meeting.

3. Maintains CONFIDENTIAL file of approved minutes and other relevant PC materials.

4. Passes along materials to next secretary when assignment is complete. 

General Members 

1. Attend and actively participate in all committee meetings.

2. Accept assignments to sub-committees as appointed by the Chair.


3. Be willing and able to take on executive responsibilities (Chair, Chair-Elect, Secretary) as members gain seniority on the Committee.

For further information about the Academic Assembly Program Committee, please refer to the Academic Assembly By-laws.

Working Calendar
Due date for Professional Society Fund Applications
1st week in May - Qtr 1 (July 1 - September 30)
1st week in Aug - Qtr 2 (October 1 - Dec 31)
1st week in Nov - Qtr 3 (January 1 - March 31)
1st week in Feb - Qtr 4 (April 1 - June 30)

Fall Meeting Period (October - December)

· Orientation of new committee members
· Select Chair-Elect
· Work with Joni Rippee on selection of recipients of Professional Society funds.
· Recommend DSA recipients to Associate Vice President (biennial)
Winter Meeting Period (January - March)

· Work with Joni Rippee on selection of recipients of Professional Society funds. 
· Review and prepare DSA application process, revise as needed (biennial process).
Spring Meeting Period (April - June)
· Work with Joni Rippee on selection of recipients of Professional Society funds.
· Advertise DSA opportunity through the Division (biennial) 
· Consider representation needs for next year’s AAC Program Committee and communicate needs to Chair, Rules and Elections Committee.
Summer Meeting Period (July - September)
· Work with Joni Rippee on selection of recipients of Professional Society funds. 
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