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Executive Committee (ExCom) 

Description 

 
The Executive Committee consists of the President, President-Elect, Past President, 

Secretary, Treasurer, and Member-At-Large. The President serves as the Chair of the 

Executive Committee. 

 

This Committee oversees all organization functions. In addition to scheduled monthly 

meetings of the ExCom, special meetings should be called by the President as the need 

arises. The ExCom works closely with the Conference Planning Committee in preparing 

for the Annual Conference and Business Meeting. 

 

 

 

Officers – President 

 
Position Description 

 

The OFWIM Bylaws State in Section 8: “The President shall preside at all meetings of 

the Organization and chair the Executive Committee. He or she shall have general 

charge and supervision over all affairs of the Organization and make appointments to 

committees as hereinafter authorized. The President acts as spokesperson for the 

Organization.  The President should serve as a member of the Conference Planning 

Committee, and can participate on other committees, as desired.”   

 

The position is a one year term. 

 

1. Leadership and inspiration - Develop and communicate a vision of the 

organization to the members and especially to the Executive Committee 

(ExCom) and working committees. 

2. Oversee operation of the organization - Ensure that the organization is abiding 

by laws and regulations, is following its bylaws, and is pursuing its goals for the 

year. Monitor the activities of the committees and recognize achievements. Track 

progress toward goals. Track progress toward organizing the annual meeting. 

Take corrective action (i.e., replacing committee members who leave or who 

decline to fulfill the obligations of their positions) when necessary to achieve 

organizational goals. Recruit members to serve on committees. May request that 

any ExCom member to work on special project(s). 

3. OFWIM Bylaws - Every five years, or as needed, ensure that the Past-President 

leads a Bylaws and Procedural Manual revision to ensure that the document 

reflects current technology and practices of the organization, and make 

recommendations for changes to be voted on by the membership. A Bylaws ad-
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hoc Committee was convened in 2013; the next thorough review was conducted 

in 2020.   

4. Lead Executive Committee meetings/conference calls - Develop the agendas and 

post or email; facilitate calls for most effective discussions; value and encourage 

the input of all committee members; and invite working committee members as 

appropriate. 

5. Accept invitations to speak or present on behalf of OFWIM - If invited, 

discuss with ExCom before accepting and report back after the event. Write a 

President’s message for OFWIM newsletter.  

6. Be an ambassador for OFWIM wherever you go - With advice from the 

ExCom, advance coordination with related professional organizations. These 

collaborations help to increase OFWIM’s visibility as well as the networking 

and educational opportunities available to our members. 

7. Serve as a member of the Conference Planning Committee - Assist the chair 

in pursuing the committee’s goals for the year.  

8. Meeting planning - As part of the ExCom, review and approve the hotel and 

any other contracts associated with the annual meeting/conference. Make final 

decisions on meeting theme and other issues if they cannot be resolved by 

consensus of the ExCom. 

9. Business meeting - With input from the ExCom, develop the agenda for the 

annual Business Meeting. Conduct the meeting up to the “New Business” 

section, at which point the meeting is turned over to the President-Elect. 

 

Implementation of Office 

 

1. Leadership and Inspiration 

● Send thank you letters to raffle item donors after the conference. 

● Send Welcome Email to new members, or ensure welcome emails are 

automatically sent to new members via the OFWIM (Wild Apricot) website. 

● Is prepared to appoint chairs to all standing committees when chair is 

vacant and no members of the committee volunteer – make sure committees 
get up and running. 

2. Oversee operation of the organization. 

● Send out membership renewal reminder emails or ensure 

membership renewal reminder emails are automatically sent via the 
OFWIM (Wild Apricot) website, per the schedule set up by the 

Communications, Membership & Outreach Committee. 

● Send email invitations to visitors of webinars to join OFWIM. 

3. OFWIM Bylaws. 

● President should be knowledgeable about the content of the Organization’s 

Bylaws. 

● Every 5 years, charge Past President with heading ad hoc Bylaws Committee 

for reviewing the Bylaws. 

4. Lead Executive Committee meetings/conference calls. 
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● Schedule monthly calls in advance, and let EXCOM members know of 

date, time, and call information. Most of the time monthly calls are 
scheduled at the end of the prior call. 

● Quarterly, Committee Chairs should be brought in to update the EXCOM on 

what is going on in each committee. 

5. Accept invitations to speak or present on behalf of OFWIM. 

6. Be an ambassador for OFWIM wherever you go. 

7. Meeting planning. 

● Serve on the Conference Planning Committee and advise the Chair 

(President-Elect) on any needed arrangements that need to be included in the 
preparations for the Annual Meeting. 

8. Business Meeting. 

● Conduct the meeting up to the New Business section 

● Know how to conduct a meeting (i.e., is familiar with Robert’s Rules of 

Order). 

● Adheres to the time schedule 

● Hands over the meeting to the New President. 
 

Schedule 

 

January 

● Send 1st renewal notice or ensure 1st renewal notice emails are sent 

automatically via the OFWIM (Wild Apricot) website, to previous year 

members who have not yet paid for the new year using Google’s OFWIM 
account. See membership Rules and Renewal Protocol document. 

July 

● Send 2nd renewal notice or ensure 2nd renewal notice emails are sent 

automatically via the OFWIM (Wild Apricot) website, to members who have not 

paid for the current year membership dues using Google’s OFWIM account. See 
membership Rules and Renewal Protocol document. 

As Needed 

● Send new member welcome emails periodically as those are identified by the 

Secretary, or the President and Secretary will ensure welcome emails are sent 

automatically to new members via the OFWIM (Wild Apricot) website. 

● After webinars in which visitors attended, send recruitment email to non-

member attendees 

Monthly 

● Sets up and executes monthly ExCom conference call. 

● Participates in Conference Planning Committee calls to assist President-Elect. 

Just Prior to the Conference 

● Set up Business Meeting Agenda. 

● Put together written President’s report for Annual Business Meeting. 

At the Conference 
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● Give oral President’s report at Annual Business Meeting. 

● Preside over Annual Meeting until handing reigns over to new President at 

Business Meeting. 

After the Conference 

● Make sure committees are staffed. 

 

 

 

 

Officers – President-Elect 

 
Position Description 

 

The OFWIM Bylaws State in Section 9: "The President-Elect shall be nominated and 

elected by majority vote from the members in good standing (i.e. the annual membership 

fee is paid in full).  The primary duty of the President-Elect is to coordinate all aspects of 

the annual Organization meeting (including logistics, arrangements, and program) as 

Chair of the Conference Planning Committee. The President-elect also assists the 

President as necessary in carrying out the business of the Organization. The President-

Elect shall succeed the President during the year following his or her term as President-

Elect." 

 

This position is a one-year term. 

 

Implementation of Office 

 

1. Serve as Chair of the Conference Planning Committee - Aside from setting and 

leading monthly conference calls, these tasks can be conducted in coordination with 

the Conference Planning Committee.  However, leadership to ensure these tasks are 

completed according to prescribed deadlines falls to the President-Elect.  

● Sets up and executes monthly Conference Planning conference call. 

● Put together the First and Second Call for Abstracts 

● Provides the newsletter with meeting related submissions and announcements  

● Set up registration website on Cvent (with assistance from the President or 

others who are familiar with Cvent) 

● Create a meeting budget 

● Decide on registration rates 

● Leads efforts to establish local partners (i.e., groups or people who may want to 

attend or send students) 

● Leads sponsorship solicitation (i.e., groups or people to financially sponsor the 

meeting) 
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● Put together the Preliminary Agenda 

● Put together the final agenda and meeting proceedings 

● Provide a guide to presenters (talks and posters) approximately 3-4 weeks 

before the meeting 

● Prepares committee report for Annual Business Meeting 

 

2. Run the annual conference 

● Welcome everyone to the meeting 

● Delegate event tasks to ensure smooth execution 

● Make announcements, as needed 

● Deal with attendee concerns 

 

Schedule 

Monthly 

● Sets up and executes monthly Conference Planning call 

 

December 

● Ensure meeting location is locked down, if it hasn’t been already 

● First Conference Planning call occurs 

 

January 

● Finalize meeting theme and logo 

● Prepare March newsletter submissions, which should include: (1) promotional 

announcement, and (2) meeting theme and logo 

● Start identifying local partners (i.e., agencies or schools with people who may be 

interested in attending the meeting) 

 

February - March 

● Investigate workshop(s), guest speakers (including keynote), banquet (including 

entertainment), education “field” day 

 

April 

● Create Abstract submission form (Google Forms) 

● Should be close to deciding workshop(s), guest speakers, banquet, education day 

 

May 

● Release First Call for Abstracts, which should end TWO MONTHS before the 

start of the meeting (e.g., for an early October meeting, the first call should end at 

the beginning of August).  First call can be released in May to members via email 

and GroupSite, and also on the website. 

● Complete meeting budget and set registration rates 

● Set up registration website in Cvent 

● Create the Guide to Expenses 

● Create Google Forms raffle donation survey 
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● Create Preliminary Agenda 

● Prepare June newsletter items:  (1) First Call for Abstract, (2) call for raffle items, 

which includes the link to the donation survey in Google Forms and shipping 

instructions, (3) Preliminary Agenda, (4) Guide to Expenses   

 

June-July 

● Open early registration, which should end about TWO MONTHS before the start of 

the meeting 

● Solicit sponsorship 

● Select swag 

 

August 

● Close First Call for Abstracts and determine if a second call is needed 

● If a second call is needed, release the Second Call for Abstracts, which should end 

ONE MONTH before the start of the meeting (e.g., for an early October meeting, 

the second call should end at the beginning of September) 

● End early registration and put normal registration costs into effect 

● Sponsor donations due by the end of August  

● Prepare September newsletter items:  (1) call for raffle items, (2) final agenda (if 

you do not have this ready, submit the preliminary agenda), (3) Guide to Expenses, 

(4) submitted papers and Hacker’s Ball titles and primary authors 

● Order swag 

 

September 

● Close Second Call for Abstracts 

● Finalize the final agenda and schedule of talks 

● Create the Meeting Proceedings, which should be circulated 3-4 weeks in advance 

of the meeting 

● Create and send out Guide to Presenters 3-4 weeks in advance of the meeting 

● Contact guest speakers and external participants with details and materials 

● Prepares committee report for Annual Business Meeting. 

 

At Conference 

● Run the meeting, including introductory remarks, logistics, delegating tasks, dealing 

with attendee concerns 

● Give verbal committee report at the Annual Business Meeting 

 

After the Conference 

● Send thank you letters to raffle donors and sponsors. 
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Category Task Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct 

Large-Scale 

Logistics 

Venue            

Theme            

Sessions            

AV/Setup            

Agenda 

Workshop            

Field Trip            

Banquet 

Entertainment            

Keynote/Speakers            

Meals/Extras            

Transportation            

Registration Cost            

Abstract Sub - 

Google Forms            

First Call for 

Abstracts            

Guide to Expenses            

Meeting 

Support 

Sponsors            

Raffle            

Second Call for 

Abstracts            
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Registration - Cvent            

Logistics 

Swag            

Geocaching            

Proceedings            

Moderators/Registra

tion Packets            

 

 

 

 

 

Officers – Past President 

 
Position Description 

 

The OFWIM Bylaws State in Section 10: "The President shall serve as the Past 
President during the year following his or her term as President. The Past 
President shall act as an advisor to the Executive Committee and assist the 
President as requested. The Past President serves as a non-voting member of the 
Executive Committee. The Past President will also serve as liaison between the 
Executive Committee and all other committee chairs, hosting committee chair 
meetings as necessary.  The Past President should be a member of at least one 
other committee.” 

 

This position is a one year term. 

 

1. Advisory - Participate on the Executive Committee as a non-voting member by 

providing guidance from past experience. The Past President often serves as a 

sounding board to the Executive Committee and tends to have institutional 

history and knowledge that helps guide decisions. 

2. Assist President - When asked by the President, serve in different capacities, 

including assisting with and serving on committees, making contacts on behalf of 

OFWIM, or other duties as assigned. 

3. Liaison between Committee Chairs and Executive Committee - Remind 

committee chairs of deadlines for quarterly reports to the executive committee 

and newsletters. Assist committee chairs as appropriate with quarterly and annual 

reports. Provide annual reports to the President Elect for inclusion in the annual 
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business meeting materials. 

4. OFWIM Bylaws Committee Chair - Every five years, or as needed, the Past-

President will convene an ad-hoc Bylaws Committee to complete a thorough 

review of the bylaws to ensure that the document reflects current technology 

and practices of the organization, and make recommendations for changes to 

be voted on by the membership. The Past President will serve as chair of this 

committee. A Bylaws Committee was convened in 2009, 2015, 2020; the next 

thorough review should be conducted in 2015 at the latest. 

5. Serve as a member of at least one other committee - The Past President must 

be a member of at least one other committee. 

 

Implementation of Office 

 

1. Advisory. 

● Sit in on monthly ExCom calls. 

 

2. Assist President. 

 

3. Liaison between Committee Chairs and Executive Committee. 

 

4. OFWIM Bylaws Committee Chair. 

● Chair committees as needed 

● Present findings to ExCom prior to vote by membership 

 

Schedule 

 

Monthly 

● Participates in monthly ExCom call. 

● Participates on one other committee.
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Officers – Treasurer 

 
Position Description 

 

The OFWIM Bylaws State in Section 11: "The Treasurer shall monitor and report on the 

finances of the Organization, its financial  accounts (bank account, PayPal) and collection of 

annual dues. The Treasurer shall also keep the billing information current for services (i.e., 

GroupSite, Turbobridge) used by the Organization. The Treasurer will also provide the President 

with a list of paid up members at the beginning of the annual business meeting. The Treasurer is 

responsible for filing a tax return with the IRS if OFWIM revenues exceed the threshold amount 

that requires filing in any given year.  The Treasurer must be a member of at least one other 

committee."   

 

This position is a three year term. Upon election to the position: 

 

1. Retrieve all treasury documents from the previous treasurer. Alter the letterhead and 

invoice and receipt templates to have your contact information. 

2. File IRS Form 8822 Part II to change the OFWIM tax address to your home or work 

location. Reason: to ensure all tax related documents are mailed to the current treasurer. 

3. Change the primary user of the OFWIM bank account to your user profile (or edit the 

user information of the existing treasurer user profile changing the name and 

password associated with the profile). Add the current President-Elect as a secondary 

signer on the account. Order new business checks (if desired) and a debit card. Reasons: 

(1) to facilitate interactions with the bank, 

(2) to establish a backup signer on the account who is authorized to step in and deal 

with the accounts, should the need arise. 

4. Change the password for the primary email (ofwim.org@gmail.com) associated with the 

PayPal account, and change the name and phone number associated with the email in 

the user profile. Add your email as a secondary email associated with the account if 

desired. Remove the previous treasurer’s email if it is still present. To change the business 

contact's legal name and information associated with the PayPal account, you will need to 

Reason: to ensure all account related documents are sent to the current treasurer. 

5. Change the address associated with the OFWIM D-U-N-S number to your home or work 

location. Reason: to ensure the address associated with the D-U-N-S number is current.  

6. Update billing contact information for Groupsite, Turbobridge, Vyond, Cvent, and 

WebEx. Changing the information in Groupsite will require being granted manager 

privileges if you do not already have them. Reason: to ensure continued service and that 

account related notices are sent to the current treasurer. 

7. Update the membership forms on the website with your contact information. Editable 

copies of the forms are available on Groupsite. 

8. Participate in ExCom Conference Calls. 

9. Serve as a member of the Conference Planning Committee  

 

Implementation of Office 

 

1. Maintain a spreadsheet of all revenue and expenditures, including the date, check or 

invoice number, vendor or recipient, and purpose. 

2. Maintain an accurate balance of our accounts at all times so that this may be provided to 

mailto:ofwim.org@gmail.com
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the Executive Committee immediately upon request. 

3. Pay all invoices within 30 days and/or within the timeframe stipulated in the contract or 

invoices. 

4. Deposit all funds received within 30 days. Provide receipts containing the organization 

name and tax ID number for membership dues (serves tax deductible documentation for 

members) and conference registration payments. 

5. Monitor the OFWIM Gmail account: either forward to your email address or check by 

logging in to the OFWIM account. 

6. Report membership renewals paid by check to the Secretary for the membership database. 

Also send a PDF receipt to the member when payment is made by check or when dues are 

waived (Student Scholarship and Innovation Award winners). When a new Secretary is 

elected, change the filter in the OFWIM Gmail account to forward PayPal notifications to 

their email.  

7. Submit tax returns each year. The tax year is January 1 through December 31. Returns 

are due by May 15th each year. An e-postcard (Annual Electronic Notice Form 990-N) is 

to be filed for years that our gross income is less than $50,000. If the organization's gross 

income exceeds $50,000 year, Form 990 (or 990EZ) is to be filed. See the IRS website 

for copies of the necessary forms and information on how to file. See the OFWIM web 

accounts and passwords documentation for site url and login credentials to file. 
 

Schedule 

As Needed 

● Pay for items and expenses approved by the ExCom. 

● Accepts new member dues and sends report of paid dues to Secretary for membership list 

modification. 

● Deposit funds received within 30 days. 

● Pay all invoices within 30 days. 

● Maintain spreadsheet of revenue and expenses. 

● Maintain all account balances. 

Monthly 

● Participates in monthly ExCom call. 

● Participates on a committee, aside from the ExCom 

● Generally, participates in Conference Planning Committee calls. 

April 

● Submit tax return. 

Prior to Conference 

● Prepare written Treasurer’s Report for the Business Meeting. 

During Conference 

● Give oral Treasurer’s Report at the Business Meeting. 

At or After Conference 

● Reimburse Travel Grant recipients for any qualified expenses. 

● Reimburse Student Scholarship recipients for any qualified expenses and other awarded 

amounts. 

 
 

https://sa.www4.irs.gov/eauth/pub/login.jsp?Data=VGFyZ2V0TG9BPUI%253D&TYPE=33554433&REALMOID=06-000ca231-ad53-16bc-8663-483c0adb40e7&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=UOkC7yx4eMTO24FGxPfBRb5q3Mj3Xh3pyXfBEjYyHJ97nGCXu16wx5MzFHjfZmlG&TARGET=-SM-http%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f
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Officers – Secretary 

 
Position Description 

 

The OFWIM Bylaws State in Section 12: "The Secretary prepares the minutes of the annual 

business meeting and Executive Committee meetings of the Organization. The Secretary shall 

also maintain the Organization's mailing list and on-line Membership Registry and provide 

updated lists to the newsletter editor prior to each newsletter mailing; to Committee Chairs for 

special announcements and membership drives; and to the Executive Committee and Meeting 

Planning Committee for correspondence related to the annual business meeting. The Secretary 

should be a member of the Communications, Membership, & Outreach Committee, and can 

participate on other committees, if desired." 

 

This position is a three-year term. 

 

1. ExCom Minutes. Prepares minutes of the Executive Committee meetings.  When 

approved by ExCom, posts minutes to Groupsite. Documents and tracks Action 

items assigned to members of the Executive Committee. 

2. Final minutes of the Annual Business Meeting of the Organization. Attends and takes 

minutes from the Annual Business Meeting. Prepare the official copy for the OFWIM 

Secretary's notes, facilitate review by the excom and send it to the webmaster to post. 

3. Maintains the online OFWIM Membership Registry. Enters new member information 

into the on-line OFWIM Membership Registry. Updates and maintains member 

information based on membership notifications from website (additions and renewals) 

and payments received from PayPal notifications and emails from Treasurer. During the 

2 months prior to the Annual Business Meeting, the Secretary keeps in close contact 

with the OFWIM Treasurer on meeting/conference registrations, new memberships, and 

membership renewals. The Treasurer will email copies of all registration forms with 

new and renewed memberships to the OFWIM Secretary. New member information 

(email address, organization name, address, telephone, fax, and membership fee) is 

entered into the OFWIM Registry. Renewal information is cross- checked against the 

current member's record in the Registry and updated if needed.  Sets up new members in 

Groupsite. 

4. Email notifications lists. Send the news release and for the Annual Business Meeting 

announcements using ofwim.org@gmail.com.  Provides lists of current and past member 

email addresses to Committee Chairpersons as needed, primarily the Communications 

and Membership & Outreach Committees.  Maintains an up-to-date member email list in 

OFWIM’s Google account.  

5. Serves as a member of the Communications Committee. Participates in conference 

calls scheduled by the Committee Chair. As a Committee member, reviews newsletters 

prior to release, helps with publicity and special broadcasts regarding the Annual 

Business Meeting.  Sends email announcements and newsletters, as needed. 

6. Liaison between all OFWIM Committees and the OFWIM public Website Webmaster. 

Serves as a conduit between the Executive Committee and/or Committee Chairs and the 

OFWIM Webmaster to keep the OFWIM public website updated with new content, 
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including: annual conference logistics and information; balloting for new officers and/or 

proposed bylaws changes; new editions of the newsletter; committee announcements; 

links of interest; job opportunities; minutes from the Annual Business Meeting; and 

presentations from the Annual Meeting. 

 

Implementation of Office 

 

1. ExCom Minutes. 

● Participates in ExCom Committee calls. 

● Takes notes and posts minutes of meeting on Groupsite after review by the 

committee. 

● Invite committee Chairs to ExCom meeting: Dec, Mar, Jun, Sep 

 

2. Final minutes of the Annual Business Meeting of the Organization. 

● Takes notes during the Annual Business Meeting and makes minutes available 

to membership on website for review. 

● Writes up Secretary Report for Annual Business Meeting. 

● Provides oral Secretary Report at Annual Business Meeting. 

 

3. Maintains the online OFWIM Membership Registry. 

● Keeps membership registry up to date based on membership notifications from 

website and payment status notifications from PayPal and Treasurer.   

● Sets up new member accounts in Groupsite.  

 

4. Email notification lists. 

● Sends out Annual Conference and other OFWIM announcements to membership 

email lists via OFWIM’s Google account: ofwim.org@gmail.com.  Maintains 
the current membership email list in OFWIM’s Google account. 

 

5. Serves as a member of the Communications and Membership & Outreach (CMO) 

Committee. 

● Participates in monthly Communications and Membership & Outreach Committee 

calls.  Sends email announcements and newsletters, as needed. 

 

6. Liaison between all OFWIM Committees and the OFWIM public website Webmaster. 

 

Schedule 

  

As Needed 

● Keeps membership registry up to date based on membership notifications from website and 

payment status notifications from PayPal and as Treasurer reports those who have paid 

dues.  Forward payment notifications to members as they join or renew to show proof of 

payment received by OFWIM and inform the member that their information in the 

membership database is updated.  Forward information about any new members to the 

President, so the President can send a new member welcome email.  Sets up new member 

Groupsite accounts. 

 

mailto:ofwim.org@gmail.com
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● Sends updated membership lists to the President, and then the President sends out the 

following renewal notices to members, or ensure renewal notice emails are automatically 

sent to members who have not yet paid for the current year’s membership dues via the 

OFWIM (Wild Apricot) website, per the following schedule: 

○ 1st Renewal Notice 

■ Issue Date: 1st week of January 

○ 2nd Renewal Notice 

■ Issue Date: 1st week of July 

● Deactivation of Groupsite membership 

○ Issue Date: 1 week after annual fall conference 

● Sends out Annual Conference and other OFWIM announcements to membership email 

lists, as needed or requested. 

 

Monthly 

● Participates in monthly ExCom call. 

● Generally, participates in Conference Planning Committee calls. 

● Participates in monthly Communications and Membership & Outreach Committee calls. 

 

Prior to Conference 

● Prepares written Secretary Report for Annual Business Meeting. 

 

During Conference 

● Gives oral Secretary Report for Annual Business Meeting. 

● Takes notes at Annual Business Meeting. 

 

After Conference 

● Makes sure Annual Business Meeting minutes are available for membership review. 
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Officers – Member-at-Large 

 
Position Description 

 

The OFWIM Bylaws State in Section 13: "The Member-At-Large serves as advisor to the 

Executive Committee and coordinates special projects at the direction of the President or 

Executive Committee.  The Member-at-Large is responsible for coordinating the selection of the 

next year’s annual meeting (two years out from the meeting date elected).  The Member-at-

Large must be a member of the Conference Planning Committee and can participate on other 

committees, if desired." 

 

This position is a one-year term. 

 

1. Advise ExCom. The Member-At-Large serves as advisor to the Executive Committee 

and coordinates special projects at the direction of the President or Executive 

Committee. 

2. Coordinate the meeting location two years out.  The Member-at-Large is responsible 

for coordinating the selection of the next year’s annual meeting (two years out from the 

meeting date he or she was elected). 

3. Participate in ExCom Meetings. The OFWIM Member-at-Large participates in 

conference calls of the OFWIM Executive Committee, as scheduled by the OFWIM 

President. 

4. Serve as a member of the Conference Planning Committee Committee. participates 

in conference calls scheduled by the Committee Chairperson. As a Committee 

member, assists with and participates in activities that work toward the goals and 

objectives. 

 

Implementation of Office 

 

1. Advise ExCom 

 

2. Participate in ExCom Meetings 

● Participate in monthly ExCom calls. 

 

3. Serve as member of the Conference Planning Committee 

 

4. Coordinate the selection of the meeting location for the annual meeting two year out 

from the date of election 

  

Schedule 

 

Monthly 

● Participates in monthly ExCom call. 

● Generally, participates in Conference Planning Committee calls. 

● Coordinates the selection of the annual meeting location (two years from date of election).
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Communications, Membership & Outreach (CMO) Committee 

Description 

 
The Communications, Membership and Outreach Committee is responsible for publishing a 

newsletter; coordinating communication among committees and members of the organization; 

publicizing the annual conference; administering the conference travel grants; maintaining and 

increasing organization membership by actively identifying and contacting potential members; 

and maintaining the online presence for the Organization, including the public website and all 

social media outlets utilized by the Organization. 
 

Goals 

 
Goal 1: Manage and communicate information to OFWIM members. 

 

a. Produce a minimum of three newsletters during the year, with content to include follow- 

up information from the previous conference, new information about the upcoming 

conference, articles of general interest to the OFWIM membership, OFWIM committee 

updates, and announcements of upcoming events, including training opportunities. 

b. Distribute information to members via member email list, OFWIM public website, 

OFWIM portal, and other means as needed or directed. 

c. Maintain database of current and past membership. 

 

Goal 2: Develop, maintain and enhance effective communication tools to facilitate the exchange 

of information with members and non-members. 

 

a. Manage the OFWIM public website, ensuring currency of information based on input 

provided by other OFWIM committees and/or members. 

b. Manage OFWIM Groupsite. 

i. Invite new OFWIM members to join the site. 

ii. Encourage committees to use the site for communication within committees and 

with the membership as a whole. 

iii. Develop usage standards for the site, including access levels. 

c. Support the communication aspects of other OFWIM Committees through regular contact 

with those groups. 

i. Coordinate with Elections, Awards and Nominations Committee to implement the 

electronic voting system for officer elections, and to announce new awards. 

ii. Coordinate with other committees to update existing content on the OFWIM 

website and to solicit material for the newsletter. 

d. Update the OFWIM brochure and flyer. 

e. Work with the other committees to develop outreach materials such as an 

OFWIM infographic/poster and VYOND videos. 

 

Goal 3: Encourage new OFWIM membership and support continuing OFWIM membership 

renewals. 
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a. Encourage existing and potential new members to attend the annual meeting. 

b. Encourage non-members attending the annual meeting to join OFWIM. Include a 

Benefits of Membership information page with all non-member registration 

receipts. 

c. Publicize membership renewals in each edition of the newsletter. 

d. Support efforts to remind the membership at the beginning of the year to renew their 

memberships for the current year. 

e. Hold a focused membership drive every three years to increase Organizational 

Memberships and to encourage staff replacements in member organizations to join 

OFWIM. 

i. Target organizations that have not been organizational members in the past to 

become Organizational Members. 

ii. Send out letters and brochure to appropriate contacts across the nation. 

f. Support members willing to do outreach at local/regional/national meetings on behalf of 

OFWIM. Provide the member with OFWIM poster and brochures. 

 

Goal 4: Administer Travel Grants. 

 

a. Determine the number of grants available. 

b. Seek applications. 

c. Review applications and award grants. 

 

Goal 5: Professionally complete the duties of the committee. 

 

a. Convene monthly conference calls to conduct committee business. 

b. Participate in Executive Committee (ExCom) conference calls, quarterly or as 

requested, to provide updates about committee activities. 

c. Prepare an annual written report of committee accomplishments for submission to the 

ExCom and distribution at the annual meeting. 

d. Present an oral report of accomplishments at the annual business meeting. 
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Implementation of Goals 

 
Committee responsibilities have been assigned to distinct roles, to be filled each year by 

committee members. Specific duties for each role are described in the Committee Procedures 

section below, with further elaboration on the OFWIM web and social media presence in the 

following section. 
 

Committee Roles 

 
Chair (position filled by a volunteer)  

Vice-Chair = (position filled by volunteer)  

Newsletter Editor = (position filled by a volunteer) 

Website Manager (position filled by a volunteer) 

Social Media Manager (position filled by a volunteer)  

Membership Manager = Secretary (position filled by election)   

Travel Grant Manager (position filled by a volunteer) 

Historian (position filled by a volunteer) 

Membership at Large (filled by members having or not having additional committee roles 

dependent on membership in a given year) 
 

Committee Procedures 

 
Chair: 

1. Coordinate with other OFWIM committees to ensure that their communication and 

outreach needs are met. 

2. Convene monthly meetings of the committee and ensure that all committee 

responsibilities are being completed and that new projects are moving forward. 

3. Attend quarterly ExCom meetings as required and report the activities of the 

committee. 

4. Draft and submit committee goals and an annual report of the committee on an 

annual basis. 

5. Coordinate membership drives every three years to expand OFWIM’s visibility and 

increase membership representation across the country. 

6. Review the Procedures Manual every 5 years as requested. 

 

Newsletter Editor: 

1. Publish the OFWIM Newsletter (at least three times per year). The newsletter template 

(Publisher file) is stored on Groupsite in the CMO file cabinet in the Newsletter folder. 

a. Work with the other committees to determine newsletter content and solicit 

additional content from the membership as needed. 

b. All newsletters include: 

i. President’s message. 

ii. Membership renewal reminder. 

iii. OFWIM member profiles, when possible. 

iv. List of current officers and committee chairs 

c. The first newsletter following the conference includes: 
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i. Highlights from the conference, especially photos from the field trip and 

conference. 

ii. An article written by a conference attendee describing their experience. 

iii. Links to conference presentations and business meeting minutes. 

iv. Award winners, including student scholarships, best poster and 

presentation awards, geocaching contest winners, and any other awards 

given. 

v. Information about committees and their activities and a description of how 

to join. 

vi. Thanks to the raffle item donators. 

d. The next couple of newsletters should include: 

i. Updates on committee activities. 

ii. Upcoming conference information, including calls for papers, logistics 

information, announcements of travel grants, student scholarships, and 

other awards as relevant. 

iii. Articles written by members on topics of interest to the membership. 

e. The final newsletter before the conference includes: 

i. Draft conference schedule. 

ii. Field trip details. 

iii. Voting information, including candidate photos and bios, bylaws changes 

(if applicable), and instructions for how to vote. 

 

Vice-Chair: 

1. Supports the Chair and runs meetings in his or her absence 

2. Coordinates OFWIM-wide communications with the Secretary 

  

Website Manager: 

1. Maintain OFWIM web presence, as described in the next section. 

 

Social Media Manager: 

1. Maintain OFWIM social media presence, as described in the next section. 

 

Membership Manager (Secretary): 

1. Update paper membership renewal forms (Appendix 1) for the current year. 

2. Coordinate renewal reminders to continuing members, as described in Appendix 2. 

a. Update the renewal reminder template (Appendix 3) and provide to OFWIM 

President for emailing. 

b. Keep OFWIM President informed about the renewal reminder schedule. 

 

Travel Grant Manager: 

1. Update the paper travel grant application form (Appendix 4) for the current year. 

2. Provide link to Website Manager for posting on the public website, and paper form to 

Secretary for an email announcement to the membership. 

3. Work with OFWIM Treasurer and ExCom to determine the number of travel 

grants available. 

4. Collect application forms and convene CMO to determine recipients. 

a. Determine eligibility of applicants. 
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i. Must not have received a grant the prior year. 

ii. Must be presenting a paper or poster at the conference. 

iii. (Membership in OFWIM is not a requirement.) 

b. Apply ranking criteria to select recipients. 

i. Need. 

ii. Underrepresentation of states at previous meetings. 

iii. Equitable regional representation. 

 

Historian: 

1. Coordinate with members and search historical file storage to compile early OFWIM 

documentation. 

2. Work with the website manager to complete the record of historical annual meeting 

proceedings and presentations and newsletters as possible. 

 

Membership at Large: 

1. Update and modify OFWIM outreach materials as needed, including the brochure and 

one-page flyer. Templates for the brochure and flyer (Publisher files) are stored on 

Groupsite in the CMO file cabinet, in the Outreach Materials/Brochure and Outreach 

Materials/Flyer folders. 

2. Support members willing to do outreach at local/regional/national meetings on behalf 

of OFWIM. Provide the member with OFWIM poster and brochures. 

c. Maintain a list of places where members have conducted outreach on behalf of 

OFWIM. The list is stored on Groupsite in the CMO file cabinet in the Outreach 

at Other Conferences folder.
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OFWIM Web and Social Media Presence 

 
1. OFWIM Website 

a. Committee member responsible: Website Manager 

b. Host/Cost: 

i. Stored on Pacific States Marine Fisheries Commission (PSMFC) servers, 

with some staff support for site maintenance. 

ii. No charge to OFWIM. 

c. Function: 

i. Primary public web presence for OFWIM. 

d. Tasks: 

i. Coordinate with PSMFC on site maintenance. 

ii. Publish current announcements regarding the annual conference and any 

other organization activities. 

iii. Publish the OFWIM Newsletter. 

iv. Publish all conference materials after the conference. 

v. Support committees in posting relevant materials. 

vi. Assist the Elections, Nominations, and Awards Committee with activating 

the online voting process prior to the annual conference. 

vii. Update online forms and membership database as needed. 

e. Site Policy: 

i. Open to the public. 

 

2. Groupsite 

a. Committee members responsible: 

i. The Secretary will manage membership on the site and send invitations 

to new members.  

ii. Social Media Manager will manage committee chairs as administrators 

of their committee groups on the site. 

iii. Committee chairs will manage membership within their committees. 

iv. Website Manager will manage public page updates on Groupsite. 

b. Host/Cost:Cost is $50/month for 6 subgroups and 150 users. Treasurer is 

responsible for maintaining the subscription.  

c. Function: 

i. Social networking site. 

ii. Allows committees to collaborate online. 

iii. Allows committees to organize documents and other materials. 

iv. Allows discussions of topics of interest to OFWIM members. 

v. Allows posting of both OFWIM activities and other activities of interest to 

the membership. 

d. Tasks: 

i. Administer site and users, including public and internal roles. 

ii. Ensure committee chairs have access and instructions for the site. 

iii. Coordinate announcements with public website. 

e. Site Policy: 

i. Membership in Groupsite is by invitation only. Only current members and 

members from one year prior will be invited. Once a membership has 
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lapsed beyond one year, member will be contacted to remind them to 

renew their membership; if they are no longer interested in being an 

OFWIM member, their OFWIM Groupsite membership will be disabled. 

 

3. LinkedIn 

a. Committee member responsible: Social Media Manager. 

b. Host/Cost: 

i. Site is free. 

c. Function: 

i. Social networking site, allowing linkages with interested individuals and 

relevant organizations. 

d. Tasks: 

i. Administer site and users. 

ii. Coordinate announcements with public website and Groupsite. 

iii. Seek other organizations with which to connect. 

e. Site Policy: 

i. Open to anyone requesting to connect. 
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Schedule 

 
As Needed 

1. Coordinate emails to membership with the Secretary at the request of ExCom and 

other committees: Vice-Chair. 

2. Website updates: Website Manager. 

3. Groupsite maintenance: Social Media Manager. 

4. Coordinate OFWIM outreach at other meetings and conferences: Membership 

Manager. 

 

Monthly 

1. Committee conference calls: entire committee. 

 

Quarterly 

1. Publish newsletters: Newsletter Editor 

2. Participate in ExCom calls when committee chairs invited: Chair 

 

Every Six Months (Approximately) 

1. Coordinate membership reminders with OFWIM President (January 1, July1): 

Membership Manager. 

 

Five Months Prior to Conference 

1. Announce travel grant application: Travel Grant Manager 

 

 

Three Months Prior to Conference 

1. Announce travel grant awards: Travel Grant Manager. 

 

One Month Prior to Conference 

1. Compile the committee’s annual report and submit to ExCom: Chair 

2. Deliver annual report orally during annual business meeting: Chair (Newsletter Editor) 

or Vice-Chair. 
 

After Conference Each Year 

1. Update the OFWIM brochure, one-page flyer, and other outreach materials as needed: 

 

Membership at Large 

 

Every Three Years 

1. Conduct a membership drive: Chair 
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Training & Education Committee (TEC) 

Description 

 
This committee is responsible for assessing the continuing educational and information 

management and technology training needs of fisheries and wildlife professionals and works in 

close coordination with the Executive Committee to develop a comprehensive continuing 

education program. 
 

Goals 

 
1. Develop a training plan in accordance with the overall OFWIM organizational direction 

and objectives and with guidance from the Vision and Goals Committee. 

 

 

2. Determine training possibilities for a workshop at the OFWIM Annual Meeting; outline 

what resources might be required and available; seek a trainer to lead the workshop; and 

provide such information to the OFWIM Executive Committee for their consideration. 

Work with the Conference Planning Committee to offer such workshop(s). 

 

3. Continue to offer distance learning opportunities to the OFWIM Membership, in 

collaboration with the Communications, Membership & Outreach Committee and the 

Data Standards & Technology Trends Committee. Develop, test, and deliver at least two 

such web-based education/training sessions each year. 

 

4. Make materials from the web-based education/training sessions available on the OFWIM 

Community Portal after the sessions are held, where appropriate, in order to allow 

OFWIM members to have continuing access to the training content. 

 

5. Seek input from the OFWIM membership regarding training/educational opportunities 

available through other sources and announce these opportunities to the membership by 

posting them on the OFWIM Community Portal (ofwim.GroupSite.com). 

 

6. Professionally complete the duties of the committee, by convening conference calls, 

exchanging emails, and providing input to the OFWIM Executive Committee. Prepare 

interim and Annual Reports. Post agendas, minutes and related materials to the Training 

and Education Committee group on the OFWIM Community Portal, as they are 

developed.
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Implementation of Goals 

 
OFWIM TEC (Internal) Webinars 

 

● TEC Conference Call Discussion; Identify webinars/ Identify lead person 

● Contact webinar presenters 

● Set up web conferencing resources 

● Set up webinar signup 

● Present webinar 

● Record presentation 

● Collect Powerpoint for posting to Groupsite 

● Contact any non-members present and encourage to join OFWIM via referral to 
CMO. 

 

OFWIM TEC (External) Webinars 

 

● Post opportunities on Groupsite 

 

OFWIM TEC Workshop @ Annual Meeting 

 

● TEC Conference Call Discussion; Identify potential workshops/Identify lead 

person. 

● Work with ExCom/Conference Planning on narrowing down selection. 

● Contact workshop presenter(s) 

● Assist presenter during the workshop as needed 

● Collect Powerpoint and any related materials on training and post to Groupsite 

 

OFWIM Committee Chair Reporting 

 

● Report on committee activity to the EXCOM quarterly when requested. 

 

OFWIM TEC Records Keeping – Conference Calls 

Agenda / Minutes 

Prepare 'Draft' Agenda – distribute prior to conference call 

Put TEC conference call on ofwim.GroupSite.com calendar 

Review 'Draft' Agenda – at beginning of conference call 

Post TEC Minutes to TEC folder at ofwim.GroupSite.com 

Post Agenda (as finalized) to TEC folder at ofwim.GroupSite.com 

Post TEC conference call 'materials' to TEC folder at ofwim.GroupSite.com 
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Schedule 

 
Monthly 

● Conduct committee conference call 

● Take notes and post minutes on Groupsite in committee’s folder 

 

As Scheduled – 2-3 Times per Year 

● Provide for TEC-hosted Webinars for the OFWIM membership 

 

Quarterly 

● Committee representative will participate in EXCOM call and report on committee’s 
activities to that committee 

● Provide an article for the newsletter on any recent or upcoming training opportunities 

 

Prior to Conference 

● Submit written report for Annual Meeting 

 

At Conference 

● Have a representative from committee (preferably chair) give oral report at Annual 
Meeting 

 

Post-Conference 

● Determine Committee Chair for the Committee for coming year; have them contact 

OFWIM members who have signed up for TEC, begin committee activities for the 
new year 
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Data Standards & Technology Trends Committee (DSTT) 
 

In 2019, due to a lack of leadership and interest the DSTT was dissolved. The DSTT tasks were 

split between the Training and Education Committee and the Elections, Nominations and Awards 

Committee. 
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Elections, Nominations & Awards Committee (ENA) 

 

Description 
 

This committee is responsible for developing and implementing the Organization's various award 

and recognition programs and for developing a slate of candidates for the Organization's annual 

elections. 

 

Goals 
 

1. Update, as needed, the awards program describing new awards or revisions to criteria 

for existing awards. 

2. Solicit at least three candidates for each award and select candidates for all established 

OFWIM awards and recognitions. 

a. Ensure delivery of information about OFWIM award programs to all appropriate 

audiences. 

b. Coordinate with the Outreach and Communications Committees to expand 

audiences and contact networks. 

c. Review all applications, selecting a winning candidate by scoring criteria (see 

Appendices) 

d. Notify winning candidate and provide any them with relevant 

information regarding their selection. 

e. Provide selected candidate with OFWIM award certificate during the Business 

meeting at the annual conference. 

3. Coordinate on-site voting for Best Presentation and Best Poster awards. 

a. Prepare score sheets for both on-site awards. 

b. Solicit volunteers to judge the presentations and posters. 

c. Collect and tally the score sheets 

d. Announce the Best Poster Award during the Business meeting. 

e. Provide OFWIM award certificate to Best Poster and Best Presentation via mail 

post-conference. 

4. Develop a slate of candidates for all OFWIM officer positions that will be open each 

year. 

a. Enlist at least two volunteers to run for each opening. 

b. Provide candidate biography information for inclusion in the summer edition of 

the newsletter. 

c. Provide candidate information for web-based voting. 

d. Coordinate with webmaster to open and close on-line voting on selected dates. 

e. Receive web-based voting tallies and coordinate on-site voting at the annual 

meeting. Ensure that all on-site votes are not duplicates of on-line votes and that 

votes are from OFWIM members. 

f. Present results to OFWIM President at the annual meeting. 

5. Maintain the Student Scholarship Program
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a. Create, edit, and maintain as needed the Student Research Scholarship criteria 

and solicit candidates for award. 

b. If applicable:  Review the 1-day scholarship opportunity for local students and 

solicit candidates for the award. Adjust solicitation contacts to reflect “local” 

Universities (in close proximity to the Annual conference). 

c. Review the Remote University Connection Program to try and build a base for 

future membership. 

1. Look into offering free connections to the first two respondents. 

d. Solicitation for student/university awards should include an initial mailing and 

two follow-up reminders. 

6. Professionally complete the duties of the committee as efficiently as possible by: 

a. Convening conference calls to conduct committee business; 

b. Participating in Executive Committee (ExCom) conference calls, as requested, to 

provide updates about committee activities; 

c. Preparing an annual written report of committee accomplishments for submission 

to the ExCom and distribution at the annual meeting; and 

d. Present an oral report of accomplishments at the annual business meeting 

 

Implementation of Goals 
 

1. Update, as needed, the awards program describing new awards or revisions to criteria 

for existing awards. 

a. The various web and non-web application, GIS and non-GIS application, and 
collaboration awards were combined into a single Innovation Award in the 
Spring of 2012. No annual schedule is necessary, just as needed. 

 

3. Solicit at least three candidates for each award and select candidates for all established 

OFWIM awards and recognitions. 

 

a. Ensure delivery of information about OFWIM award programs to all appropriate 

audiences. 

b. Coordinate with the Outreach and Communications Committees to expand 

audiences and contact networks. 

 

a. BEGIN – Have Secretary send Application Form (see example form on page ##) 

using Email Blast to membership and send out to other contacts and post in other 

locations, the earlier the better to allow more time for submissions. Recommend at 

least 6 months prior to the conference. 

 

b. REVIEW – Review submissions as they come in and discuss in monthly calls, to 

keep from being overwhelmed at the end of the submission period. 

 
 

c. END – Decide if a worthy candidate exists among the submissions, set the deadline 

for submissions and the beginning of the decision-making process to begin about 2 

months prior to the conference. 
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d. The details of the award are on the application, recognition on the website will 

include the allowing the recipient, if the application is public, to attach the 

OFWIM Innovation Award logo to their website with a link back to our Award 

Page. 

 
 

4. Coordinate on-site voting for Best Presentation and Best Poster awards - We no longer 

use a panel of volunteer judges.  Conference attendees vote for the best presentation and 

poster awards at the meeting  
 

a. Bring an adequate number of voting slips for people to use at the conference 

 

 

6. Develop a slate of candidates for all OFWIM officer positions that will be open each 

year. 

 

a. Enlist at least two volunteers to run for each opening. 

b. Provide candidate biography information for inclusion in the summer edition of 

the newsletter. 

c. Provide candidate information for Web-based voting. 

d. Receive web-based voting tallies and coordinate on-site voting at the annual 

meeting. Present results to OFWIM President at the annual meeting. 

 

● Each year two candidates for President-Elect and a Member-At-Large will be needed. 

Every three years candidates for Secretary and/or Treasurer will be needed. 

 

● Every attempt is made to get current members of the ExCom to run for 

President- Elect, however if no willing viable candidates are found from within, 
then other active members are solicited for the position. 

 

● The drive for candidate recruitment should start in April, to provide adequate time for 

locating candidates for each position. Start with President-Elect and work down, as 

that position is most critical for being filled. If two candidates for a particular 

position cannot be found, one will have to suffice. 

 

● Each candidate will need to provide a picture and a short biography for the voting 

page. 

 

● Web-based voting and nominee information on the website MUST be available at 

LEAST 30 days prior to the conference to provide adequate voting time for 

membership. Additional voting may be conducted at the conference to account for 

those who did not vote online. 

 

● Results will be revealed at the Business Meeting and those officers that have 

completed their role will be given certificates recognizing their contribution to the 

organization. 
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Maintain the Student Scholarship Program 
 

a. Complete the Student Research Scholarship criteria and solicit candidates for 

award. 

b. If applicable, review the 1-day scholarship opportunity for local students and 

solicit candidates for the award. 

c. Review the Remote University Connection Program to try and build a base for 

future membership. 

1. Look into offering free connections to the first 2 respondents 

 

● Typically, 5-6 months before the conference, in late April, or early May, an 

announcement of the Student Research Scholarship will go out to the local and 

nationwide universities and institutions to the upcoming conference by the Student 

Sub-Chair of the ENA.  Coordinate with the Conference Planning Committee for 

contacts at universities, professional societies, etc. 

 

● Once Conference Registration has opened, offer the Remote University Connection 

Program to all universities and institutions. Submissions will no longer be accepted 

once the remote access submission deadline has passed, or the number of seats has 

allowed has been filled. 

 

● A couple of months before the conference, the Research Scholarship will close and a 

review of the candidates may begin. The winner of the Scholarship will be notified 

no less than 30 days before the conference.  The deadline may be extended multiple 
times if there are no applicants.  Extending the deadline into September, while not 

ideal, may generate more interest with students as they start a new academic year. 

 

● At the conference, a Student mixer/luncheon or some sort of activity will be provided 
as coordinated with this committee and the Conference Planning Committee. 

 

6. Professionally complete the duties of the committee as efficiently as possible by: 

 

a. Convening conference calls to conduct committee business; 

b. Participating in Executive Committee (ExCom) conference calls, as requested, to 

provide updates about committee activities; 

c. Preparing an annual written report of committee accomplishments for submission 

to the ExCom and distribution at the annual meeting; and 

d. Present an oral report of accomplishments at the annual business meeting. 

 

● Conference calls are held monthly. The chair provides quarterly updates to the 

ExCom and the update at the annual Business Meeting. 
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Schedule 

 
Monthly 

● Chair sets up committee conference call to discuss committee business 

 

Roughly 6 months to Conference 

● Send out announcement for Innovation Award nominations 

● Send out Research Scholarship to nationwide and local universities and institutions 

● Begin solicitation process for potential candidates for ExCom openings 

 

With Opening of Conference Registration 

● Announcement for University Remote Access Availability (2 free slots) 

 

2 Months Before Conference 

● Close Research Scholarship Applications 

● Close Innovation Award Applications 

● Decide on Student Scholarship winner, notify all candidates of their status. 

● Decide on Innovation Award Winner (if there is one), notify all candidates of their status. 

● Make sure newsletter editor has bios and pictures for all candidates for pre-conference 

newsletter 

 

Just Prior to the Conference 

● Print out Judging Forms for Presentations and Posters 

● Get a list of those who signed up for judging and try to fill slots 

● Print certificates for outgoing officers 

 

At the Conference 

● Fill any time slots for presentation or poster judging that are vacant 

● Host/organize Student activities or mixer 

● At the Business Meeting, announce the Poster Presentation Winner 

● At the Business Meeting, announce the Innovation Award Winner (if there is one) 

● If possible, at the end of the conference, announce the Presentation Award winner 

● Present outgoing officers with certificates at the Business meeting 

 

After the Conference 

● Email or mail the Presentation and Poster winners their certificates 

● Chair determines who is returning, who has signed up for committee 

● Have committee review Procedures to be aware of what is upcoming and to make any 

changes if necessary 
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Conference Planning Committee (CP) 

 

Description 
 

This committee is responsible for coordinating the development and implementation of the 

organization's annual meeting. 

 

Goals 

 
1. Arrangements Goals 

a. Select a location and venue for the Annual Meeting. 

b. Negotiate with the venue to obtain the needed meeting space which should 

include wireless internet access, meals, breaks, and other required services at the 

most advantageous price for OFWIM. 

c. Arrange for a block of sleeping rooms at advantageous room rates. 

d. Develop the contract with the venue for signature by the OFWIM President- 

Elect. 

e. Make arrangements for activities including the local field trip, complete with 
transportation and scheduling. 

f. Solicit potential partners 

g. Solicit sponsorship  

 

2. Program Goals 

a. Work with the Executive Committee to develop a theme for the meeting. 

b. Develop the program agenda for the conference and arrange for speakers. 

c. Arrange for entertainment at the meeting banquet. 

d. Develop plans for the annual raffle, including donation of prizes and organization 

of the raffle at the meeting. 

 

3. Participate in ExCom conference call meetings to provide reports on progress. 

 

4. Oversee the conduct of the technical program at the OFWIM meeting. 
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Implementation of Goals 

 
Arrangements Goals 

 

a. Select a location and venue for the Annual Meeting. 

● The city and state of the annual meeting should be known before the prior 

conference so that a flyer may be distributed at that annual meeting promoting the 
upcoming conference. 

● If unsure of a potential location within a city, check with the local visitor bureau. 

In some cases, if you can provide them with the parameters of your meeting, they 

will send out a broadcast to their members to bid on the conference. 

 

b. Negotiate with the venue to obtain the needed meeting space which should 

include wireless internet access, meals, breaks, and other required services at the 

most advantageous price for OFWIM. 

● A suitable venue should be located, and a contract signed with the venue and/or 

hotel (in the event the venue and hotel are not the same location) by the 1st of 

January of the conference year. 

● The meeting space, room block, and wireless internet access should be a part of 
the original contract. 

● Depending on the venue, the meals, breaks and AV requirements may be worked 

out during the spring and summer before the conference. 

 

c. Arrange for a block of sleeping rooms at advantageous room rates. 

● In many cases, the hotel will also be the meeting venue, thus the room block and 

meeting room negotiation will be part of the same contract. 

 

d. Develop the contract with the venue for signature by the OFWIM President- 

Elect. 

● The President, President-Elect, or an approved member of the organization should 

sign the contract(s) for the venue and/or hotel, after review and approval by the 

ExCom and Conference Planning Committee. 

● A sample contract from a prior year has been included in the Appendix of the 
Procedures Manual. 

● A sample Banquet Event Order from a prior year, outlining the food, break, and 

AV needs for the conference from the hotel has been included in the Appendix of 

the Procedures Manual. 

 

e. Make arrangements for activities including the local field trip, complete with 

transportation and scheduling. 

● Beginning in the spring and on in to the summer, field trip details should be 

worked out with the committee’s local conference contacts. This includes 

transportation to and from the field trip location, and lunch arrangements. 
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● The lunch money is generally collected separately from registration, and in most 
cases is a brown bag/box lunch that either can be consumed on the tour or in a 

brief stop from the tour. 

● Recent meetings have included a GeoCache contest. If that is to be maintained, 

then the locations of local (within walking distance) geocaches must be created or 

determined, a contest form developed, and signups (usually through Registration) 

established. 

● Coordinate with the Student Chair (from the Elections, Nominations, and Awards 
Committee) regarding any Student mixer or any other student activity. 

 

f. Solicit Potential Partners 

● Create a list of potential partners - particularly agencies, universities, or 

organizations local to the meeting location who may be interested in attending. 

● Find an OFWIM member who knows someone at the potential partnership and 

assign that person as the contact, whenever possible.   

● Potential partners may also be potential sponsors, but not always. 
 

g. Solicit Sponsorship 

● Create a list of potential sponsors, both locally and those who have sponsored 

previous meetings. 

● Find the proper contact for each organization.  Previous sponsors likely have an 

already established contact.  Check with committee members or the President. 

● Use connections when contacting potential sponsors, whenever possible. 

● Personalize sponsor letters, whenever possible, to make OFWIM relevant to that 

group. 

Program Goals 

 

a. Work with the Executive Committee to develop a theme for the meeting. 

● The theme and session topics help to generate interest for the conference and 

provide justification for travel. 

● A theme and session topics need to be in place by the time the announcement is 

made for registration. 

● It is understood that once abstracts are submitted, the session topics may change a 

little to accommodate the submissions that are coming in. 

 

b. Develop the program agenda for the conference and arrange for speakers. 

● An initial agenda, just outlining the conference, the sessions, and in general what 

will be going on throughout the conference needs to be put together prior to the 

opening of registration. This will seem awkward at first, as no speakers have yet 

signed up to present, but is necessary for generating interest and assisting with 

travel justification for potential attendees. 

● Once most of the abstract submissions are in, develop a more detailed agenda to 

increase interest based upon presentations 

● A first call for paper is sent out usually just before registration opens for the 

conference and usually runs to the end of June (depending on when the 

conference is). This is followed by a second call for papers and an extended 

deadline of another month. 

● An example call for papers is included in the Appendix of the Procedures Manual. 
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● The abstract submission form is set up in RegOnline.com and access to that site 

should be handed down from one President-Elect to the next by creating an 

account for the new President-Elect and demonstrating how to modify the form. 

 

c. Arrange for entertainment at the meeting banquet. 

● The entertainment for the banquet can vary depending on the venue and location. 

Sometimes a speaker is invited to give a presentation. In 2012, a 20-year 

celebration was put together including recognizing membership who had served, 

and in 2013 a bonfire retreat-type get together was organized. 

 

d. Develop plans for the annual raffle, including donation of prizes and 

organization of the raffle at the meeting. 

● Make sure the meeting location doesn’t have any rules banning raffles. 

● Generally, start asking for people to be thinking of raffle items about the time 

registration opens, and continue to remind membership with the newsletter that 

comes out between then and the conference. 

● Maintain a list of raffle submitters and what they have brought, so that the 

President-Elect can thank them after the conference (and we can recognize in 

the newsletter). This will be easier beginning in 2013, as a Raffle Submission 

form has been created in Google forms and the link will be provided on 

Groupsite. This will allow raffle submitters to enter their own information on 

the items submitted, freeing others from having to do so. 

 
Participate in ExCom conference call meetings to provide reports on progress. 

 

● Quarterly, all the Committee Chairs meet with ExCom to provide updates on how 

things are going. However, this is in most cases a formality as most or all of the 

ExCom participates in the Conference Planning Committee and in recent years the 

Conference Planning and ExCom Committees meet on the same day back to back. 

 

Oversee the conduct of the technical program at the OFWIM meeting. 

 

● Recently, we have gone to strictly electronic Proceedings to save paper. The 

Proceedings contain the final agenda, the abstracts for the presentations presented, 

the Business Meeting Reports, as well as the address and contact information for 

the attendees of the meeting. 

● Portions of a sample Proceedings is included in the Appendices. 
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Committee Schedule 
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NOTE: Schedule assumes an October conference. For earlier or later conferences, adjust schedule  

accordingly. This is a general guideline. 

 

Monthly 

● Chair (OFWIM President-Elect) sets up committee conference call to discuss committee 
business. 

● Chair posts monthly meeting minutes Conference Planning Committee area of Groupsite. 

 

By Prior Conference 

● Find out the city location of the next conference and obtain the promotional flyer from 

the Member-at-Large. 

 

After Prior Conference 
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● Sometime in the weeks following the conference, the new Chair determines who is 
returning to the committee from the year before, and who has signed up for the 

committee. 

 

December 

● Ensure meeting location is locked down, if it hasn’t been already 

● First Conference Planning call occurs 

 

January 

● Finalize meeting theme and logo 

● Prepare March newsletter submissions, which should include: (1) promotional 

announcement, and (2) meeting theme and logo 

● Start identifying local partners (i.e., agencies or schools with people who may be interested 

in attending the meeting) 

 

February - March 

● Investigate workshop(s), guest speakers (including keynote), banquet (including 

entertainment), education “field” day 

 

April 

● Create Abstract submission form (Google Forms) 

● Should be close to deciding workshop(s), guest speakers, banquet, education day 

 

May 

● Release First Call for Abstracts, which should end TWO MONTHS before the start of 

the meeting (e.g., for an early October meeting, the first call should end at the beginning of 

August).  First call can be released in May to members via email and GroupSite, and also 

on the website. 

● Complete meeting budget and set registration rates 

● Set up registration website in Cvent 

● Create the Guide to Expenses 

● Create Google Forms raffle donation survey 

● Create Preliminary Agenda 

● Prepare June newsletter items:  (1) First Call for Abstract, (2) call for raffle items, which 

includes the link to the donation survey in Google Forms and shipping instructions, (3) 

Preliminary Agenda, (4) Guide to Expenses   

 

June-July 

● Open early registration, which should end about TWO MONTHS before the start of the 

meeting 

● Solicit sponsorship 

● Select swag 

 

August 

● Close First Call for Abstracts and determine if a second call is needed 

● If a second call is needed, release the Second Call for Abstracts, which should end ONE 

MONTH before the start of the meeting (e.g., for an early October meeting, the second call 

should end at the beginning of September) 
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● End early registration and put normal registration costs into effect 

● Sponsor donations due by the end of August  

● Chair prepares September newsletter items:  (1) call for raffle items, (2) final agenda (if you 

do not have this ready, submit the preliminary agenda), (3) Guide to Expenses, (4) 

submitted papers and Hacker’s Ball titles and primary authors 

● Order swag 

 

September 

● Close Second Call for Abstracts 

● Finalize the final agenda and schedule of talks 

● Create the Meeting Proceedings, which should be circulated 3-4 weeks in advance of the 

meeting 

● Create and send out Guide to Presenters 3-4 weeks in advance of the meeting 

● Contact guest speakers and external participants with details and materials 

● Chair prepares committee report for Annual Business Meeting. 

 

At Conference 

● Participate in meeting execution and logistics 

 

After Conference 

● Send thank you emails to sponsors and raffle item donors 

● Make sure presentations get posted on the website 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Category Task Dec Jan Feb Mar Apr May Jun Jul Aug Sep Oct 



 

43 

Large-Scale 

Logistics 

Venue            

Theme            

Sessions            

AV/Setup            

Agenda 

Workshop            

Field Trip            

Banquet 

Entertainment            

Keynote/Speakers            

Meals/Extras            

Transportation            

Registration Cost            

Abstract Sub - 

Google Forms            

First Call for 

Abstracts            

Guide to Expenses            

Meeting 

Support 

Sponsors            

Raffle            

Second Call for 

Abstracts            

Registration - Cvent            

Logistics 

Swag            

Geocaching            

Proceedings            

Moderators/Registra

tion Packets            
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Appendices 

CMO Appendix 1: Membership Renewal Forms 
Visit http://www.ofwim.org/who-we-are/membership/ for the most updated forms 

 
2020 OFWIM Individual Membership Form 

****************************************************************************************************************
**** 

Use the form below to join OFWIM as a new member or to renew your membership for the current 
calendar year. Individual members are entitled to vote in the annual election and hold office. Current 
members are notified of new newsletters and have access to special OFWIM web content. Current 
members also receive a discount on the annual conference registration. 

  

If you work for an organization with 5 or more individuals interested in OFWIM membership, you may 
benefit from obtaining an Organizational Membership. Information about Organizational Memberships can 
be found at: www.ofwim.org. 

  

The OFWIM annual membership period is January 1 through December 31. To become a new member 
of OFWIM or renew your current membership, please complete and mail the form below with a check 
or money order (in U.S. dollars) payable to OFWIM, to: 

  

Michael Barbour, OFWIM Treasurer 
PO Box 75553 

Phoenix, AZ 85087 
MBarbour@azgfd.gov 

  

Note: To join or renew your membership online, visit the Membership tab at www.ofwim.org 

  

Name:                                                                                                             

  

Agency (General Membership Only):                                                            

  

Address:                                                                                                          
  

City:                                                               State:     Zip:                                                                                
  

Phone: 

Fax:                                    

  

Email:                                                                                                              

http://www.ofwim.org/who-we-are/membership/
http://www.ofwim.org/
http://www.ofwim.org/
http://www.ofwim.org/
http://www.ofwim.org/
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How did you hear about OFWIM?                                                                    

  

University (Student Membership Only):                                                                                                                         
  

  

Advisor Signature (Student Membership Only):                                                                                                                         
  

  

Membership (check one)                                                  Annual Dues 
  

General Member (one voting membership)                         $30 

  

Student Member (one voting membership)                         $10 

  

Retired Member (one voting membership)                          $10 

  

Amount Paid (please pay in U.S. dollars)                          $           
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2020 OFWIM Organizational Membership Form 
******************************************************************************************************************** 

 
Use the form below to become an Organizational Member or renew your current Organizational 
Membership. Organizational Members may list up to six (6) individuals who will have full member 
privileges. These individuals will be entitled to vote in the annual elections and hold office. Current 
members are notified of new newsletters and have access to special OFWIM web content. Current 
members also receive a discount on the annual conference registration. 

  

The OFWIM annual membership period is January 1 through December 31. To become an OFWIM 
Organizational Member, please complete and mail the form below with a check or money order (in U.S. 
dollars) payable to OFWIM. Please list the names and contact information for up to six (6) individuals. An 
organization may have more than one Organizational Membership. For additional Organizational 
Memberships, please submit a separate list of individuals for each Membership (up to 6 per 
Organizational Membership). 

  

  

Send completed form and payment to: 
Michael Barbour, OFWIM Treasurer PO Box 

75553 
Phoenix, AZ 85087  

MBarbour@azgfd.gov 

  

Note: To join or renew your membership online, visit the Membership tab at www.ofwim.org 

 

 

Organization Name:    

 

Primary organization contact: 
Name:      
Title:     
Address:       
City:   State:        Zip:    
Phone:(         )  Fax:(   )    
Email:      
How did you hear about OFWIM?         

 

 

 Memberships Annual Dues 

 
Organization Membership – (you may list 
up to 6 individuals for Individual Memberships) $ 150 

Number of Organizational Memberships X    

Please pay in U.S. dollars! $   

Please list up to 5 individuals below plus the Primary Organizational Contact above (for a total of 6), 
within your organization for Organizational Membership: 

 

1) Name:     
Address:      

mailto:MBarbour@azgfd.gov
http://www.ofwim.org/
http://www.ofwim.org/
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City:   State:        Zip:   
Phone:(         )  Fax:(   )   
Email:       

 

2) Name:      
Address:      
City:   State:        Zip:   
Phone:(         )  Fax:(   )   
Email:       

 

3) Name:      
Address:      
City:   State:        Zip:   
Phone:(         )  Fax:(   )   
Email:       

 

4) Name:      
Address:      
City:   State:        Zip:   
Phone:(         )  Fax:(   )   
Email:       

 

5) Name:     
Address:      
City:   State:        Zip:   
Phone:(         )  Fax:(   )   
Email:       
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CMO Appendix 2: Membership Rules and Renewal Protocol 

 
 

Membership Year 

 
Valid: January 1st to December 31st 

 

OFWIM Organizational and Individual Memberships are valid from Jan 1st to Dec 31st of the 

membership year that has been paid for. Individuals may purchase a membership at any point 

during the year; however the membership is only good for the calendar year regardless of when 

they purchase the membership. For example, a 2020 membership purchased in October 2020 is 

valid through Dec 31, 2020. 

 

Memberships for subsequent years may be purchased in advance of the calendar year and will be 

valid for the complete member year in question. For example, a 2021 membership purchased in 

October 2020 is valid from Jan 1, 2021 to Dec 31, 2021. 

 

Membership privileges shall include: receiving quarterly newsletter emails, OFWIM Groupsite 

portal access, the ability to participate in committees, invitations to special members-only 

webinars, and discounted conference registration. Upon membership deactivation, Groupsite 

membership shall be suspended, and none of the other benefits will be extended further until 

such a time as membership has been re-established. 

 

This means that any newsletter or other email blast circulating after July 1st of a particular year 

should only be sent to that year members (after July 1, 2021, only send to 2021 members). 

 
 

Membership Renewal Notification Procedure 

 
Procedure: Members who are current through the previous membership year are provided a 6- 

month membership grace period before their membership benefits are deactivated. During this 

time they will receive two renewal notifications prior to the final membership benefits 

deactivation notice. The notification schedule is outlined below. 

 

Organizational members who are dropped from their organization’s renewal should receive 

renewal/deactivation notices so that in the event the individual wishes to retain OFWIM 

membership he/she will have the opportunity to do so. 

 

Previous Year Members, Current year overdue: 
 

1st Renewal Notice 

Issue Date: 1st week of January 

To: Previous year members who have not yet paid current year membership dues 

From: President (Member list provided by Secretary), or via automatic renewal notice emails from 

the OFWIM Ex Com via the OFWIM (Wild Apricot) website and ensure website membership data 

is updated for these automatic emails. 
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Subject: Reminder that their membership is due for renewal and to remain current with the 

organization they should renew now. 

Medium: Email 

 

2nd Renewal Notice 

Issue Date: 1st week of July 

To: Previous year members who have not yet paid current year membership dues 

From: President (Member list provided by Secretary. Check with Treasurer for most up to date 

payment history), or via automatic renewal notice emails from the OFWIM Ex Com via the 

OFWIM (Wild Apricot) website and ensure website membership data is updated for these 

automatic emails. 

 

Subject: Reminder that their membership is due for renewal and to remain current with the 

organization they should renew now. 

Medium: Email 
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CMO Appendix 3: Membership Renewal Reminder Email Template 
Example email from 2020 (sent from OFWIM’s Google account):  

 

Thank you for being an OFWIM member in 2019. 
It's time to renew for 2020! 

 

 
 

With your input and participation, OFWIM was able to do the following in 2019: 

Create Vyond videos to promote OFWIM 

Increase our presence on social media 

Host a webinar on QGIS 

Develop a video series of short tutorials on R 

Sponsor the Joint Meeting of the Virginia, Virginia Tech, and West Virginia Chapters of the 

American Fisheries Society 

Partner with multiple agencies to pull off a productive 2019 annual meeting 

Grow our annual meeting sponsorship 

Offer two student scholarships and one runner-up award at our annual meeting 

Provide two workshop options at our annual meeting 

Collaborate with the National Conservation Training Center to set up a permanent geocache 

trail 
 

Click here to renew your membership.  
If you are part of an organizational membership, the person managing this membership should 

handle the process for you.  

 Send questions to susan.watson@dgif.virginia.gov 

 

With Regards, 

Karen Horodysky 
OFWIM President 

______________________________________________________________________ 

http://www.ofwim.org/who-we-are/membership/
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2nd Example: 

 

Reminder Email Letter for [Year] OFWIM Membership 

Sent on [Date] 

With Individual and Organizational Membership Forms as attachments 

 

 

Greetings recent OFWIM Member! 

 

I am writing you today to encourage you to renew your membership with the Organization of 

Fish and Wildlife Information Managers (OFWIM) for [Year] You can renew your 

membership online here (http://www.ofwim.org/who-we-are/membership/) or use the 

attached organization and individual membership forms. 

 

Today, more than at any previous point in time, we face an increased demand for quality 

information to facilitate fish and wildlife management in the natural resources community. To 

meet this demand, it is necessary for information managers to use the latest technologies, share 

data and knowledge with each other, and to work together to solve the fiscal and technological 

challenges that face us. Since 1993, the OFWIM organization has promoted the management 

and conservation of natural resources by facilitating technology and information exchange 

among fish and wildlife information managers across the country and beyond our borders. 

 

OFWIM emphasizes coordination, outreach, technical assistance, and continuing education of its 

members. Membership benefits include collaboration through various OFWIM committees such 

as Training and Education; participation in webinars on key fish and wildlife information 

management topics; receiving quarterly newsletters, access to OFWIM Portal resources; and 

eligibility for a discounted registration rate at the annual meeting. The Annual Conference and 

Business Meeting will be held at [Location] on [Dates]. We hope to see you there! 

 

Please renew your membership today and take advantage of all that OFWIM has to offer! 

Sincerely, 

[Name] 

[Year] OFWIM President 

 

 

 

 

 

 

 

 

  

http://www.ofwim.org/who-we-are/membership/
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CMO Appendix 4: Membership Welcome Email Template 
 

Example email from 2020 (sent from OFWIM’s Google account; also attached the most recent 

newsletter to the email):  

 
Welcome to OFWIM! 
 
We are so glad you decided to join our community of information managers!  OFWIM is a 
small but unique society that seeks to connect information managers specifically within the 
natural resources management field.  We have approximately 80 members who work in a 
variety of positions, including as data managers, GIS analysts, developers, biologists, and 
information security officers, just to name a few. 
 
How can you learn more about us and get connected?  First, create your GroupSite login – 
if you are brand new, you should have received an invitation to set this up (contact 
susan.watson@dwr.virginia.gov with any questions).  GroupSite is a great place for 
members to post questions and get feedback from other members.  It also is an easy way to 
share job announcements and information about OFWIM.   
 
Next, check out our website www.ofwim.org to learn more about our mission, officers, 
committees, awards/scholarships, and meetings.  I encourage you to consider joining one 
of our four committees – it’s a great way to network and contribute to the organization.  We 
also have a Facebook presence, if that’s your preferred venue. 
 
The big highlight for us is our annual meeting, where we get together in person to share our 
work through presentations and live demos, participate in workshops, and network at 
socials events.  These meetings occur all over the U.S.  Last year we met at the National 
Conservation Training Center in Shepherdstown, WV, and the year before we met in Hood 
River, Oregon.  Click here to check out past conference meeting proceedings.  This year will 
be a little different.  We decided to go virtual in light of the current COVID paradigm.  
Please consider joining us October 5-6, 2020 for our FREE virtual meeting 
(abstract submission and registration information can be found at www.ofwim.org or on 
FB).     
 
Let me know if you have any questions, and again, welcome to OFWIM! 
 
Regards, 

Karen Horodysky 
OFWIM President 
 
P.S.  Attached is our most recent newsletter - enjoy!

http://www.ofwim.com/
http://www.ofwim.org/who-we-are/committees/
https://www.facebook.com/OFWIM1993/
http://www.ofwim.org/meetings/conference-archives/
http://www.ofwim.org/
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CMO Appendix 5: Travel Grant Application Form Template 
 

 Organization of Fish and Wildlife Information Managers 

2020 Professional Travel Grants 

  

Purpose:  Travel grants are designed to assist current or retired professionals in attending the 

2020 OFWIM Conference and Annual Meeting in Fort Collins, Colorado October 4 - 8, 2020. 

To learn more about OFWIM, please visit our web site (www.ofwim.org). 
 

Criteria: 

1. Travel grants will be awarded based on need. If more applications are received than can be 

funded, under-representation by states in previous OFWIM meetings and equitable regional 

representation will be used as secondary criteria for evaluation. 

2. Membership in OFWIM is not required for eligibility. 

3. Each award recipient must present a formal paper at the 2020 OFWIM Conference and 

Annual Meeting. Poster presentations do not meet the criteria. 

4. Each award recipient must submit a newsletter article related to their presentation topic. 

Award recipients will work with the OFWIM Newsletter Editor to determine a submission 

deadline for their article. 

 

Application Procedure: 

1. Any qualified person may apply for the grant by completing the Travel Grant 

Application Form (below). 

2. The completed application form must be received by the contact person (Julie Prior-

Magee) on or before the deadline July 16, 2020. Grant recipients will be notified via 

email by July 23, 2020. Please note: a second deadline for applications may be offered 

if additional travel grants are still available after the first deadline. Any extension of the 

deadline will be communicated via email to the OFWIM membership and posted to the 

OFWIM website and in the OFWIM newsletter with other meeting announcements. 

 

Grant Details: 

1. The successful recipient(s) of the travel grant will be eligible for reimbursement of 

conference-related expenses up to $500.00 per award plus waiving of the conference 

registration fee. Only a limited number of travel grants will be awarded. 

2. The following conditions apply to each grant: 

a. OFWIM will reimburse each grant recipient conference-related expenses (up to $500), 

provided that expenses are reasonable. Expenses eligible for reimbursement include: 

airfare, transportation, lodging, meals and incidental expenses. Alternately, recipients may 
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choose to have OFWIM credit the award toward hotel expenses incurred at the meeting.  

Field trip costs will not be reimbursed. 

b. Each award recipient is responsible for registering for the OFWIM Conference and will be 

provided directions on how to indicate their registration fee is waived. 

c. Each award recipient is responsible for making his/her own travel arrangements and 

securing all reservations with a personal credit card. 

d. Each award recipient will provide copies of expense receipts to the OFWIM Treasurer 

after the conference has concluded and prior to receiving reimbursement. 
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2020 OFWIM 

Conference Travel Grant 

Application Form 
Or you can use the following online survey form to submit your application: 

https://www.surveymonkey.com/r/9MHXCSR 
  

Name:                                                                                                                       Date: 

Position Title: 

Agency/Organization: 

Address: 

Phone #: 

Fax #: 

E-mail Address: 

  

http://www.surveymonkey.com/r/9MHXCSR
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Estimate

d costs to 

attend: 

I can 

cover 

these 

costs: 

I need help 

with these 

costs: 

  

Travel – Airfare 

  

(round trip) 

      

  

Travel – Car 

  

  miles @ $  

 /mi; car 

rental fees 

      

  

Lodging 

(room sharing is 

not required, but 

can be considered 

to keep costs down) 

  

  

  nights @ $     

  

      

Meals (some 

meals covered 

within cost of 

registration) 

$ /day       

  

Other Costs? 

  

Explain: 

      

  

TOTAL 

        

Please check the situation(s) that best describe your need for this award: 

  

I would not be able to attend the conference otherwise. 
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It would increase the likelihood of getting travel approval from my agency. It 

would offset using personal funds. 

It would enable multiple staff from my agency/organization to attend. 

  

It would enable better travel arrangements (e.g., car rental, private room, convenient flight schedule). 
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Assistance Needs: 

  

  

  

   

  

  

Please submit this form via email or fill out the online form by July 16, 2020. Submit this form to: Julie Prior-Magee Email: 

jpmagee@usgs.gov Phone #: 575-557-1566 

  

Grant Recipients will be chosen and contacted by email by July 23, 2020. 
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ENA Appendix 1: Innovation Award Application 
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ENA Appendix 2: Innovation Award Scoresheet 

 

 

OFWIM Awards 2013 

Innovation Application Award 

Scoring Sheet 

 

 

 

Nominee: 

Scorer: 

Date: 

 

Usability of the application:   /15 
 

Use of current technology:  /15 
 

Innovation:  /20 
 

Success of application in meeting stated goals:  /20 
 

Success of partnership:  /20 
 

Relevance to wildlife and fisheries information technology:  /10 
 
 

Total score:  /100 
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ENA Appendix 3: Innovation Award Logo 
 

Goes on any award winning Public Website, with a link back to the OFWIM Innovation Award 

Page on our website. 
 



 

65 

ENA Appendix 4: Best Presentation Scoring Sheet  

NO LONGER USED - Documented for historic purposes only 
 

 



 

66 

ENA Appendix 5: Best Poster Scoring Sheet 

NO LONGER USED - Documented for historic purposes only 
 
 

 



 

67 

ENA Appendix 6: OFWIM Student Research Scholarship Application 
 NOTE:  The ENA is now extending this award to ANY student - the student does not need to be local,  

although there should be an effort to reach out to local students.  The ENA will update the application to  

reflect this change next year. 
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ENA Appendix 7: Remote University Access Application 
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CP Appendix 1: Hotel Agreement Example 
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CP Appendix 2: Event Banquet Order (meals, audio visuals) 
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(skipped similar pages down to final page…) 
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CP Appendix 3: Call For Papers
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CP Appendix 4: Conference Proceedings 
 

Sample pages are found in the following pages.  Please visit the OFWIM website to view meeting 

proceedings from various years:  http://www.ofwim.org/meetings/conference-archives/ 
 

Sample Introduction Pages: 
 

 
 

 

 
Sample Schedule at a Glance: 

http://www.ofwim.org/meetings/conference-archives/
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Sample Agenda: 
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Sample Paper Abstract: 
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Sample Poster/Hacker’s Ball Abstract: 
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Sample Business Meeting Materials: 
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Sample Officer Report:
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Sample Committee Report: 

 



 

101 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sample Conference Attendee Page: 
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103 
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CP Appendix 5: Sponsorship Form 

 


