Chapter President

Expectations:
· Develops the agenda for, and presides at, all meetings of the chapter and its executive council; attends all meetings of the chapter and its executive council.
· Conducts the business of the chapter in accordance with the chapter bylaws.
· Oversees and coordinates the establishment and implementation of chapter goals and strategic plans.
· Appoints committee chairs, guides the work of the committees, and encourages coordination among committees.
· Serves as an ex officio member, with the right to vote, on all committees.
· Represents the organization, as necessary, at official functions with private and public organizations.
· Maintains communications with IFMA Headquarters.
· Ensures that the chapter has strategies for recruiting and retaining members.
· Oversees and coordinates a plan for chapter leadership succession and the development of future leadership.
· Conducts annual review of the chapter IFMA Administrator.
· Participates in the chapter leader webinars and conference calls.

· Reviews all communications from IFMA Headquarters.
Chapter President-elect
Expectations:
· Attends all meetings of the chapter and its executive council and presides at these meetings in the absence of the president.
· Participates in the establishment and implementation of chapter goals and strategic plans.
· Assists president with chapter activities. 

· Participates in a plan for chapter leadership succession and the development of future leadership.
· Helps to ensure that the chapter has strategies for recruiting and retaining members.
· Participates in the chapter leader webinars and conference calls.

· Reviews all communications from IFMA Headquarters.

· Assumes the office of president for the remainder of the un-expired term of office in the event of the resignation or removal of the president or due to the failure or inability of the president to perform the duties of his office.

Chapter Secretary
Expectations:
· Keeps a record of the proceedings of the chapter and its executive council.
· Coordinates member communications via website, print, and e-mail and ensures notice of chapter meetings are sent at least 2 weeks prior to scheduled dates.
· Records and distributes minutes from the executive council meetings to members and IFMA Headquarters.
· Maintains a chapter policy manual and a current membership roster.

· Attends all meetings of the chapter and its executive council.
· Participates in the establishment and implementation of chapter goals and strategic plans.
· Participates in the chapter leader webinars and conference calls.
Chapter Treasurer
Expectations:
· Receives/collects all monies of the chapter or by any officer on behalf of the chapter, and deposits monies in a bank designated account approved by the executive council.
· Provides financial reports at executive council meetings.
· Responsible for filing financial reports, IRS returns, state tax returns, state annual reports, and other information to proper authorities. 
· Develops a budget in conjunction with the finance committee.
· Makes disbursements of all monies as the chapter executive council may direct.
· Attends all meetings of the chapter and its executive council.
· Participates in the establishment and implementation of chapter goals and strategic plans.
· Participates in the chapter leader webinars and conference calls.
