Guidelines Review Committee Guidelines
A. Duties

1. The function of the committee is to ensure that all guidelines are prepared and posted on the ADDC website in a uniform format.  It is the job of the individual committee chairs to submit their guidelines to the Guidelines Review Committee for review whether as initially created or when updated.

2. Guidelines should be in the following format:

· There should be no cover page.

· The top and bottom page margins should be 1 inch.

· The left and right page margins should be 1.25 inches.

· The document title should be centered across the page, in Arial 11 font and in bold type.

· The document body should be justified and in Arial 11 font. 

· The footer should be in Arial 9 font and .5 inch from the bottom.  It should be bordered at the top by a solid line.  Below the line, aligned left, should be the name of the document (i.e. Guidelines Review Committee Guidelines).  Aligned right on the same line should be the number of the page.  Below the name of the document and aligned left should be the month and year the document was revised.  (For example: See the footer at the bottom of this page.)

3. Revised guidelines should be submitted to the Guidelines Review Committee for editorial review of the document format, spelling and grammar upon their creation or revision.

4. The ADDC Board may also request that the Guidelines Review Committee review and revise the forms found on the ADDC website.

5. After the committee’s review is completed, the document is submitted to the ADDC President who, in turn, will submit it to the ADDC Board of Directors for approval.

B. Timeline

November-December-January

After approval as the Guidelines Review Committee Chairman at the Post Convention Board Meeting, prepare the committee’s budget and its Budget and Planning Meeting report using deadlines given by the Board Contact.  Send copies to the ADDC President, Board Contact, President-Elect and Treasurer.  Retain one copy for the committee’s file.

January-February

Prepare a letter addressed to all committee chairmen and send to the ADDC President to be posted to the website.  The letter should outline the function of the Guidelines Review Committee and include the specific format guidelines in the letter.  Request that all committee chairmen review their guidelines and submit any changes by October 31. 
March
Prepare report for Region Meetings. Send copy to all Region Directors, ADDC President and Board Contact. ADDC President will forward to post on ADDC website.
August

Prepare Pre-Convention Meeting report.  Send reminder to all committee chairmen to review their guidelines and submit any changes by October 31.  This deadline will allow them most of the year to determine any changes that might be required, have them approved by the Guidelines Review Committee and the ADDC Board of Directors, and allow the next chairman to have current guidelines. 
October - November
Prepare Post-Convention Meeting report, if requested by the President.  Review any guidelines submitted by the committee chairmen.  Upon approval, submit to the ADDC President who, in turn, will submit it to the ADDC Board of Directors for approval and post to the website.
Prepare the committee’s expense report and year-end report and mail to ADDC President, Treasurer, Board Contact and ADO.  Retain one copy for committee’s files.  Transfer files to successor.
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