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Group/Committee Chair



Primary Chair Responsibilities

The position of RG/Comm chair is an important 
one with serious responsibilities

List of  responsibilities:
1. Managing RG study/Comm efforts
2. Managing RG/Comm budgets
3. Maintain and update RG/Comm web page
4. Managing presentation of RG at ABRF
5. Ensuring a final publication for the study



The Chair is a Team Leader
• Organizes the group’s efforts – does not do everything!!!
• Sets the agenda, conference calls – reminders
• Guides the discussion and ensures all points of view are heard. 

Maneuvers the group towards consensus and determines 
if/when consensus has been reached. 

• Minutes from conference calls are strongly encouraged.  These 
can be sent to EB liaison for archival.

• Responsible for the organization, analysis and completion of 
the study, including publication.

• Encourage RG participation in ABRF meeting
– RG presentation, Tutorial, Round table, Scientific Session, 

Meeting Organizer, Satellite Educational Workshop



Policies

• Be familiar with the RG or Comm Handbook, ABRF 
Bylaws, Vendor Support of RG Studies document
– Research Group and Committee Guidelines
– http://www.abrf.org/index.cfm/page/bylaws/RG_Com_guidelines.htm



RG Handbook 2010



Research Group Study 
Participation 
Guidelines 2010



Vendor Support of 
RG Studies 2010



Committee 
Handbook 2010



• Turnover – 3 year term of service – will need to 
reapply for a second term – some committees have 
alternative terms
• Ad Hoc – “institutional memory”, not recommended
• Performance – member of the RG/Comm should be 
actively involved in the research study or work of the 
committee
• Co-Chairs – up to RG – but not recommended
• Send news to EB liaison for posting on the 
website/newsletter – awards, papers published, etc

Management of Personnel



• Asking the EB, other Chairs and ABRF members 
for advice.

• Posting a note on the ABRF list server.

• Placing a note in JBT or newsletter

• Asking the ABRF Business Office to send an email 
(abrf@abrf.org)

• Adding a note on the ABRF web home page.

• ABRF meeting!

Identifying potential RG/Comm candidates



• Direct them to your website containing the RG/Comm Mission 
Statement and to the RG or Comm Handbook so they have a good 
understanding of the function of your RG/Comm.

• Tell them that they must be approved by the other members and 
the EB before joining.

• Ask them for an electronic copy of their CV or other summary of 
experience and a statement of why they want to join your RG.  Tell 
them this info will be forwarded to the other members and the EB.

• Provide them with a Conflict of Interest form (available on web).
• Once approved, add them to your RG web page.
• Active members – contribute to project (AdHoc member should be 

used sparingly)

Inviting someone to join your RG/Comm



Duties Relating to RG Studies
• Prepare study proposal for review by EB

– Include budget

• Devise timetable for completion
• Provide for fair division of labor

– Data collection
– Data analysis
– Presentation/publication*

• Web poster
• Newsletter article
• MS review by EB liaison  



Fiscal Responsibilities
• Manage financial resources of the Group

– Conference call budget - $750
– Study budget - $750

• Chemicals/consumables
• Additional funds for project if justified by request (must be 

approved by EB)
• Meeting budget - $1500  - Reimbursements through 

Courtesy – form on website – must provide receipts!
» Up to 3 complimentary registrations for ABRF meeting for speakers 

for RG research presentation
» Additional travel funds to represent RG group at other conferences –

but must be justified to EB and approved
– All expenses incurred in the year should be reported to ABRF 

by the end of the year –Dec 31



Options for Involvement in Annual Meeting

• RG session
• Scientific session
• Tutorial
• Roundtable
• Expert table
• Workshop
• Educational Workshop



Input for ABRF Annual conference

Input from RGs into the annual ABRF conference is 
strongly encouraged and will be requested by the 
meeting organizers

• Organization of RG study session
Must request slot from meeting organizers by June 1

• Input into Scientific Platform Sessions 
-- formal description of session

-- suggested speakers and their qualifications
• Organization of round table/tutorial/workshop for RG specialty

-- potential Comm opportunities?  CAN-CC, EdComm?



Satellite Educational Workshops

• Partnership between RGs – EB – Education 
Committee – meeting organizers

• Plan educational workshops (courses)
– Introduction to newer approaches – Metabolomics
– Proteomics/Genomics…hands-on, informatics, 

introductory
– Lab  management, business aspects

• Suggestions must be forwarded to meeting 
organizers by April of each year.



Management of RG/Comm website

• Manage content – members, studies, mission, 
protocols

• Chair’s e-mail information public
• Post relevant information – draw people to 

the page!



a) All RG/Comm members must submit a COI form 
(available on the ABRF web site). 
b) Members and associates of the ABRF with COI may, in 
some cases, serve on RG if those conflicts are fully 
disclosed to the President. 

c)   No RG/Comm member should endorse any product, 
instrument, or commercial concern that can be construed 
to be involved in the RG’s area of research generally or 
which plays some part in the RG’s study. 

Avoid the appearance of COI

Conflict of Interest (COI)



RG Calendar -- 2011
• March/April

– New chair assumes duties
– Send in COI forms for all RG members
– Discuss & select study/survey topic
– Organize manuscript of completed study
– Suggestions for next year Educational Course  (April 15)

• May
– Prepare and refine study proposal
– Plan for RG participation in ABRF 2012annual meeting. Must 

contact EB liaison and meeting organizers

• June
– Proposal for project to EB for approval (June 1)
– EB feedback within 2 weeks



Calendar Continued
• July

– Select/prepare study materials and survey questions
– Create survey infrastructure
– Request presentation time at meeting

• August
– Test and validate sample materials
– Test survey infrastructure

• September
– Launch study



Calendar Continued
• October

– Collect and curate data
– Divide work among RG members

• Compiling data
• Talk, Poster, Manuscript

• November
– Submit abstracts for posters
– Select speakers for presentation

• December
– Renew your membership
– Submit all expenses for reimbursement   (Dec 31)
– Select new chair and new members



Calendar, continued

• January
– Analyze data from yearly study/survey
– Forward list of new members to EB liaison and ABRF Business 

Office

• February
– Prepare poster/presentations for meeting
– Draft press release on RG study – (1 week prior to mtg) 
– Attend ABRF 2012 – Orlando, FL
– New chair assumes duties after ABRF meeting



Thank you!!!!

• You are at the core of the mission of the ABRF
“The Association of Biomolecular Resource Facilities is an 

international society dedicated to advancing core and 
research biotechnology laboratories through research, 
communication, and education.”

• Publication of RG studies is the best way for 
ABRF to get exposure in the broader 
community

• We want to know what is on your mind!
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