

CAAC 2024 Duties and Responsibilities of Elected Officers and Positions
                                        
[bookmark: _Toc116558047]PRESIDENT
· Provides leadership and gives administrative guidance and direction to the structure and programming of the chapter.
· [bookmark: _Hlk486697167]Officially represents the chapter.
· [bookmark: _Hlk502576445]Serves as chapter Voting Delegate for National Convention and Regional Conference; reports Grand Chapter updates back to the body at the first business meeting after the National Convention or Regional Conference.
· In the event the President and First Vice‑President are unable to serve as delegate and/or alternate to National Convention or Regional Conference the chapter will follow the order of succession as outlined in the Policies and Procedures.
· Oversees Chapter Operations.
· Oversees and adheres to the responsibilities of the President in the current Fiscal Officers Manual.
· [bookmark: _Hlk486697206]Leads ritualistic services and ceremonies.
· Appoints all Chairs, Co-Chairs and committee members unless designated by election or the chapter Policies and Procedures.
· Fills vacancies according to the “Filling Vacancies” section. 
· Ensures corporate accountability reports are completed and submitted, and that chapter compliance is met by established deadlines.
· Reviews and approves all chapter communications, publications, etc.
· Submits a copy of correspondence (National Headquarters, Regional, State, and Local) to appropriate committees.
· Serves as chair of Executive Committee (EC) and Executive Board (EB).
· [bookmark: _Hlk486697338]Signs all contracts for the chapter.
· Conducts a transition meeting involving incoming and outgoing elected officers, elected committee chairs and members.
· Ensures the chapter operates under an approved budget.
· [bookmark: _Hlk494086331]Is one of three persons authorized to sign all Purchase Order’s (PO’s), reimbursement Vouchers and checks (except her own check).
· Serves as member of the Budget and Finance Committee.
· [bookmark: _Hlk494086349][bookmark: _Hlk485842725]Serves as ex officio member of chapter committees, except the Elections Committee (when she is a candidate), Nominating Committee and Internal Audit Committee.
· Serves as a member of the Minerva Circle by virtue of position.
· [bookmark: _Hlk494086370]Reviews the Internal Audit report prior to the Internal Audit Chair submitting in the Red Zone by the due dates.
· Completes and signs and ensures that all Fiscal Officers have completed and signed the Acceptance of Fiduciary Responsibility Form and keeps them for as long as they are in that office and she is President. Submits the forms to Grand Chapter via the Red Zone.
· [bookmark: _Hlk486697356]Votes only in matters of secret ballot and/or to break a tie vote.
· [bookmark: _Hlk41119694]Performs other duties as noted in the Chapter Management Handbook, the Fiscal Officers Manual and as directed by Grand Chapter.
· Ensure fiscal officers attend financial workshops at least once a year.
· Initial all deposits that contain cash. 
· Ensure treasurer and financial secretary provide separate monthly written reports.
· Ensure the Annual Financial Report/Federal Group Authorization Return is completed.
· Read and be familiar with the Fiscal Officers Manual and Chapter’s Financial Policies and Procedures.
· Review all bank statements and fiscal officers’ monthly reports.

[bookmark: _Toc116558048]FIRST VICE PRESIDENT

· [bookmark: _Hlk493882223][bookmark: _Hlk486697490][bookmark: _Hlk485842752][bookmark: _Hlk493882365]Performs all duties of the office of President, with the exception of the fiscal and Minerva Circle duties, at the request of, in the absence of, or upon the resignation or incapacitation of the President.
· [bookmark: _Hlk56145023]Serves as Alternate Delegate to National Convention and/or Regional Conference; reports Grand Chapter updates back to the body at the first business meeting after National Convention or Regional Conference in conjunction with the Chapter President.
· In the event the President and First Vice‑President are unable to serve as delegate and/or alternate to National Convention or Regional Conference the chapter will follow the order of succession as outlined in the Policies and Procedures.
· Serves as Chair of the Membership Services Committee, and Leader of Minerva Circle
· Assists the President in appointing program chairpersons.
· Serves as a member of Executive Committee and Executive Board.
· [bookmark: _Hlk46135851][bookmark: _Hlk12381930]Performs other duties as noted in the Chapter Management Handbook and as directed by Grand Chapter.

1. [bookmark: _Toc116558049]SECOND VICE PRESIDENT
· [bookmark: _Hlk494639798][bookmark: _Hlk494639767]Performs specified duties, with the exception of the fiscal and Minerva Circle duties in absence of and at request of the President.
· Serves as Alternate Delegate to National Convention and/or Regional Conference; if the First Vice President is unable to attend and reports Grand Chapter updates back to the body at the first business meeting after National Convention or Regional Conference in conjunction with the Chapter President.
· [bookmark: _Hlk486697548][bookmark: _Hlk493882388]Serves as chair of the Program Planning and Development Committee. 
· Assists the President in appointing appropriate committee chairpersons.
· Serves as a member of the Executive Committee and Executive Board.
· Coordinates other activities as deemed necessary by the President.
· Performs other duties as noted in the Chapter Management Handbook and as directed by Grand Chapter.



[bookmark: _Toc116558050]
1. RECORDING SECRETARY
· [bookmark: _Hlk46135918]Records accurate minutes of all chapter business meetings, Executive Board, special and called meetings.
· Ensures minutes of previous Executive Board or Chapter meeting are presented to the President within two weeks following the meeting.
· Distributes copies of previous minutes to members at current Executive Board, Chapter Meeting or if applicable posted in the Members Only section of the chapter website.
· [bookmark: _Hlk493882461]Responsible for accurate records of attendance at chapter and Executive Board meetings.
· [bookmark: _Hlk486697611]Records all chapter votes.
· [bookmark: _Hlk18873424][bookmark: _Hlk486697628]Obtains, maintains and secures all minutes and committee reports in a permanent media of record.
· [bookmark: _Hlk18873455]Ensures chapter adheres to document retention policies.
· [bookmark: _Hlk494086471]Serves as the custodian of all of the chapter’s records.
· Performs other duties as noted in the Chapter Management Handbook and as directed by Grand Chapter.

1. [bookmark: _Toc116558051]CORRESPONDING SECRETARY
· [bookmark: _Hlk46136117][bookmark: _Hlk493882496]Assists the President with the official correspondence of the Chapter.
· Reads correspondences to membership.
· Sends meeting notices to membership.
· Picks up the mail weekly from chapter’s post office box and makes President aware of all incoming correspondence.
· Advises chapter President of all correspondence received before distributing to chapter officers and committee chairs.
· Distributes committee correspondence to appropriate Chair or designee.
· Provides a log of National, Regional, State and Local correspondence at Executive Board meetings and to members at business meetings. 
· [bookmark: _Hlk494086493]At the direction of the president, sends written notice at least ten (10) days prior to: the election of chapter officers; election of committee chairs and members; vote to proceed or not to proceed with membership intake; and voting on the acceptance of applicants into the sorority.  Written notice may include email, USPS, or other appropriate forms of communication deemed acceptable by the Regional Director. 
· Responsible for obtaining, maintaining and securing all yearly correspondence in a permanent file/folder.
· [bookmark: _Hlk18873553]Performs other duties as noted in the Chapter Management Handbook and as directed by Grand Chapter.
	
[bookmark: _Toc116558052]




1. FINANCIAL SECRETARY
· [bookmark: _Hlk493882519]Adheres to responsibilities of the Financial Secretary role in the Fiscal Officers Manual.
· Receives, issues receipts for and keeps records of all income and related funds to the Chapter.
· Coordinates with the Treasurer to ensure that all receipts for funds collected are deposited within two (2) business days.
· [bookmark: _Hlk488609472]One of three persons authorized to sign bank checks. Position does not sign her own check.  
· Assists Treasurer in the preparation of Grand Chapter dues payments and annual financial report.
· [bookmark: _Hlk494086529][bookmark: _Hlk502576692]Prepares a written and verbal report for presentation at each monthly Executive Board and Chapter meeting. This report will reflect a summarization of all income received for the period excluding interest. 
· Notifies Corresponding Secretary and President to alert members via chapter correspondence regarding the amount and deadline of dues collection.
· Serves as member of Budget and Finance committee.
· Serves as a member of the Minerva Circle.
· Notifies the Chapter President regarding any lapse of eligibility of chapter officers, appointed/elected positions, committee chairs and committee members.
· Transacts all business in Executive Board or, sorority meetings (including writing checks), or special business meetings at the request of the President.
· [bookmark: _Hlk494086556]Prepares the roster of financial chapter members.
· Completes and signs the Acceptance of Fiduciary Responsibility Form.
· Responsible for turning books over to Internal Audit Committee two weeks after the fiscal year closes or at the request of Internal Audit Chair.
· Performs other duties as noted in the Chapter Management Handbook and as directed by Grand Chapter.
· Attends financial workshops. 
· Provides updated Red Zone Financial Roster to Sergeant-At-Arms, Treasurer and President monthly. 

1. [bookmark: _Toc116558053]TREASURER
· [bookmark: _Hlk46136196][bookmark: _Hlk493882547][bookmark: _Hlk494086575]Adheres to responsibilities of the Treasurer in the Fiscal Officers Manual.
· Monitors expenditures of the Chapter budget.
· Is one of three persons authorized to sign all Purchase Order’s (PO’s), Reimbursement Vouchers and checks (except her own check).
· Disburses all outgoing funds, such as purchase orders, chapter member reimbursements and committee expenses.
· Serves as keeper of chapter funds and accounts for all income and expenditures.
· [bookmark: _Hlk494086598]Prepares a written and verbal report for presentation at each monthly Executive Board and Chapter meeting of the written bank reconciliation. This report will reflect an exact statement of income, disbursements, and summary ledger on a monthly basis.
· Balances monthly bank statements and merchant and/or electronic payment system accounts.
· Serves as Chair of the Budget and Finance Committee.
· Disburses and processes chapter expense vouchers for reimbursement.
· Works closely with Financial Secretary to ensure all financial records are accurate.
· Deposits all funds within two (2) business days of receipt by the Financial Secretary.
· Notifies individuals and Financial Secretary of checks returned by the bank for insufficient funds and the charge for each returned check.
· Ensures the bookkeeping policies are followed as outlined in the current Fiscal Officers Manual.
· Transacts all financial business in Executive Board or sorority meetings (including writing checks), or special business meetings at the request of the President.
· Checks relevant budgets prior to issuing checks.
· Ensures voucher process is used for disbursement of funds.
· Retains copies of all expense receipts along with reimbursement vouchers submitted for payment.
· Responsible for turning books over to Internal Audit Committee two weeks after the fiscal year closes or at the request of Internal Audit Chair.
· [bookmark: _Hlk494086674]Ensures all fiscal officers are bonded.
· Completes and signs the Acceptance of Fiduciary Responsibility Form.
· Performs other duties as noted in the Fiscal Officers Manual, Chapter Management Handbook and as directed by Grand Chapter.
· Attends financial workshops.

1. [bookmark: _Hlk488609617][bookmark: _Toc116558054]ASSISTANT TREASURER
· Performs all duties of the office of Treasurer except for signing checks and depositing funds, at the request of, in the absence of, or upon the resignation or incapacitation of the Treasurer.
· Serves as a member of the budget and finance committee. 
· Completes and signs Acceptance of Fiduciary Responsibility Form.
· Performs other duties as noted in the Fiscal Officers Manual, Chapter Management Handbook and as directed by Grand Chapter.
· Must be bonded 
· Attend Finance training workshops

1. [bookmark: _Toc116558055]ASSISTANT FINANCIAL SECRETARY

· [bookmark: _Hlk502576725]Performs all duties of the office of Financial Secretary except for signing checks and Minerva Circle duties, at the request of, in the absence of, or upon the resignation or incapacitation of the Financial Secretary.
· Serves as a member of the budget and finance committee. 
· Completes and signs Acceptance of Fiduciary Responsibility Form.
· Performs other duties as noted in the Fiscal Officers Manual, Chapter Management Handbook and as directed by Grand Chapter.
· Reconcile and distribute member stickers.
· Complete forms for notification of transfer affiliation.
· Attend financial workshops.
· Verify the credentials of visiting Sorors.

[bookmark: _Toc116558069]NOMINATING COMMITTEE CHAIR AND MEMBERS

· [bookmark: _Hlk493622470]The committee will consist of one (1) Chairperson and four (4) members of the chapter.  
· [bookmark: _Hlk44506274][bookmark: _Hlk46136456]Members of the Nominating Committee will be elected by a majority vote of the members present and voting at the time of chapter elections in April. 
· [bookmark: _Hlk493622490]The committee will solicit and receive nominations from chapter members for all elected officers and positions, including the Minerva Circle, Delta of the Year, and other special chapter Awards/Recognitions to create a slate of candidates.
· The Chair and the members of the Nominating Committee serves only one (1) term and cannot be a candidate for any elective office while serving on the Nominating Committee.
· [bookmark: _Hlk493622559]Members of the Nominating Committee are ineligible to run for office while serving on the Committee. The chair and members of the Chapter Nominating Committee must resign prior to the call for nominations to be eligible to run for an office or position.

INTERNAL AUDIT COMMITTEE CHAIR

· [bookmark: _Hlk44506530][bookmark: _Hlk493622625]The Chair is elected during the chapter election of officers. 
· Audits the chapter’s records on a quarterly and annual basis in accordance with the procedures listed in the Internal Audit Manual. 
· Establishes a schedule for the year as to when the audit will be completed and when records will be collected. 
· [bookmark: _Hlk496351102]The chairperson collects the required financial records from the financial officers in accordance with the schedule recommended by the National Internal Audit Committee. 
· The financial records should be returned to the fiscal officers as soon as possible, but before the next scheduled Executive Board meeting.
· A draft of the audit report should be discussed with the fiscal officers before the Audit report is finalized. 
· The chairperson makes a report to the chapter of the summary audit findings and recommendations for improvements, if any.
· The chairperson of the audit committee will submit the quarterly Internal Audit Report on-line in the Red Zone in accordance with the Internal Audit Manual schedule. 
· [bookmark: _Hlk493622737]The chairperson provides the Detailed Audit report to the Recording Secretary and make it available for review at the Executive Board and Chapter meetings.
· If the services of a CPA are required, the chair will coordinate with the treasurer to provide the books to the CPA for the external Review or Audit.
· The chairperson will complete the Annual Internal Audit Report (IAR-1) in the Red Zone and upload the documents obtained from the CPA and the Signature Pages (signed by the audit committee members) into the Red Zone by the required deadlines outlined in the Internal Audit manual.  
· The chairperson reviews the CPAs report with the president and financial officers, then the Executive Board and finally the chapter.
· Performs other duties as noted in the Internal Audit Manual and as directed by Grand Chapter
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