CMAA Chapter Officers
Job Descriptions[footnoteRef:1] [1:  CMAA National, Standard Regional Chapter Bylaws] 


President
The President shall be the chief elected officer of the Chapter and shall preside at all meetings of the Board of Directors and the membership of the Chapter.  The President will constitute the communications link between the Chapter and the Association.  The President shall have, perform, and discharge the duties as the Board of Directors from time to time may prescribe.  The President shall be an ex-officio member of all committees except the nominating committee.  It shall be the duty of the President to appoint all committees.[footnoteRef:2] [2: ] 


Vice President
The Vice President shall perform and discharge such powers and duties as the President or the Board of Directors from time to time may prescribe.  The Vice President shall perform the duties of the office of the President in the absence of the President.  The Vice President will become President on the succeeding year of office.[footnoteRef:3] [3: ] 


Treasurer
The Treasurer shall be responsible for all monies of the Chapter, collect all dues and assessments, and have the custody of the funds and other assets of the Chapter, subject to the discretion and control of the Board of Directors.  The Secretary/Treasurer shall be responsible for a correct and accurate accounting of all monies received and dispersed and of the financial condition of the Chapter, all to be reported to the Chapter and the Association.  The Secretary/Treasurer shall be responsible for a complete roll of the names and addresses of the Board of Directors and the members of the Chapter and informing the Association of same.  The Secretary/Treasurer shall be responsible for the taking and keeping of minutes accurately reflecting the proceedings at all meetings of the Chapter and shall have, perform, and discharge the duties usually pertaining to such office and such other power and duties as the President and the Board of Directors may from time to time prescribe.  The Secretary/Treasurer shall report to the Board of Directors at its regular meetings.[footnoteRef:4] [4: ] 



CMAA Chapter Officers
Proposed Job Description Modifications

Treasurer
The Treasurer shall:
1. Be responsible for all monies of the Chapter, collect all dues and assessments, and have the custody of the funds and other assets of the Chapter, subject to the discretion and control of the Board of Directors.  
2. Be responsible for a correct and accurate accounting of all monies received and dispersed and of the financial condition of the Chapter, all to be reported to the Chapter and the Association.
3. Report to the Board of Directors at its regular meetings.
4. 


Secretary 
The Secretary shall:
1. Be responsible for a complete roll of the names and addresses of the Board of Directors and the members of the Chapter and informing the Association of same.  
2. Be responsible for the taking and keeping of minutes accurately reflecting the proceedings at all meetings of the Chapter and shall have, perform, and discharge the duties usually pertaining to such office and such other power and duties as the President and the Board of Directors may from time to time prescribe.  
3. Assisting Chapter officers in administration of organizational efforts related to chapter business, meetings, and functions
4. Keeping the Chapter Calendar of events up to date and assisting with registration and invitations to chapter functions. 
5. Report to the Board of Directors at its regular meetings.
6. [bookmark: _GoBack]Keep the chapter files and records in an organized fashion in an online or digital repository. 
