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Elected Offices/Positions – Duties/Responsibilities

 Procedure 1.1
Chairperson 






Original Date: 1976









Revision Date:4/82,7/02

Section I:  Elected Offices

A.  Chairperson

1. 
Term of office is one year as stated in the San Jose District By-Laws.

2. Duties/Responsibilities

A. Conduct District and Executive Committee meetings.

B. Be familiar with District, Chapter and Association By-Laws and Robert’s Rules of Order

C. Collaborate with Executive Committee members on date, location and time of Executive Committee Meetings 

D. Give Chairperson Elect agenda for District meets or Executive Committee Meetings if absence is anticipated.

E. Attend District Chairpersons orientation meeting and other meetings requested by Chapter Office as indicated.

F. Keep files of correspondence, Chapter Board Minutes, District Minutes, Component Bulletins, Committee membership, Budget, Local items and any other information that may be needed for reference by future officers or members.

G. Maintain a current list of all committees and their members.

H. Form committees as needed with assistance of Executive Committee or Nominating Committee

I. Be familiar and maintain communication with Committee Chairpersons

J. Serve as ad-hoc member of all district committees.

K. Appoint members for office vacancies when necessary in accordance with District By-laws.

L. Serve on Budget Committee to prepare budget for the following year.

M. Reply to memos from Chapter Executive Office as required.

N. Give Chairperson elect information for District mailings by the deadline.

O. Correspond with Chapter Board members, chapter committees, other districts or district members as needed.

P. Prepare annual report for Chapter Executive office and make it available to membership.

Q. Direct questions of members and local sources to the appropriate person when indicated.  

R. Supply forms and information as requested.

S. Collaborate on District By-law changes

T.    Orient the new Chairperson to Chapter annual calendar, budget, files, records, current committees and their membership, etc.
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