APIC Chapter 93 By-Laws – Duties of Officers for use in Nomination process

Section 1.  Composition

The officers shall be a President, a President-Elect, a Treasurer, a recording secretary and a Membership/Corresponding Secretary.  These officers shall perform the duties prescribed by these bylaws, perform those duties as usually pertain to their respective offices; and perform those duties prescribed by the Board of Directors.

Section 2.  Duties

A. President
1.
Shall be directly responsible to the Board of Directors for the administration of the organization.

2.          Shall preside at all Board meetings of the Chapter.  If the President cannot attend, a designee will be appointed by the President.

3.
Shall preside at all business meetings of the Chapter.

B.  President-Elect
1.
 Shall prepare to assume the office of President.

2.         Shall fill the office of President should that office become vacant and     

              subsequently fill the office of President for a regular term as is entitled the 

  President-Elect.

3.         Shall serve as Chair of the By-Laws committee.

C.  Treasurer
1.
Shall oversee and be responsible for the management of the financial affairs of the Chapter.

2.
Shall prepare periodic financial reports for the Board.

3.
Shall review financial affairs of the Chapter as necessary with legal counsel and/or accountant.

4.
Shall prepare the annual budget and present it to the Board of Directors.

5.
Shall be a member or consultant to any committee having to do with the Association’s monies.

6.
Shall be bonded through the National Association.

D.  Recording Secretary
1.
Shall be responsible for the accurate recording and transcribing of the minutes of all Chapter and Board of Directors meetings.

2. Shall submit all minutes to the Board of Directors in accord with established procedure.

E.  Membership/Corresponding Secretary
1.        Shall maintain accurate records of the membership.

2.        Shall be responsible for all correspondence relating to the membership.

3. Shall be the liaison with the National Membership Committee.

In addition, the President-elect shall serve as the Chair person of the Spring conference.

