Program Committee
Purpose
The Program Committee oversees the planning, development, delivery, and evaluation of the organization’s programs and services. It ensures that all programs are mission-driven, financially sustainable, and strategically aligned with the priorities established by the Board/Board of Directors.  In short, the Program Committee, chaired by the Chapter President-Elect, is the engine that delivers what we do of the organization. It develops, delivers, and evaluates programs while preparing the incoming president to lead the chapter. The Board/Board of Directors ensures these programs are resourced, sustainable, and mission aligned.
Roles
· Committee Chair – Chapter President-Elect
· By tradition/structure, the Chapter President-Elect serves as Chair of the Program Committee.
· Provides leadership in program planning while preparing to assume the presidency.
· Ensures that programs are consistent with the organization’s mission and long-term strategic direction.
· Reports committee activities, recommendations, and progress directly to the Board/Board of Directors.
· Committee Members
· Assist in planning, organizing, and evaluating programs.
· Provide subject-matter expertise and stakeholder perspectives.
· Support staff or volunteers in program promotion and delivery.
· Board/Board of Directors
· Approves major program initiatives, budgets, and policies.
· Provides oversight to ensure programs align with the strategic plan and financial sustainability.
· Holds ultimate accountability for program quality, relevance, and impact.
Responsibilities
1. Program Development & Oversight
· Identify and recommend programs that fulfill the mission and serve member needs.
· Design (before the end of 4th quarter) an annual calendar of events, trainings, or initiatives in consultation with the Board.
· Ensure programs remain relevant, inclusive, and adaptable to changes in the industry or community.
2. Implementation Support
· Coordinate logistics and resources needed for successful program delivery.
· Partner with other committees (Membership, Education, Sponsorship) to strengthen programs.
· Promote programs through Board, member, and community networks.
3. Evaluation & Quality Assurance
· Collect and analyze program participation, satisfaction, and impact data.
· Recommend improvements, expansions, or retirements of programs.
· Present program performance findings and recommendations to the Board.
4. Strategic Alignment
· Ensure all programs advance the strategic plan set by the Board.
· Help prepare the chapter for future growth by piloting new initiatives.
· Integrate leadership development into programming as part of succession planning.
5. Financial Stewardship
· Work with the Finance Committee/Treasurer to review program budgets, revenues, and expenses.
· Explore sponsorships or partnerships to offset program/chapter check-in/happy hour costs.
· Ensure programs deliver measurable return on investment and mission impact.
6. Reporting & Accountability
· Provide regular updates to the Board/Board of Directors.
· Submit an annual “State of Programs” report highlighting successes, challenges, and impact.
· Maintain records of outcomes and recommendations for future planning.
Program Committee Workload Calendar
(Chair: Chapter President-Elect)
January – February
· Hours: Chair 6–8 hrs | Members 3–4 hrs
· Focus: Annual program planning & alignment.
· Activities:
· Work with Board to confirm program calendar for the year.
· Identify topics, speakers, and logistics for first quarter programs/chapter check-ins/happy hours.
· Report program plan to the Board/Board of Directors for approval.
March – April
· Hours: Chair 5–7 hrs | Members 2–3 hrs
· Focus: Program delivery & member engagement.
· Activities:
· Oversee execution of spring chapter check-ins/happy hours programs/events.
· Ensure program evaluations are collected and reviewed.
· Begin identifying gaps and opportunities for future programming.

May – June
· Hours: Chair 5–7 hrs | Members 3–4 hrs
· Focus: Mid-year program review.
· Activities:
· Present mid-year program performance report to the Board.
· Adjust upcoming chapter check-ins/happy hours based on feedback and attendance trends.
· Start planning flagship or summer/fall chapter check-ins/happy hours.
July – August
· Hours: Chair 6–8 hrs | Members 3–4 hrs
· Focus: Signature event preparation.
· Activities:
· Confirm program speakers, sponsors, and logistics for fall events.
· Partner with Sponsorship Committee to secure program funding/partnerships.
· Ensure Marketing/Communications is promoting upcoming events.
September – October
· Hours: Chair 8–10 hrs | Members 4–5 hrs
· Focus: Peak program season.
· Activities:
· Oversee delivery of annual conference, summit, or major training programs.
· Ensure sponsor benefits are fulfilled during programs.
· Line-up guest speakers for the next year’s programming (chapter check-in and happy hours.) It is recommended to obtain photo/bio for the guest speaker to provide to the communications committee and webmaster to create the appropriate flyers needed to inform chapter members and share with the guest speaker.)
· Line-up venues for the next years programming
· Collect impact data and member feedback from participants.
· Present fall update to the Board.
November – December
· Hours: Chair 5–7 hrs | Members 2–3 hrs
· Focus: Year-end review & succession prep.
· Activities:
· Provide annual “State of Programs” report to the Board (impact, attendance, ROI).
· Recognize volunteers, speakers, and sponsors for program contributions.
· Prepare to transition into the role of Chapter President (if assuming leadership the following term).
Summary of Time Flow
· Light/Steady Months: Mar–Jun, Nov–Dec (2–4 hrs/member; 5–7 hrs/chair).
· Heavy Lift Months: Jan–Feb (program season) and Sept–Oct (planning) — 3–5 hrs/member; 6–10 hrs/chair.
· Built-In Leadership Development: As Program Chair, the President-Elect gains direct experience managing logistics, working across committees, and presenting to the Board, all of which prepare them to step into the presidency.






IRWA Chapter 22’s email address is . . .

IRWAGA22@gmail.com

All documents are kept in a centralized repository to keep all files in one place for current and future board members to access.

