Kachina East Valley Chapter

Board of Directors

Tasks and Duties

The Board of Directors works together to lead the Chapter throughout the year.  Each individual board member has discrete duties, which help the entire board work as a team.  The duties are spelled out in the chapter bylaws that have been voted on and passed by the chapter members.  This is the list of duties as laid out in the Kachina Chapter Bylaws, with additional duties not directly stated in the bylaws, but for practical purposes have become part of the responsibilities of the various offices.
The President:

Perform the duties prescribed by these Bylaws and by the parliamentary authority adopted by IAAP.

Appoint all Standing and Special Committees, subject to the approval of the Board of Directors.

Be a member, ex-officio, of all committees except the Nominating Committee and the Audit Committee.

Call meetings of the Board of Directors whenever such meetings are necessary.

Preside at all meetings of the Chapter and Board of Directors.

Serve as official representative of the Chapter.

Appoint a member of the Chapter to serve as Parliamentarian or Parliamentary Advisor, subject to the approval of the Board of Directors.

Sign checks drawn on Chapter funds in the absence of the Treasurer.

Upon approval of the Board of Directors, the President may declare a committee chair or committee membership vacant because of non-performance of duties and may appoint a successor
Serve as liaison officer between the Chapter and the Division level of IAAP

Keep the Division President fully informed on all matters concerning the Chapter

The following duties and tasks are not in the Bylaws, but because of continual usage have come to be assigned to the president:

Prepare and distribute agendas for Board and Chapter meetings

Along with the Immediate Past President, Incoming Treasurer and Past Treasurer prepare the Chapter budget for review by the Board and approval of the Chapter

Compose a monthly article for the Chapter newsletter

Represent the Chapter at International and Division Board Meetings and/or Conferences whenever possible

Review before distribution all Chapter communications (i.e. newsletter, program notices, e-mail communications)

Write or designate a Board member to draft an article for Division Newsletter (ICON) when requested by Division

Vice President/Programs 

Serve as presiding officer of meetings of the Chapter or of the Board of Directors in the absence of the President.

In the event of a vacancy in the office of President, succeed to the office for the unexpired term.

Assist the President in the performance of the duties of the office.

Be responsible for coordinating Chapter programs, including Continuing Education Units as applicable.

Perform such other duties as may be assigned by the Board of Directors

The bylaws state that the Vice President/ Programs is “responsible for coordinating Chapter programs, including Continuing Education Units as applicable.”  The following tasks and duties are also the responsibility of the office.
Schedule speaker(s) for programs

1. Communicate with speaker regarding needs for AV equipment and other equipment needs

2. Send program notices to speaker so they can RSVP with their meal selection (speaker meal is paid for by the chapter)

3. Presents speaker with appreciation gift at meeting  
4. Send thank you card to speaker after their presentation

Create meeting notices with all pertinent information: meeting date, time, location, program title with description, dinner selection, and RSVP instructions.  The draft is to be sent to the president before distribution for approval.
After receiving approval send notice to Secretary for distribution via e-mail.  Meeting notice should be distributed no later than two weeks prior to meeting.
Provide the webmaster or Publications Committee with information on upcoming events with sufficient notice, so information may be published.

Vice President/Site Coordination:

Serve as presiding officer of meetings of the Chapter or of the Board of Directors in the absence of the President and the Vice President/Programs.

Assist the President and Vice President/Programs in the performance of the duties of their offices.

Be responsible for acquiring the meeting place for all regular meetings.

Be responsible for coordinating notices and reservations for all regular meetings.

Be liaison between the Chapter and the meeting location management, including catering.

Perform such other duties as may be assigned by the Board of Directors.

These tasks and duties are also the responsibility of the office of Vice President/Site Coordination

Work with the meeting place and Vice President/Programs to be sure all AV and other needs for the presentation will be met.

Coordinate RSVPs for programs/events and send RSVP list to the Board

Determine procedure for follow-up phone calls for those who have responded to the meeting notice (working with Secretary)

Turn over monies received to the Treasurer

Prepare receipts

Prepare nametags for guests and speaker(s)

Prepare sign in sheet when there is a CEU program

CEU and CPS recertification points (in coordination with Vice President/Programs)

1. Six to eight weeks prior to the meeting, prepare documentation for approval by International

2. Copy evaluation forms for distribution at the meeting

3. Arrange CEU payment with the Treasurer

Vice President/Membership
Serve as presiding officer of meetings of the Chapter or of the Board of Directors in the absence of the President, Vice President/Programs, and Vice President/Site Coordination.

Assist the President, Vice President/Programs, and Vice President/Site Coordination in the performance of the duties of their offices.

Shall chair the Membership Committee.

Perform such other duties as may be assigned by the Board of Directors.

The Vice President/Membership has certain tasks and duties that are customary to the office.

Send membership information to people who have solicited it

Prepare and present visitor information packets

Order information packet supplies as necessary from the International web site

Maintain a separate mailing list for people outside the chapter who receive meeting notices and /or additional chapter information and will send those materials to them

Produce a welcome letter appropriate to the current board to be included in the Welcome Packet

Process membership registration forms and work with Treasurer for processing
Recruit additional chapter members for the membership committee
Give IAAP New Member Packets to new members and include current favor along with pins

Coordinate membership ceremony in conjunction with the board
Coordinate new member orientation

Order nametags

Introduce guests at the meeting

Obtain new member bios and send them to the newsletter for publication

Produce/edit the Kachina Chapter marketing brochure 

Secretary

Be responsible for the minutes of all Chapter and Board of Directors meetings.

Conduct general correspondence of this Chapter under the supervision of the Board of Directors.

Have available at all meetings, up-to-date copies of the International, Division, and Chapter Bylaws and Standing Rules.

Perform such other duties as may be assigned by the Board of Directors.

The Secretary has other duties that have become part of the office that include, but are not limited to:

Create and maintain the Chapter’s e-mail distribution list and separate mailing list for people outside the chapter who receive meeting notices and/or additional chapter information and will send those materials to them

Send out the chapter meeting notice via e-mail at least two weeks prior to the meeting

Send out the chapter meeting reminder via e-mail one week prior to the meeting

Distribute other correspondence or information to the chapter via e-mail as approved by the President

Treasurer
Be the finance officer of the Chapter, responsible for all Chapter funds.  These funds shall be deposited in an accredited financial institution.

Keep the books current, and make a monthly report to the Chapter.

Be bonded and the premium for this bond shall be paid from Chapter funds.

Be authorized to sign checks and make all disbursements by check; Treasurer and President have signature authority, making disbursements only as authorized by Chapter vote or Board of Directors, either by specific action or by adoption of a budget.

Prepare a proposed Chapter budget, in conjunction with the President, for review by the Chapter Board of Directors and approval by chapter members.

Keep a complete and accurate record of Chapter membership.

Prepare a detailed financial report for presentation at the Annual Meeting and a complete financial report for the period of the term of office.

File Form 990 with the Internal Revenue Service for each fiscal year that Chapter receipts exceed $25,000.

Perform such other duties as may be assigned by the Board of Directors.

As with all other offices the Treasurer has certain duties that are not specifically listed in the bylaws.
Process necessary forms for IAAP International Headquarters

Create and maintain the chapter membership roster and distribute to the chapter on a regular basis.

Create a monthly expense and income report for Board meetings and distribution to chapter members after board review via e-mail to the Secretary who will send it out with the meeting reminder

Order pins and other supplies as needed

Notify Secretary of any member e-mail changes for the e-mail distribution list

Notify the President of any new, transferring and renewing members.  Notify the Vice President/Membership of any new or transferring members

General Tasks and Duties

The following tasks and duties apply to all officers of the Kachina Chapter Board of Directors.

Chapter Records

All chapter records pertaining to any office are the property of the Chapter.  Each officer, with the exception of the Treasurer, shall transfer to the successor the files and records of the office within 15 days after the end of the term of office.  Any person vacating an office at any time, except at the regular expiration of the term of office, shall transfer the records of office as directed by the Board of Directors.  Chapter records will be retained in accordance with the IAAP guidelines for record retention.
Vacancy

In the event of a vacancy in the office of President, the Vice President/ Programs shall succeed to that office for the unexpired term.  A vacancy in any office other than President shall be filled for the unexpired term by appointment from the Chapter membership by the President, subject to the approval of the Board of Directors.
