SERVICE OFFICE ACTIVITIES
Responsibilities and Duties Arranged
Chronologically Within Categories
CHAPTER OPERATIONS

Daily 
Handle correspondence, calls, faxes , emails (averaging 10 or more a day, many more 
as workshops, meetings and conference dates approach). Review and pay bills 
telephone, net access, conference call service. Maintain adequate supplies and 
functional equipment, postage on hand adequate for routine mailings.


Monthly 
Pay immediate obligations incurred by Service Office. Deposit and document all 
receipts. At close of business each month, transmit record of all Service Office 
transactions to the Treasurer, including original documentation for each transaction or 
group of transactions. Treasurer analyses and forwards materials to Accounting 
Service or recording. Bank 
statements for the Service Office Account are spot 
reconciled, then mailed to the Treasurer for forwarding to the accounting service for 
final reconciliation. 




Maintain contact with National NAHRO for committee appointments and changes, and 


coordinate national communications with responsible officers and chairs as necessary.

Annually
Prepare for B&A Chair recommendations on budget needs for Service Office 
operations, including any programmatic or major expense changes built in by 
Executive Committee action. 
Discuss with the B&A chair other budget matters needed 
for him/her to prepare and submit a 
workable Budget.

End of Fiscal Year
Complete all transactions for inclusion in current Fiscal Year (reminding State 
Chapters, Officers, and Special Committee Chairs that any disbursements or 
reimbursements from the Treasurer must be requested and documented prior to 
year 
end . Prepare Service Office 
financial reports and last month's documentation. 
Forward to Treasurer. Coordinate with Treasurer and Accounting Service (HSA) 
preparation of Annual Reports and Statements.

New Fiscal Year
Check mailing list (1700 +), updating as appropriate, and separating into categories 
for potential renewal or new membership (Housing, CD, "Affiliates", various types 
of membership history). 

Prepare renewal letters/invoices and solicitations for membership for mail outs (1600+ 
letters in 6 categories) Mail out Dues invoices membership solicitation letters 

Replies start to come in by mid January. Each check must be entered, endorsed, 
copied, deposited and the master Ledger updated. Deposits prepared 2-3 times 
a 
week during peak period between December 1 and December 31, once a week 
thereafter.  Receipts transmitted to Treasurer.


Follow up to agencies/entities which seem likely to renew.




Prepare initial membership reports for leadership and Annual Conference Program 
AWARDS:
Start of New Year
Make appropriate changes to previous year Awards Categories and Descriptions 
(based on Committee decisions from June and August meetings). Post on website. 
Notify memberships through state chapters. Plan for other dissemination of 
information.

Classify, file and record entries arriving in Service Office, requiring separating, cataloging, computer entry and storage. Plan Awards Committee meeting, 1st Saturday in May, in Dallas , selecting hotel, and arranging for facilities . Notify Awards Committee members by April 1. Request names of "Members of the Year" and "Commissioners of the Year". Some names are not provided until after June 1, causing preparation of plaques to be delayed.  Check all entries against dues ledger to insure paid membership. Notify unpaid agencies with entries of need to pay dues.

Carry entries to Dallas, along with refreshments, and other meeting materials. Take committee to dinner on Friday Night, meeting beginning at 8AM Saturday and continuing until about 1 PM. Insure correct names of winners and 
certificate winners from each judging group. Arrange to transport committee to lunch, and then for airport transportation as needed. After meeting list of Plaques to be produced and arrange for production. Prepare list of Certificates and produce "in house". Prepare "Script" for Awards presentation, including Members of the year and Commissioners of the Year plaques and any special awards (and Horse's Aft). Publish 
Awards in Conference Program. Have plaques made for late arriving names of MoY or CoY. Ship or carry all plaques (50+), certificates and all awards entries to site of 
Annual Conference, returning with any awards not picked up by recipients or requiring 
corrections.
MEETINGS, CONFERENCES AND WORKSHOPS
WINTER MEETINGS

January (at least 1 year before meeting, preferably 2 years out)


After Site Selection Committee has picked location, begin in consultation with State 
Chapter and local hosts, if available, hotel selection process and contract negotiations. 
The Contract for the next year's meeting should be in hand before the end of the 
current year's January Meeting.
June 
Insure meeting site posted at web site, included in annual Conference Program, and 
state chapters notified for dissemination to memberships.
October 
Contact (preferably visit hotel, if unfamiliar) with local hosts, state chapter reps, etc. 
to insure provision of adequate basic facilities. Check with President and leadership to 
set format, check for potential agenda changes, timing and special events . Attempt to 
adjust hotel reservation "deadline" as late as possible, at least a week after New 
Year's if possible . Begin process of designating specific meeting rooms. Get copies of 
hotel menus. Coordinate/discuss with local members best choices for menus, etc.

November
Meeting Notice sent to all committee members with provisional agenda and hotel 
reservation information. Discuss meeting plans with standing and special committee 
chairs to determine which committees need extra time, etc. Invite any "special 
guests", especially a speaker for the Noon Luncheon if one is scheduled.
December 
Process registrations (100+, arriving as late as the day of the meetings), using 
standard accounting methods as used for dues payments to record and account for 
checks. Enter registrations in form suitable for the later "automated" production of 
name badges, registration rosters, door prize tickets (if needed ), etc. Gather or 

purchase supplies, badge holders and other materials needed for meeting. Seek local 
Convention & Tourist materials for attendees.


Contact host state chapter and available local area members as to availability of 
volunteers to help with registration, setting up and operating Hospitality Suite 
(including local purchase - to be reimbursed - of some supplies). Response in recent 
years has become highly variable with fewer enthusiastic volunteers available , and on 
a number of occasions, we've had to modestly compensate or provide other 
inducements for "helpers".

January 
Prepare brief "Program/Agenda" and have printed. Make up guest and other tickets as 
needed. Print rosters and name badges. Assemble all materials needed for the 
meetings including any advance purchases for Hospitality, load and transport, arriving 
at least a full day early for "setup" etc., requiring when the meeting is some distance 
from the Service Office (KC, MO-600 miles, Albuquerque - 600+, St. Louis even 
further) either the early shipping of a number of cartons of materials, shipping some of 
the back, airfares or a long drive in a loaded SUV ). Driving does allow carrying 
SWRC's two large ice chests which are convenient for storage along with large plastic 
containers for printed materials, etc.)

After Meetings Pack up and load all materials , any remaining Hospitality supplies. Meet with hotel to check 
all charges, insuring that documentation of charges are adequate. Reimburse any 
small purchases by local hosts, and assembling invoices, etc., for later 
reimbursement by checks. Pay hotel for documented/approved charges.

Weekend 
After transport back to Service Office, unloading, inventory and stowage, begin 
preparation of financial reports, paying invoices, etc., and recording on site 
registrations and receipts, documenting cancellations, and preparing SWRC invoices 
for unpaid registrations, exhibitor fees, etc., along with refund checks for cancelled 
registrations.

Early February 
Make all payments, reimbursements, billing for unpaid registrations, other collections 
required. Complete and submit financial results.

AUGUST MEETINGS( ODD NUMBERED YEARS)

January (at least 1 year before meeting, preferably 2 years out)


After Site Selection Committee has picked location, begin in consultation with State 
Chapter and local hosts, if available, hotel selection process and contract negotiations. 
The Contract for the next year's meeting should be in hand before the end of the 
current year's January Meeting.

March 
Contact (preferably visit hotel, if unfamiliar) with local hosts, state chapter reps, etc. to 
insure provision of adequate basic facilities. Attempt to adjust hotel reservation 
"deadline" as late as possible, after August 1, if possible. Begin process of 
designating specific meeting rooms . Get copies of hotel menus. Coordinate/discuss 
with local members best choices for menus, etc.

May 
Pass meeting plans to State Chapters, backing up Secretary in requests for early 
appointment of new committee members. Invite any "special guests", especially a 
speaker for the Noon Luncheon if one is scheduled.

June 
Include registration materials in Annual Conference program, augmented by 
email/snail mail to state chapters, asking for distribution to new committee members 
and nominees for special committees
July/August 
Process registrations (100+, arriving as late as the day of the meetings), using 
standard accounting methods as used for dues payments to record and account for 
checks. Enter registrations in form suitable for the later "automated " production of 
name badges, registration rosters, door prize tickets (if needed), etc. Gather or 
purchase supplies, badge holders and other materials needed for meeting. Seek local 
Convention & Tourist materials for attendees.

Contact host state chapter and available local area members as to availability of 
volunteers to help with registration, setting up and operating Hospitality Suite 
(including local purchase - to be reimbursed - of some supplies). Response in recent 
years has become highly variable with fewer enthusiastic volunteers available, and on 
a number of occasions, we've had to modestly compensate or provide other 
inducements for "helpers".

August          
Prepare brief "Program /Agenda" and have printed. Make up guest and other tickets as 
needed. Print rosters and name badges. Assemble all materials needed for the 
meetings including any advance purchases for Hospitality, load and transport, 
arriving at least a full day early for "setup" etc., requiring when the meeting is 
some distance from the Service Office (KC, MO-600 miles, Albuquerque - 600+, 
St. 
Louis even further) either the early shipping of a number of cartons of materials, 
shipping some of the back, airfares or a long drive in a loaded SUV ). Driving does 
allow carrying SWRC's two large ice chests which are convenient for storage along 
with large plastic containers for printed materials , etc.) Arrive in adequate time 
before meetings to insure adequate hotel setup, hospitality purchases and stocking 
and registration facilities.
After Meetings Pack up and load all materials, any remaining Hospitality supplies. Meet with hotel to check 


all charges, insuring that documentation of charges are adequate. Reimburse any 
small purchases by local hosts, and assembling invoices, etc., for later reimbursement 
by checks. Pay hotel for documented/approved charges.

Weekend 
After transport back to Service Office, unloading, inventory and stowage, begin 
preparation of financial reports, paying invoices, etc., and recording on site 
registrations and receipts, documenting cancellations, and preparing SW RC invoices 
for unpaid registrations, exhibitor fees, etc., along with refund checks for cancelled 
registrations. 

Early September 
Make all payments, reimbursements, billing for unpaid registrations, other collections 
required. Complete and submit financial results.

MAINTENANCE WORKSHOP
January (2 years ahead)


Select tentative location and dates. In consultation with state Chapter and local hosts, 
select tentative hotel.

January (1 year ahead)


Have a negotiated contract with site hotel with fixed dates to be promulgated.

February (1 year ahead)


Meet during Annual Maintenance Workshop with members of the maintenance 
Subcommittee to begin detailed plans for next workshop. Select initial priority training 
topics, plus insure availability of "work platform" or similar equipment for Maintenance 
Olympics. Contact each vendor exhibitor to invite to next Workshop. Insure Home 
Depot trainers are "signed on" as necessary
June 
During Annual Conference stimulate discussion of training topics and changes to 
traditional agenda and format.

October 
Try to pin down training topics in discussions with committee members and put 
together a tentative agenda. Begin discussions with hotel re: menus, meeting rooms. 
Begin coordination of any "off site" events utilizing the resources and efforts of local 
hosts where possible.
November 
Post, promulgate and disseminate Registration and Hotel Reservation Forms. Contact 
vendors to sign up to exhibit. Contact local area agencies for their help in attracting 
some local vendors.
December 
Work with local hosts to determine the extent and nature of "Hospitality" efforts and the 
availability of volunteers. Try to identify and get commitments from trainers. Solidify 
agenda as early as possible. Work with hotel on assignment of meeting rooms 
(including seating ), arrangements, exhibit spaces, hotel or decorator set up, Prepare 
preliminary food and beverage needs, consulting with local and state hosts for menu 
choices.

Registrations and Exhibitor Forms w/checks begin to arrive, potential 300 by February 
1. Process checks in accordance with standard procedures for other meetings and 
conferences.

Insure adequate supplies from name badge holders to suitable "giveaways" are on 
hand, selecting and ordering as needed. The choice of giveaway items should be 
made after recommendation and consultation with Maintenance Chair and principal 
local host or state chapter President.
January or before 
In coordination with local hosts, Maintenance Chair and host state chapter, arrange for 
any necessary entertainment attempting to balance costs with other necessary 
expense including travel and speaker/trainer fees. Complete agenda and selection, 
approval, acceptance, plus travel, rooms and other arrangements for speakers and 
trainers. Select menus. Finalize any catering, AV, transport or other requirements for 
"off site" events. Arrange with local hosts state chapter for utilization of available help 
for preregistration, registration, Hospitality (pre-meeting local purchases and setup, 
aid in moving supplies, manning suite when open, and clean up/pack up assistance). 
Recent conditions have requires some compensation or "offset" for assistance in these 
areas.

Early February 
Define and prepare brief "Program". Purchase any supplies needed for registration. 
Plan purchases for Hospitality. Make early purchase locally. as appropriate (cost 
availability).

Monday prior to a Wednesday 1 PM Opening Session 

Load all necessary materials Including necessary SWRC materials, badge holder 
racks, projectors, etc.) and drive to site. Meet with hotel staff to check on proper set up 
and arrangements.

Tuesday before 
With local assistance if available, purchase necessary hospitality supplies, transfer to 
hotel, unload, set up. Assemble registration materials.

Wednesday 
Set up, open registration. Assist exhibitor setup. Handle "on site" registrants (usually 
about 5- 10% of total), and guests. Locate substitutes for no show panelists, etc. 
Provide management, supervision and required on site decision making as required.

Friday after Workshop concludes


Pack up and load all materials, any remaining Hospitality supplies. Meet with hotel to

check all charges, insuring that documentation of charges are adequate. Reimburse 
any small purchases by local hosts, and assembling invoices, etc., for later 
reimbursement by checks. Pay hotel for documented/approved charges.

Weekend 
After transport back to Service Office, unloading, inventory and stowage, begin 
preparation of financial reports, paying invoices, etc., and recording on site 
registrations and receipts, documenting cancellations, and preparing SWRC invoices 
for unpaid registrations, exhibitor fees, etc., along with refund checks for cancelled 
registrations.

Late February & March


Requests for reimbursements for speakers and trainers normally arrive within a week, 
but accounts receivable payments extend as long as 30 days. Final determination of 
hotel and other local charges and payment for those items extends several weeks after 
the Workshop , normally requiring an hour or two daily.

ANNUAL CONFERENCE

January (2 years ahead)


Select tentative location and dates. In consultation with state Chapter and local hosts, 
select tentative hotel.


Normal rotation based on previous years:
2010 Annual Meeting - Arkansas

2011 Annual Meeting – New Mexico

2013 Annual Meeting – Texas

2014 Annual Meeting – Oklahoma

2015 Annual Meeting – Louisiana

January ( 1 year ahead)


Have a negotiated contract with site hotel with fixed dates to be promulgated.

January 
During Winter Meetings, PD Committee selects recommended /necessary/high priority 
housing training topics. Commissioners committee selects training wishes and 
suggests a "commissioners' event". Member Services discusses "Giveaways" and 
"First Timers" activities. CD should also define some sort of plan for tour and training. 
During and after meetings attempt to get a written report from each of those VPS. for 
development of agenda. Work with Steering and Executive Committees (and local 
hosts and host chapter) to define other events connected with the conference.

February 
Try to pin down training topics in discussions with Steering Committee and put 
together a tentative agenda. Begin discussions with hotel re: menus, meeting rooms. 
Begin coordination of any "off site" events utilizing the resources and efforts of local 
hosts where possible.

Late February 
Post, promulgate and disseminate Registration and Hotel Reservation Forms. Contact 
vendors to sign up to exhibit. Contact local area agencies for their help in attracting 
some local vendors. Start to solicit Program Ads. Attempt to involve State Chapter 
Presidents in pushing sale of ads.
April/May 
Work with local hosts to determine the extent and nature of "Hospitality" efforts and 
the availability of volunteers. Try to identify and get commitments from trainers. 
Solidify agenda as early as possible . Work with hotel on assignment of meeting rooms 
(including seating), arrangements, exhibit spaces, hotel or decorator set up, Prepare 
preliminary food and beverage needs, consulting with local and state hosts for menu 
choices.


Registrations and Exhibitor Forms w/checks begin to arrive (potential 300+ depending 
upon site and HUD programs) by April 1. Process checks in accordance with standard 
procedures for other meetings and conferences. Insure adequate supplies from name 
badge holders to suitable "giveaways" are on hand, selecting and ordering as needed.

April 
In coordination with local hosts and host state chapter, arrange for any necessary 
entertainment attempting to balance costs with other necessary expense including 
travel and speaker/trainer fees. Complete agenda and selection, approval, 
acceptance, plus travel, rooms and other arrangements for speakers and trainers. 
Finalize any catering, AV, transport or other requirements for "off site " events. Arrange 
with local hosts/state chapter for utilization of available help for pre-registration, 
registration, Hospitality (pre-meeting local purchases and setup, aid in moving 
supplies, manning suite when open, and clean up/pack up assistance). Recent 
conditions have requires some compensation or "offset" for assistance in these areas.


Handle room reservations for President, speakers, VIP guests, and others.
May 
Begin Program layout, and page number and content decisions, based on early 
program ad sales and exhibitor registrations. Request "camera ready art" from 
advertisers (in "readable" formats. Complete selection of trainers for inclusion in 
program. Insure speakers have accepted and are identified. Work with President 
so 
that he/she can organize General Sessions early, so that they may be described 
and 
included in the program. Complete menu arrangements by First week in June. 
Determine AV needs, times and rooms where necessary, arranging agency, state 
chapter and SW RC-owned assets to be used when possible to minimize equipment 
rental.

June 
Oversee printing of programs. Purchase any supplies needed for registration. Plan 
purchases for Hospitality. Make early purchase locally. as appropriate (cost 
availability). Ship materials (including awards entries, plaques too bulky to transport 
by car. Ship programs)
Thursday prior to Conference


Load all necessary materials Including necessary SWRC materials, badge holder 
racks, projectors, etc.) and drive to site. Meet with hotel staff to check on proper set 
up and arrangements. Includes flags and poles (8), flag stands (8), badge holder 
boxes (2). And 2 large plus 2 medium ice chests.

Friday 
Meet with hotel to insure set up and arrangements. With local assistance if available, 
purchase necessary hospitality supplies, transfer to hotel, unload, set up. Assemble 
registration materials.

Saturday and Sunday


Set up, open pre-registration and registration. Work with hotel on exhibitor setup 
including special needs and suitable electric power. Handle "on site" registrants 
(usually about 5-10% of total ), and guests. Locate substitutes for no show panelists, 
etc. Provide management, supervision and required on site decision making as 
required. Coordinate movement of shipped materials to exhibit space, registration 
area, member services booths and other locations. Insure existence of secure storage 
as needed. Meet with VPs. and Committee Chairs to attempt to deal with priority 
needs and on site changes.
During Conference 
Remain available to hotel staff, speakers, attendees and exhibitors to deal with, 1% 
problems, make tactical decisions and recommendations where needed.

After Conference


Pack up and load all materials, any remaining Hospitality supplies. Meet with hotel to 
check all charges, insuring that documentation of charges are adequate. Reimburse 
any small purchases by local hosts, and assembling invoices, etc., for later 
reimbursement by checks. Pay hotel for documented/approved charges.

Weekend 
After transport back to Service Office, unloading, inventory and stowage, begin 
preparation of financial reports, paying invoices, etc., and recording on site 
registrations and receipts, documenting cancellations, and preparing SW RC invoices 
for unpaid registrations, exhibitor fees, etc., along with refund checks for cancelled 
registrations.

July 
Requests for reimbursements for speakers and trainers normally arrive within a week, 
but accounts receivable payments extend as long as 30 days. Final determination of 
hotel and other local charges and payment for those items extends several weeks after 
the Workshop, normally requiring an hour or two daily.
COMMUNICATIONS


Provide up to date input to website host for inclusion in website. Arrange for removal of 
outdated postings.


Continue conversion from printed "hard copy" version of newsletter to eventual goal of 
regular postings of appropriate content materials at website, accompanied by emails 
(directly and through state chapters) of high priority communications. When needed 
(in case of information from national not distributed direct to membership) relay 
information, articles.

COMMUNICATIONS GOALS


Quarterly or bimonthly article/report from President and Senior VP posted at website


Quarterly committee report or article from each VP posted at website


Special purpose articles and reports from individual members


Local information for conference and workshop sites (attractions, entertainment,


transportation, etc.)


Major Website upgrade - including appearance, content and links.










