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Elected Offices/Positions – Duties/Responsibilities
 Procedure 1.2
Chairperson Elect





Original Date: 1976









Revision Date: 4/82, 7/02

Section I:  Elected Offices

B.  Chairperson Elect

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 in the absence of the Chairperson.

B. Provide first backup for functions or meetings the Chairperson is unable to provide or attend.

C. Chair short term committees/task forces/focal project/pilot projects as assigned.

D. Provide first assist to Executive Committee persons responsible for large projects.

E. Assist Committee Chairpersons upon request for Executive Committee help.

F. Coordinate joint informational mailings to the District membership quarterly if needed and obtain mailing labels for same.

G. Attend the majority of Executive Committee meetings and District Meetings.

H. Attend Committee meetings:

Membership and Continuing Education

I. Write recap of District Meetings for newsletters

J.  Oversee Newsletter process.

K. Write/Submit Chapter Newsletter Announcements regarding District Meetings

L. Serve as Liaison to the Monterey Bay Group

M.  Orient the new Chairperson Elect
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