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The Southeast Region 4 consists of the following:  Alabama, Georgia, Florida, and Mississippi, and the Caribbean.  Region leadership is comprised of the Region Chair (serves as Region Division Representative), a Liaison for each state and area, and Coordinators to promote NACADA and academic advising within the region. 
	
Structure of Region IV Steering Committee
1. Region Chair – Elected every two years by current NACADA Region members.
2. State/Area Liaisons – Voting members of the Region Core Steering Committee.  A liaison may serve up to two consecutive terms. Each term is two years from October to October.  Elections will occur on alternate years for two liaisons in February. 
3. Coordinators- (Ex.: Communication, Technology, Mentor Program, and Financial) – Non-voting members of the Steering Committee appointed by the Region Chair. 
4. Current Region Conference Chair(s)- Serves as conference chair(s) of the upcoming region conference, non-voting member(s) of the Steering Committee selected by the Region Chair. No more than two Chairs. 
5. Immediate Past Region Chair – Non-voting member of the Steering Committee.
6. Past and Future Region Conference Chair(s) – Non-voting member(s) of the Steering Committee selected by the Region Chair.
Role of the Steering Committee
1. Promote NACADA and academic advising on the institutional, state, regional, and 
       national levels. 
a. Recruit and retain NACADA members in the Region.
b. Encourage involvement of region members at the region and national levels.
c. Contribute to region and state based communication to NACADA members.
d.   Refer constituents to Region Chair and/or appropriate NACADA staff as needed.
2. Provide professional development and leadership opportunities to region members. 
3. Assist in planning and operation of regional and state conferences, providing reports to
            region members during region business meetings. Responsibilities may include:
a. Assist in regional conference proposal selection and volunteer coordination.
b. Assist in regional conference evaluation process
c. Solicit scholarship or travel grant nominations. Recipients are selected by 
voting Steering Committee members 
d. Other duties as determined by Region Chair and Conference Chair
4. State and Area Liaisons provide oversight of and lead state meetings providing 
       guidance to state conference chair(s).
5. Serve in an advisory capacity to the region chair and the region conference chair(s). 
a.  Identify regional concerns.
b.  Assist in the development of the annual region budget and goals. 
6. Solicit and select annual region award winners  Recipients are selected by voting
            voting Steering Committee members. 


Role of Region Chair
1. Follows the Region Chair Handbook and has regional reporting to the Executive Office as governed by the NACADA Bylaws Article V, Number 2.  Position Overview is available at http://www.nacada.ksu.edu/Leadership/RegionChairOverview.htm 
2. Leads Steering Committee and its activities to promote advising in the region. 
3. Provides a tie-break vote at Steering Committee meetings and for award selections as necessary.
4. Assists and approves the planning, operation, and budget of region conference.
a. Designates conference chair(s)
b. Provides leadership in selection of conference site
c. Communicates with Conference Chair(s) frequently to ensure a successful conference.
5. Communicates with state liaisons and region members prior to regional and national 
6. conferences to promote participation.
7. Creates regional goals and a regional budget in consultation with the Core Steering Committee.  Produces an annual and a mid-year report on goals to Region Division.
8. Appoints non-elected Steering Committee members.
9. Directs all activities of Region IV.
10. Presents regional issues at the Region Chairs meeting held during the NACADA Annual Conference.
11. Attend Regional and National Conferences and participate in Steering Committee meetings.
12. Attend state, regional, and national conferences and participate in Steering Committee meetings. 

Role of State Liaisons
1. Elected by state or area NACADA Region members to a 2-year term and reports to the Region Chair.  There is one liaison from each of the member states or areas: Alabama, the Caribbean, Florida, Georgia, and Mississippi.
2. Contributes to the goals, programs, and budget for the Region 
3. Encourages professional development and leadership opportunities to members within their respective state or area.
4. Leads and assists in planning and operation of state conferences.
a. Designates conference chair(s)
b. Provides leadership in selection of conference site
c. Provides communication broadly within state to publicize event
d. Facilitates involvement of Region Chair in state meetings
5. Communicates with state members prior to state, regional and national conferences, and NACADA professional development events to promote participation.
6. Shares information related to online or non-travel based professional development available for members such as NACADA webinars, NACADA Journal, etc.
7. Encourages nominations for regional and national advising awards, scholarships, and travel grants.  Participate in the selection process.
8. Produces an annual and a mid-year report to Region Chair of goals met.
9. Must be a member of NACADA.
10. Attends Regional and National Conferences and participates in Steering Committee meetings.
Role of Technology Coordinator
1. Appointed by Region IV Chair to a 2-year term and reports to Region Chair 
2. Contributes to the goals, programs, and budget for the Region.  
3. Must have been a member of the region for at least one year prior and be a current  
      member in that region.  Should be a current member of the Technology in Advising 
      Commission (Preferably for at least one year prior) 
4. Provides support, information, and education to region members in their use of 
technology in advising.
a. Coordinates an annual Technology Workshop (weekend prior to or during the
       region meeting)
b. Coordinates an annual NACADA Technology Webinar to region 
c. Identifies and maintains a community of technology-savvy members in the region
5. Seeks, Maintains, and Communicates Resources for Technology Use in Advising
a. Seeks Input from NACADA Technology in Advising Commission
b. Utilizes NACADA Clearinghouse & Publications
6. Provides consulting and support to Steering Committee in technology-related projects. 
       Supports and encourages Steering Committee in use of technology for information 
       dissemination, transactional interactions, and communication applications such as Wikis,
       Blogs, Webinars, Websites, Cloud Computing, Document Collaboration, Video, 
       Podcasts, and Social Media.
7.  Encourages region members to contribute to the expansion of technology-related 
 publications and educational programs.
 a.  Encourages technology-in-advising presentations at region & national conferences
 b.  Encourages technology-in-advising submissions to Academic Advising Today
c.   Seeks participants and presenters for the annual Region Technology Seminar
d.  Seeks participants for the Annual Region Technology Webinar
8.  	Attend Regional and National Conferences and participate in Steering Committee meetings.

Role of Communications Coordinator
1. Appointed by Region IV Chair to a 2-year term and reports to Region Chair 
2. Contribute to the goals, programs, and budget for the Region.  
3. Prepare, distribute and post all Steering Committee meeting minutes timely
4. Assist with the collection and documentation of Region  history and events
5. Coordinate Region 4 Awards Program
a. Update nomination information on the Region Awards page (in collaboration with 
       Region Chair.
b. Develop promotion for region awards programs in consultation with Region Chair.
c. Facilitate notification between Region Chair and Region award winners.  Collect 
       biographies and pictures of recipients for the region web page.
6.  Develop and produce a bi-annual region newsletter for region web page
a. Assist Region Chair and work with Technology Chair with publicity for national, 
 regional, and state conferences and professional development activities 
b. Assist Regional Chair at meetings and conferences.  
7.  Attends Regional and National Conferences and participate in Steering Committee meetings.

Role of Financial Coordinator
1. Appointed by Region IV Chair to a 2-year term and reports to Region Chair 
2. Contributes to the goals, programs, and budget for the Region.  
3. Assists Region Chair and Conference Chair(s) in budget allocations.
4. Resolves reimbursement requests and ensures that financial awards are correctly distributed.
5. Reconciles annual Region and Conference budgets.
6. Produces financial report to Steering Committee at meetings.
7. Must be a NACADA member.
8. Attends Regional and National Conferences and participate in Steering Committee meetings.
  
Role of Mentor Program Coordinator
1. Appointed by Region IV Chair to a 2-year term and reports to Region Chair 
2. Contributes to the goals, programs, and budget for the Region.
3. Recruits mentees and mentors from region membership attending the region conference.
4. Matches members prior to region conference.
5. Working with Region Chair and Conference Chair(s), plan a Mentor Program reception at region conference.  Three months prior to conference, submits final budget to Region Chair.
6. Submits report to Region Chair, Steering Committee, and Communications Coordinator for submission in the region newsletter.  
7. Must be a NACADA member.
8. Attend Regional and National Conferences and participate in Steering Committee meetings.

Role of Conference Chair(s)
1. Current Conference Chair(s) coordinates all logistics of the region conference by following the Region Conference Chair Handbook and the Conference Timeline.
2. Current and Future Conference Chair(s) attends the Training Session for Conference Chairs during the NACADA Annual Conference.
3. Current Conference Chair(s) serves as liaison between conference committee and Region Chair and Steering Committee.
4. Current Conference Chair(s) reports progress to Region Chair quarterly up to 6 months prior to conference and thereafter, establishes weekly contact with Region Chair.
5. Current Conference Chair(s) submits a final conference report to Region Chair and a final budget to Region Chair and Financial Coordinator within a month of the conference.
6. Past Conference Chair(s) provides instruction, support, and advice to current and future conference chairs and steering committee.
7. Future Conference Chair(s) will shadow and provide support to current conference chair during region conference.   Future Conference Chair(s) will actively learn the responsibilities of conference chair.
8. Attends state, regional, and national conferences and participate in Steering Committee meetings. 
9. Current and Future Conference Chair(s) facilitates site visits by Region Chair following NACADA guidelines.
10. Must be a NACADA member.



Role of Past Region Chair
1. Provides support to the Region Chair.
2. Provides support to the Steering Committee and the Conference Chair(s).
3. Attends Regional and National Conferences and participate in Steering Committee meetings.

Steering Committee Meetings
1. The Region IV Steering Committee meets two times annually, once at the NACADA 
       National Conference and once at the Region IV Conference. 
2.  Steering Committee members will provide a report to members during the regional and
National Region Business Meetings
3.  Travel reimbursement for attendance at NACADA events is determined by NACADA 
and is the responsibility of the Steering Committee Member. 
a. Steering committee members may be reimbursed for food costs incurred at a
committee meeting with prior approval from the Region Chair.  The Region Chair will provide instructions to Steering Committee members as needed.
b.  If unable to attend one of the annual meetings, a member may send a representative.
4. The Steering Committee will participate in several conference calls throughout the year.

Conferences 
Region IV’s annual conference is held in March. The conference will rotate among the member states or area.  The order of the rotation goes as follows: Alabama, Mississippi, Georgia, Florida, and the Caribbean.  If for any reason a state or area cannot host, the next state in the rotation will be the host site.  The rotation is subject to change if circumstances warrant.   
  
Vacancies to the Board 
If a member of the steering committee cannot complete his/her term for any reason, the Region Chair will appoint a successor to complete the term of office. 
    
Region Awards
Each year, Region IV honors region members for their outstanding dedication and service to the academic advising profession. Award information is located on the Region IV website.  Recipients are expected to attend the Region Conference to be recognized during the Keynote and Awards Luncheon.  In keeping with the Region’s goals, the Region will offer scholarships, travel grants, and other opportunities to advance the professional development of the Region’s members as the region budget allows.  

Institutional Coordinators
Although not required, but strongly recommended, state liaisons may seek out members from various institutions within their state to serve as Institutional Coordinators.  Institutional Coordinators will promote NACADA and NACADA events/opportunities on his/her campus and will be in direct communication with the state liaison.  Institutional Coordinators are not members of the Steering Committee.


Region 4 Bylaws drafted and revised Summer/Fall 2011.
