Duties of the Director of Awards
	Item
	Detail
	Time of year

	Obtain Holiday luncheon raffle prize.
	The prize will be determined at a board meeting prior to the Holiday luncheon.  Once determined, the Director of Awards will purchase the item and bring it to the Holiday luncheon to be raffled out.
	Sept-October: Determination of what the award will be.
December: Holiday luncheon where prize is given out.

	Invite members who recently passed certification exams or became certified to the annual awards luncheon.
	Obtain relevant lists from the Director of Membership. Send via email two different invitations: passed the exam or were recently certified.  Include RSVP instructions to attend election & awards luncheon.  Notify them they attend for free.  Inform them we will recognize them.  Be sure to put the addresses in the “BCC” line as some folks do not want their email addresses sent on group mailings “in the clear”.  Text of the email is in the appendix.
	The process begins at the end of April, beginning of May, leading up to the awards luncheon in June.

	Arrange for pictures to be taken at the annual awards luncheon.
	Contact the individual responsible for managing and updating the website to see if they can bring a camera.  If not, then find another volunteer to take pictures on a digital camera and deliver them to the individual responsible for managing and updating the website.
	The process begins at the end of April, beginning of May, leading up to the awards luncheon in June.

	Present any chapter awards received from International.
	See the task “Research ISACA International awards on ISACA.com” below.  If any awards are won through this effort, they should be followed up and presented to the chapter.
	Present the awards at the awards luncheon in June.

	Obtain awards to be presented at annual transition function.
	There are two general awards that must be purchased for this event:
1) Board Member awards
2) President’s award
Details on the process are in the appendix.
	The process begins at the end of April, beginning of May, leading up to the handover dinner in June.

	
	
	

	
	
	

	Throughout the Year Activities
	
	

	Update the awards procedure.
	During the year, the Director of Awards should update these procedures.  At the end of the year, the updated procedures should be emailed to the President of the Board.
	Ongoing.

	Research ISACA International awards on ISACA.com.
	Awards can be researched at the chapter leader portal:
http://www.isaca.org/Chapter-Leader-Portal/Resources-To-Help-You/Awards/Pages/default.aspx
Set goal to attain awards that are appropriate for chapter.  Work with Board, Track, Report and Apply for awards.  Any awards that are won should be presented to the chapter.  See the “Present any chapter awards received from International” above for next steps.
	Ongoing.

	
	
	


Appendix:

Text of invitation emails:

-------Successfully passing a certification exam-------------

Congratulations: NAMES AND CERTIFICATION HERE

The Hudson-Valley ISACA board is extending a personal invitation to you to attend the ISACA Annual Awards Luncheon on Tuesday, June 15th, at the Italian American Community Center (IACC) in recognition of you successfully passing your recent CISA/CISM exam.  The luncheon is scheduled for 11:30-1:30.  The IACC is located on Washington Avenue Extension. Lunch costs will be covered by ISACA.

If you plan on attending, please contact Lisa LeBlanc at Lisa.LeBlanc@rfsuny.org or 518-434-7068 by June 9, 2010.  When you RSVP, please indicate your meal choice of Chicken Parmigiana, Salmon, or Pasta Primavera (Includes Salad, Dessert, Coffee/Tea/Soda).

We look forward to seeing you there!

<Name of Director of Awards>
ISACA Hudson Valley - Director of Awards

-------Becoming certified-------------

Congratulations: NAMES AND CERTIFICATION HERE

The Hudson-Valley ISACA board is extending a personal invitation to you to attend the ISACA Annual Awards Luncheon on Tuesday, June 15th, at the Italian American Community Center (IACC). We will be honoring your recent CISA/CISM designation. The luncheon is scheduled for 11:30-1:30. The IACC is located on Washington Avenue Extension. Lunch costs will be covered by ISACA.

If you plan on attending, please contact Lisa LeBlanc at Lisa.LeBlanc@rfsuny.org or 518-434-7068 by June 9, 2010.  When you RSVP, please indicate your meal choice of Chicken Parmigiana, Salmon, or Pasta Primavera (Includes Salad, Dessert, Coffee/Tea/Soda).

We look forward to seeing you there!

<Name of Director of Awards>

ISACA Hudson Valley - Director of Awards

Awards for the annual transition function:

1) Awards:

The director of awards should purchase board member awards for each member of the ISACA HV board of directors, and any other person that has contributed in a relevant way to the board.  The Director of Awards should check with the President for any awards that should be obtained for non-board members that have contributed.  An example from prior years is the Webmaster, who was not on the board, but received an award at the request of the President.  A list of current board members can be found at: http://www.isacahv.org/contact/contact.htm
2) President’s Award:
The director of awards should purchase an award for the President.  In the past, Awards by Walsh (Cohoes) has been used.  The website is www.awardsbywalsh.com, (518) 235-6362.  We have purchased a standard plaque as follows:

Hand-rubbed rich mahogany finish book clock.

Engrv. Size BC57 6-3/4" x 9" 5" x 7"

Diamond-spun dial and lifetime guaranteed three hand movement

Laser engravable brass plate(s).

Individually gift boxed.

The award will have the ISACA Hudson Valley logo at the top and say:

Presented to (presidents name)

President

In appreciation of your commitment to the information systems, audit, and control and security profession
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