ROLES AND DUTIES OF OCs
Supervising Officer (not part of OC)
1. a liaison person with Board of Directors and OC team
2. assist the Committee Chairman in setting up the OC
3. ensure the proper functioning of OC
4. advise Chairman and the Committee on all matter concerning the project
Chairman

1. to be appointed by Board of Directors

2. should be mature, rational and diplomatic individual but a less qualified candidate of high initiative could also be considered for the post. Qualifications depend on size of project

3. conduct meeting in a fair and proper manner

4. allocate the jobs among organizing committees

5. oversee the execution of project / task

6. manage and supervising the committee

7. liaise with all parties concerned

8. offer back-ups to committee members

Project Secretary
1.
prepare minutes and agenda which are to be sent to all committee members before the forthcoming meeting 

2.
prepare an attendance record 
3.
send a copy of the letter/minutes/agenda to supervisors, e.g. President, Project Advisor(s), Supervising VP. 
4.
prepare a contact list for all committee members 

5
collects relevant material for compiling project file which is to be handed to the LOM Hon, Secretary within one month after completion of the project
Project Treasurer
1.
prepare/consolidate all O.C. members’ budgets into one which is to be moved for adoption in the 2nd OC meeting 

2.  reviews expenditure along the lines of the budget

3.
control on the financial expenditure

4.
keep account record of bills / invoices / vouchers, and cash receipts

5.
Work jointly with Reception concerning collection of participant fees from the participants

6.
prepare an income & expenditure statement which is to be moved for adoption in the evaluation meeting

7.
Liaises through project chairman with LOM Hon. Treasurer on expenditure projection.

Programme

1.
prepare a project schedule accordingly after the agreement made among OC Members

2.
prepare a programme run down of the event day

3.
prepare a programme for the event which is to be distributed to all participants

4.
liaise with Logistics for materials needed on the event day

5.
assist the Master of Ceremony for preparing the script

6.  arrange helpers during the event day

7.  conduct a briefing session for all helpers

8.  attend other chapter Inaugural Ceremony for better preparation if necessary

Promotion

1.
design promotion circular(s)

2.
arrange issue of circular to JC members

3.
mailing of circulars

4.
arrange promotion presentation in different LOM MFGs

Logistics
1.
arrange for venue

2.
prepare a logistics check list and arrange necessary equipment for the event day use 

3.
arrange for workshop equipment including audio-visual equipment and photographing

4.
arrange for chapter flag and banner 

5.
prepare a floor plan and make floor arrangement on event day e.g. banner, table seating arrangement 

6.
arrange for photo/video taking on event day

7.
arrange name stands 

8.
arrange for souvenirs, gifts, prizes, trophies

Registration / Reception
1.
arrange for receptionists on duty on the event day

2.
compile a registration list of attendance stating the names of participants, their LOM and status of payment 

3.
prepare a guest recognition list and pass it to chairman for guest recognition

4.
work jointly with treasurer concerning collection of registration fees from the participants
