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Duties of the Chairperson and Certification Committee as outlined in the program:

1. Administer the program.

2. Actively promote the Certification Program by informing members of requirements and certification process, encouraging participation, interacting with divisions and answering questions regarding the Certification Program.

3. Review and verify applications for certification and re-certification.

4. Administer and grade the examinations.

5. Issue Certificates of Certification to those who have met the requirements.

6. Maintain a list of members who are certified by the CMRTA including member name, jurisdiction or organization they represent, date of expiration of the certificate and other information as requested by the State Board.

7. Inform Certified Revenue Officers whose certification will expire by providing lists for divisions, advising through an article in the Revenews and other announcements as reasonable.

8. Review the educational material and arrange workshops to meet the educational needs of the program.

9. Assist with categorizing classes related to the appropriate training classifications necessary for certification.  This includes setting the minimum content for approved classes and providing training aids that will assist members with the process.  It is the intent of the program that the Certification Committee will present some training during each annual conference.

10. Notify the State Board of new and renewal certifications and report other pertinent information at the State Board meetings.

11. Notify the city manager (or other official as appropriate) of newly certified members by sending a congratulatory letter. 

12. Review and update the CRO information of the CMRTA website annually or as needed.

13. Provide other information and assistance as requested by the State Board.

The CRO Chair has kept a notebook of information, procedures, and lists etc. that are relevant to the administration of the program.  In addition each of the division representatives has a notebook with information that is necessary to assure consistent information is provided through out the organization. 

Training for Division Representatives:  It is important for the CRO chair to conduct at least one training meeting each year for all CRO representatives.  For those who have acted in this position before, it is a good refresher class and an opportunity to discuss new information and ideas.  For new representatives it is learning session and helps to assure the entire committee knows each other and works well as a team.   
Communication with Division Representatives:  The CRO chair should send a message to all division representatives (and copy the Division Presidents too) with information to be shared at the each of the division meetings.  These e-mail messages need to go out about one week before the division meetings and is meant to be certain that everyone gets the same information.

Yearly review of the CMRTA website for CRO program information and forms:  This review should be done by the CRO chair to check all information and forms for any necessary changes.  The names of the committee may need to be updated.

CRO Test: The test questions should be reviewed periodically.  Since there are changes taking place in the organization, new laws passed, different classes taught and new information that exchanged constantly, some questions may need to be re-written and some replaced.  It is good idea to make changes and keep the test “fresh”.  Ideas for new questions may come from division representatives, information material from speakers at division meetings or the conference and also from questions posed via “Listserv”. 

Budget:  There is an annual CRO budget approved each year by the State Board and the CRO chair needs to keep track of expenses etc.  and be sure that the program operates within that budget.  The Chair should also keep track of monies received for application fees and testing fees,  - also any scholarship application fees.
Video Librarian:  It is important to coordinate with the Librarian to be sure there are current classes available on tape or electronically.  These may be classes from division meetings and the annual conferences.  Mutual efforts are necessary to assure videographers are assigned to the various classes.  Waivers are needed from instructors to tape classes.

CRO section for annual conference binder: The CRO chair needs to coordinate with the 2nd VP and in order to prepare a list of conference classes with a “category assignment”. This will assist CRO applicants in identifying in what category the various classes may be used. 
CRO table at Technology Update (Conference):  The CRO chair with assistance from division representatives should provide a CRO table at the conference during the vendor fair.  At that table should be applications, CRO lists for verification of CRO status, and any other information, photographs, or handouts that are appropriate.

CRO classes at Annual Conference:   The CRO chair must arrange to provide some classes and / or training sessions at the annual conference.  This is proscribed in the CRO program and important to take place every year.

CRO testing at Annual Conference:  Each year there should be a time for those new applicants who have a completed application to begin the testing process at the conference.  This historically has been on the Friday morning of the conference.  The short answer portion of the test will be administered by the CRO chair and or division representatives.   There are instructions for proctoring the exam in the CRO book.  Arrangements are needed for laptop computers for this portion of the test.
Recognition:  When either a new CRO or a recertified CRO has been identified, the following needs to take place.

Letter of recognition is sent to the City Manager of appropriate supervisor.  There is a sample letter in the CRO book.  The letter is signed by the CRO Chair and the State President.

In 2008 a sample press release was drafted – this is sent with the above letter as additional way to recognize CRO’s.  The city / jurisdiction will need to forward this to their local newspaper of choice.
A certificate is presented to the new CRO at the next annual meeting.

Copy of the letter and press release is also provided to the new CRO and the Division representative.

CRO Lists:  There are two CRO lists – one is a long (historical) list.  A second list was created with only current CRO’s.  This list is more manageable and helpful in notifying those who have an expiration date coming up.

Miscellaneous:  The CRO notebooks have much additional information concerning the details of working with the CRO program.  There are instructions for keeping the individual application packets – along with cover sheets – to be certain each necessary step is taken care of during the process. 
In past years associate members have offered scholarships for CRO’s and it is important to be certain that accurate notes are kept about who received those.  Appropriate thanks needs to be sent to the associate member(s).

Presentation binders for CRO certificates need to be purchased before the annual conferences – as well as certificate stock.
The actual CRO program contains much information and needs to be read often by CRO committee to be certain we are complying with the Program as approved by the State Board.
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