Recommended Working Committees

A. Pre-Convention Stage

I.  Issues/Concerns Committee and Program Development

                I.1.  Functions/Job Descriptions

                       I.1.a. Facilitates identification of critical issues/concerns

                       I.1.b. Generates interests and discussions of issues

                       I.1.c. Facilitates identification of common issues/concerns

     I.1.d.Comes up with recommendations of issues/concerns which shall      

             serve as basis for major topics to be taken up during the convention

     I.1.e. Prepares topics for discussions during the convention

     I.1.f. Invites participation in the discussion of the identified issues/concerns

     I.1.g. Maintains List of Prospective Participants 

     I.1.h. Groups participants according to their choice of  

              involvement in the different topics.

     I.1.i. Facilitates the identification of Topic Group Facilitator and maintains 

             a List of Topic Group Composition

     I.1.j. Establishes guidelines and procedures on group net discussions   

             including the identification of Resource Persons/Speakers and Panel         

             Members on their respective topics/subjects

     I.1.k. Monitors progress of group activities

                       I.1.l. Collates group discussions and keeps records of final Topic Group 

                                Reports 

     I.1.m.Ensures compliance by the different Topic Groups of having 

              identified their Resource Persons/Speakers and Panel Members who 

              have committed themselves as such

     I.1.n. Communicates with identified Resource Persons/Speakers and Panel 

              Members for coordination purposes

     I.1.o  Requests for the speaker’s Resume and Position Papers

     I.1.p. Furnishes Program Committee with Resource Speaker’s Resume and 

              Position Papers

     I.1.q. Prepares Committee Budget Proposal if any

     I.1.r. Forwards Committee Budget Proposal to Finance Committee, if any

     I.l. s. Submits statements of expenditures to Finance Committee during the   

              Convention if any

     I.1.t. Prepares and implements Committee Action Plan

                I.2. Membership Qualification 

     I.2.a. RDL-CLEAR subscriber

     I.2.b. Capable, knowledgeable, with relevant experience

     I.2.c. Committed, and willing

          II.  Area Coordinators Committee

               II.1.Functions/Job Descriptions

                     II.l.a. Generates interests of socially concerned Romblomanons in their  

                   respective areas to attend the  convention   

   II.1.b. Forwards updated List of Prospective Participants with their  

              residence, e-mail, and provincial addresses, telephone/cell phone/ fax 

              numbers, occupation, skills and work experiences to RDL-CLEAR 

              Board of Directors and to Convention Secretariat 

  II.1.c. Keeps abreast of convention preparation and development

  II.1.d. Keeps prospective participants of the convention informed on 

             convention developments during the pre-convention stage and 

             ensures that necessary information are disseminated during the 

             convention

  II.1.e. Gathers information on necessary Transportation Schedules and  

             Fares and disseminates travel information to area attendees

  II.1.f. Coordinates with Transportation Committee for information on 

            Transportation Schedule and Fares from Manila to Romblon

  II.1.g. Prepares Committee Budget Proposal if any

  II.1.h. Forwards Committee Budget Proposal to Finance Committee if

            any 

                    II.1.i. Submits statements of expenditures to Finance Committee if any

                    II.1.j. Prepares and implements Committee Action Plan

              II.2. Membership Qualification

                      II.2.a. Chairman must be an RDL-CLEAR subscriber

                      II.2.b. Resides within the assigned area

                      II.2.c. Willing and committed

         III. Publicity and Information Committee

                III.1. Functions/Job Descriptions

                     III.1.a. Makes known locally and internationally the holding of the 

                                 International Romblon Convention, (Sanrokan) 2002 through print  

                                 (newspapers, magazines, fliers, letters, emails, texts) and broadcast 

                                 (radio, TV) media, conferences, meetings, etc. informing of the 

                                 significance of the convention, its “theme,” goals and objectives 

                                 and may include Vision/Mission Statements to generate interests 

                                 and participation in the convention


         III.1.b. Keeps informed of updated convention developments

                     III.1.c. Disseminates updated necessary information relative to the 

                                Convention

                     III.1.d. Prepares Committee Budget Proposal if any

                     III.1.e. Forwards Committee Budget Proposal to Finance Committee if any

                     III.1.f. Submits statements of expenditures to Finance Committee if any  

                     III.1.g. Prepares and implements Committee Action Plan

                III.2. Membership Qualifications

                     III.2.a. Chairman must be an RDL-CLEAR subscriber

                     III.2.b. Capable with relevant experience

                     III.2.c. Willing and committed

                     III.2.d. Preferably with access to print and broadcast media

          IV. Finance Committee

                IV.1. Functions/Job Descriptions

                     IV.1.a. Develops a system or ways to generate funds to finance the 

                                 convention for evaluation and approval by RDL-CLEAR Board of 

                                 Directors.  

                                 Prepares Action Plan

                     IV.1.b. Organizes committee composition with specific tasks such as

                                 chairperson, vice-chairperson, treasurer, auditor, etc.

                     IV.1.c. Identifies/recruits committee memberships

                     IV.1.d. Implements Action Plan including acceptance of contributions, 

                                 donations (in cash or in kind), pledges, etc. before and during the 

                                 convention

                     IV.1.e. Formulates policies on convention expenditures

                     IV.1.f. Prepares budget for the convention based on budget proposals of 

                                 the different convention committees.

                     IV.1.g. Furnishes RDL-CLEAR Board of Directors a copy of prepared 

                                 budget for evaluation

                     IV.1.h. Develops Fund Disbursement System.

                     IV.1.i. Implements developed disbursement system

                     IV.1.j. Maintains updated General Ledger (Income-Expense Record) at  

                    all times

                     IV.1.k.Prepares, issues and keeps receipts of all financial transactions

                     IV.1.l. Prepares Financial Statements/Reports as needed and forwards the 

                                same for the information of RDL-CLEAR Board of Directors

                     IV.1.m.Furnishes the Program Committee with a list of Patrons, Sponsors 

                                and Donors for Publication during the preparation of the Souvenir 

                                Program

                     IV.1.n. Prepares Committee Budget Proposal if any


         IV.1.o. Forwards Committee Budget Proposal to RDL-CLEAR Board of 

                                 Directors if any


         IV.1.p. Prepares Committee Financial Statements/Reports if any

                     IV.1.q. Prepares and implements Committee Action Plan  

                IV.2. Membership Qualification

                     IV.2.a. Capable with relevant skills/experience

                     IV.2.b. Credible

                     IV.2.c. Resourceful and effective

                     IV.2.d. Willing and committed

                     IV.2.e. Chairperson preferably with relevant education

                     IV.2.f. Membership with at least one RDL subscriber

         V. Souvenir Program Committee

                 V.1. Functions/Job Description

                      V.1.a. Prepares Souvenir Program for the convention to include topics, 

                                 messages, etc., that may be identified by RDL-CLEAR and list of 

                                 subscribers in chronological listing, history of how the convention 

                                 came about, purpose and theme of the convention, what the 

                                 participants want to achieve, expected outputs, Working Committee 

                                Compositions, Convention Program of Activities, profile of the 

                                 province and its municipalities (to be provided by local officials), 

                                 profile of resource persons, List of Prospective Participants, List of 

                                 Sponsors, Patrons and Donors (to be provided by Finance 

                                 Committee), advertisements, greetings, etc.                 

                      V.1.b. Edits or rejects ads that may jeopardize the objectives of the    

         Convention

                      V.1.c. Generates funds to subsidize convention expenses thru paid 

        advertisements and greetings from business establishments, 

        individuals, groups, families and organizations

                      V.1.d. Recommends rates of advertisements and greetings

                      V.1.e. Prepares, distributes and collects solicitation forms for 

        advertisements and greetings

                      V.1.f. Collects and receives remittances on paid advertisements and

        greetings and keeps copies of receipts of payments

                     V.1.g. Maintains updated General Ledger (Income–Expense Record) at   

        all times

                     V.1.h. Prepares Financial Statements/Report as needed and forwards the 

        same to the Finance Committee

                     V.1.i. Turns over income generated by the committee to the Finance 

       Committee for convention expenses

                     V.1.j. Turns over finished Souvenir Program to the Convention Secretariat

       for proper distribution at no cost to resource speakers and prospective 

       participants and for disposal at no cost of extra copies

                     V.1.k. Prepares and implements Committee Action Plan


    V.2. Membership Qualification

                    V.2.a. Chairman must be an RDL-CLEAR subscriber

                    V.2.b. Capable, with relevant skills and experience

                    V.2.c. Willing and committed


B. Mobilization Stage

I. Transportation Committee

                   I.1. Functions/Job Description


         I.1.a. Gathers information on necessary Transportation Schedules and fares

                              from Manila to Romblon and other places of destination as  

                              programmed relative to the convention activities

                    I.1.b. Disseminates travel information to the Area Coordinator’s Committee 

                             before the convention 

  I.1.c. Makes travel arrangements with transportation owners before and 

          during the convention upon request of prospective participants

  I.1.d. Prepares and implements Committee Action Plan

                 I.2. Membership Qualification

                    I.2.a. Resides in the Philippines

                    I.2.b. Willing and committed

                    I.2.c. Capable

                    I.2.d. Membership with at least one RDL subscriber

             II. Lodging Committee 

               II.1. Function/Job Description

                   II.1.a. Gathers information on available hotels and other living quarters 

                             including charges for the accommodation of prospective participants

 II.1.b.Disseminates gathered information to the area coordinator’s

                             committee before the convention


       II.1.c. Makes accommodation arrangements with hotel or house owners 

                             before the convention upon request of prospective participants

               II.2. Membership Qualification

                   II.2.a. Resides in Romblon

                   II.2.b. Willing and committed

                   II.2.c. Capable

                   II.2.d. Membership with at least one RDL subscriber

     III. Field Trip Committee

           III.1. Function/Job Description

                  III.1.a. Identifies sites/places that are relevant to the topics discussed during   

                             the convention for observation by the participants

                 III.1.b. Gathers information on transportation schedules and on 

                             accommodation to identified sites/places

                 III.1.c. Makes the necessary transportation arrangements with transport owners 

                             upon request during the convention

                 III.1.d. Makes the necessary accommodation arrangements with lodging  

                             owners when needed upon request during the convention

                 III.1.e. Prepares Committee budget proposal if any

                 III.1.f. Forwards Committee Budget Proposal to Finance Committee if any

                 III.1.g. Submits Statements of Expenditures to Financial Committee if any 

                 III.1.h. Does other related tasks as need arises

                 III.1.i. Prepares and implements Committee Action Plan

          III.2. Membership Qualification

                 III.2.a. Chairman must be residing in Romblon         

                 III.2.b. Capable

                 III.2.c. Willing and committed

                 III.2.d. Membership with at least one RDL subscriber

C. Convention Stage 

I. Physical Facilities, & Physical Arrangement Committee

                  I.1. Functions/Job Descriptions

        I.1.a. Identifies appropriate venue as to location, size/capacity of 

                convention hall, amenities, facilities (tables, chairs, mess hall, 

                washrooms, electrical power, standby generator, electrical outlets, 

                extension chords, air conditioning system, lighting system, sound 

                system, projector, screen projector, water system, etc.

        I.1.b. Makes arrangements with the owner of the identified venue for the 

                holding of the convention

        I.1.c. Ensures the cleanliness and orderliness of the convention hall and its 

                facilities before the start and during the convention   

 I.1.d. Ensures that the electrical power, air-conditioning systems, lighting 

          systems, sound system, and water system are in good operational 

          condition before the start and during the convention

       I.1.e. Ensures the availability of enough tables, chairs and electrical

                extension chords before the start and during the convention

       I.1.f. Takes charge of the physical arrangement of the Convention Hall

                before the start and during the convention and the preparation and

                installation of directional signs

I.1.g. Prepares stage backdrop indicating the name, theme, place, etc. of the

         Convention

I.1.h Prepares welcome streamers

I.1.i. Secures Convention Hall during the convention

I.1.j. Prepares Committee Budget Proposal if any

I.1.k.Forwards Committee Budget Proposal to Finance Committee if any

I.1.l.Submits Statements of Expenditures to Financial Committee if any

        after the convention

              I.2. Membership Qualification

                 I.2.a. Residing in Romblon

                 I.2.b. Capable

                 I.2.c. Willing and committed                

                 I.2.d. Membership with at least one RDL subscriber                                                                 

         II. Sound System, Projectors, Audio/Video Aid Facilities Committee

             II.1. Function/Job Description

               II.1.a. In the absence of sound systems, projectors, screen projector and 

                         audio/video equipments in the convention hall, ensures that these are

                         provided and in good operational condition at the start and during the 

                        convention at all times

              II.1.b. Encourage prospective participants to bring their audio/video sets

                        during the convention for emergency use

              II.1.c. Installs and operates as needed the above facilities during the convention

              II.1.d. Prepares Committee Budget Proposal if any

              II.1.e. Forwards Committee Budget Proposal to Finance Committee if any

              II.1.f. Submits Statements of Expenditures to Finance Committee if any

              II.1.g. Prepares and implements Committee Action Plan

            II.2. Membership Qualification

              II.2.a. Chairman must be residing in Romblon

              II.2.b. Capable and with relevant skills

              II.2.c. Resourceful or has the necessary resources

              II.2.d. Willing and committed 

              II.2.e. Membership with at least one RDL subscriber
     III. Secretariat

         III.1. Function/Job Description

            III.1.a. Keeps record of List of Confirmed Participants provided by Area 

                       Coordinators

           III.1.b. Prepares Master List of Pre-Registered Participants before the 

                      convention with their names; residence, e-mail, and provincial addresses, 

                      and telephone/cell phone/fax numbers

           III.1.c. Provides the Souvenir Program Committee with List of Pre-Registered 

                       Participants before the convention for publication

           III.1.d. Prepares convention kits and ID’s and distributes on first day of 

                      registration

           III.1.e. Reproduces copies of position papers provided by the Issues/Concerns and 

                      Program Development  Committee for distribution to participants before 

                      the convention and copies of other needed documents during the 

                     convention 

           III.1.f. Prepares Personal Data Sheet Forms to be filled up by participants to 

                      include name, date of birth, birthplace, status, provincial and residence   

                      address with corresponding years of stay, occupation, skills and work 

                      experience before the convention

          III.1.g. Acts as registrar of participants before and during the convention 

          III.1.h. Acts as time keeper for participants’ daily attendance

          III.1.i.  Ensures that photocopying machine is available at the convention site 

                     during the convention 

          III.1.j. Gathers filled up Personal Data Sheet Forms, makes it available to the 

                     Program Committee during the convention and submits the same to

                     Documentation Committee after the convention

         III.1.k. Acts as Communication and Information Centre during the convention

         III.1.l. Collects convention fees

         III.1.m. Forwards convention fees received to Finance Committee Treasurer

         III.1.n. Prepares Committee Budget Proposal if any

         III.1.o. Forwards Committee Budget Proposal to Finance Committee if any

         III.1.p. Submits Statements of Expenditures to Finance Committee if any

         III.1.q. Prepares and implements Committee Action Plan

       III.2.Membership Qualification

              III.2.a. Chairman must be an RDL-CLEAR subscriber

              III.2.b. Capable

              III.2.c. Willing and committed

     IV. Documentation Committee

        IV.1.  Function/Job Description

             IV.1.a. Records the proceedings (discussions, reactions, observations, action 

                         plan, etc.) of the convention

           
IV.1.b.  Takes responsibility in taking relevant pictures of the convention

  
IV.1.c.  Ensures that tape recorders, camera, video camera and computers (with 

                         windows operating system and their accessories available at all times  

                        during the convention)


IV.1.d.  Ensures the availability of necessary supplies for documentation 

                        purposes before the convention

            IV.1.e.  Synthesizes the output of the convention, prepares the final report and

                        Sanrokan 2002 Action Plan

            IV.1.f.  Prepares Committee Budget Proposal if any


IV.1.g.  Forwards Budget Proposal to Finance Committee if any


IV.1.h.  Submits Statements of Expenditures to Finance Committee if any


IV.1.i.  Prepares and implements Committee Action Plan

      IV.2.  Membership Qualification


IV.2.a.  Membership with at least one who has knowledge in Power Point, Excel, 

                        and Word Processing

            IV.2.b. Capable, knowledgeable, with experience

            IV.2.c. Willing and committed   

    V. Convention Program Committee

         V.1. Function/Job Description

             V.1.a.  Prepares guidelines and procedures in the conduct of the convention in 

                        close coordination with RDL-CLEAR Board of Directors                       

             V.1.b. Oversees the proceedings of the convention

             V.1.c. Secures before the convention, copies of position papers and resumes of 

                        resource persons from the Issues/Concerns and Program Development 

                       Committee

             V.1.d. Prepares Convention Program of Activities (topics for discussion, 

                       speakers, panel members, moderators, daily facilitators etc.) in close 

                       coordination with RDL-CLEAR

             V.1.e. Furnishes Souvenir Program Committee with the Convention Program of 

                 Activities for publication

       V.1.f. Time management of the convention proceedings

       V.1.g. Prepares Committee Budget Proposal if any

       V.1,h. Forwards Committee Budget Proposal to Finance Committee if any

       V.1.i.  Submits Statements of Expenditures to Finance Committee if any

       V.1.j.  Prepares and implements Committee Action Plan in coordination with 

                 RDL Board of Directors  

   V.2.  Membership Qualification

      V.2.a.  Capable and with relevant experience

      V.2.b.  Credible and acceptable

      V.2.c.  Willing and committed

VI. Food Committee

         VI.1.  Function/Job Description

            VI.1.a.  Canvasses possible food caterers

            VI.1.b.  Ensures that enough food is available everyday for lunch and snacks to

                         participants at reasonable cost at the convention site

            VI.1.c.  Facilitates proper arrangement and cleanliness of the dinning table area at 

                         all times

            VI.1.d.  Develops a system of food distribution

            VI.1.e.  Prepares Committee Budget Proposal if any

            VI.1.f.  Forwards Committee Budget Proposal to Finance Committee if any

            VI.1.g.  Submits Statements of Expenditures to Finance Committee if any

            VI.1.h.  Prepares and implements Committee Action Plan

         VI.2.  Membership Qualification

             VI.2.a. Residing in Romblon

             VI.2.b. Capable and willing

    VII. Social Outreach Committee

         VII.1.  Function/Job Description

           VII.1.a. Identifies urgent social concerns which participants can possibly

                        address during the convention

           VII.1.b. Prepares and implements Action Plan to address the identified need

           VII.1.c. Prepares guidelines for targeted beneficiaries

           VII.1.d. Makes available needed resources

           VII.1.e. Explores tie-up with any needed pre-convention local support

           VII.1.f.  Prepares Committee Budget Proposal if any

           VII.1.g. Forwards Budget Proposal to Finance Committee if any

           VII.1.h. Submits Statements of Expenditures to Finance Committee

           VII.1.h. Prepares and implements Action Plan

         VII.2.  Membership Qualification

           VII.2.a.  Service oriented

           VII.2.b.  Capable

           VII.2.c.  Committed and willing     

