DUTIES OF OFFICERS & CHAIRS

The President shall:  

1.  Determine dates, time and places for all FSA/NLAPW meetings and preside at such meetings.      Appoint all non-elected officers and committee chairs as voting members of the FSA/NLAPW Council.
2. Appoint chairs of special committees as needed.
3. Be available to branches for consultations.
4. Be authorized to organize branches in the state, each with five (5) or more active members.
5. Sign checks if the treasurer is not available.
6. Delegate the treasurer to sign all contracts with the approval of the FSA/NLAPW Council. In her   absence, the president may sign.
7.  Serve as ex-officio member of all committees, except the Nominating Committee.  
     The First Vice President shall:

Perform the duties of the president if the president is absent or temporarily unable to serve. Expand the membership base and be responsible to members-at-large.

     The Second Vice President shall:
        Determine the location, hotel, meeting room and make all arrangements for the council       meetings.      

The Third Vice President shall:
Will serve as Conference Chair.  Determine the location and date with the President.  Make hotel arrangements and plan all activities associated with the conference.      
 The Recording Secretary shall:

1. Record the minutes all meetings, e.g.:  FSA/NLAPW Council, FSA/NLAPW, Inc., executive board and the business meeting at FSA/NLAPW Biennial Conference.
Following each meeting submit the minutes, for corrections and additions, to each member present within 10 days.
2. After corrections/or additions distribute copies of the minutes to elected officers and branch presidents.
3. File accepted minutes in the Recording Secretary’s book, which includes other FSA/NLAPW In the records  which shall become permanent official documents.
The Treasurer shall:
1. Maintain Insurance Bond.
2. Maintain Sales Tax Exempt Status (every five  years).
3. Maintain Foreign Corporation status with www.Sunbiz.org  annually.

4. Act as Budget Chair for FSA/NLAPW with the exception of the Biennial State Conference

where the Conference Chair in consultation with the Treasurer provides a Conference Budget to the Council.

5. Pay bills that are accompanied by invoices for legitimate FSA/NLAPW related expenses.

6. Sign all checks.  In her absence, The President my sign checks.

7. Present a biennial report during the business meeting of the FSA/NLAPW Biennial Conference.
8. Oversee maintenance of appropriate ledgers, financial files and records consistent with fiscal need and current business practices.
9. Close and present financial accounts to an auditor biennially, at least ten (10) days before the auditor’s report is due.
10. The treasurer is authorized to open, maintain and close bank accounts in any national or state bank or trust company with an office in the state of Florida. She has sole discretion in this matter and may make deposits and withdrawals from any such account.

The Scholarship Fund Chair shall:

1. Form a committee with at least three other members representing art, letters and music, in order to determine if there is a qualified recipient and the amount of money to be presented.

2. In order to qualify for this award, a member must submit a detailed proposal for advanced study in a specific area and demonstrate financial need.

3. Scholarship awards are presented at the Biennial Conference.

4. The Committee must inform the treasurer in a timely manner of the intended recipient along with information about her university, school or tutor.

5. At the discretion of the FSA Council, Conference funds may be distributed on a reimbursement basis or paid directly to the institution of learning. If the scholarship has not been distributed prior to the next Biennial Conference, it shall be null and void.

The Newsletter Editor shall:

1. The editor shall produce, with direction and input from the President, the official publication of the FSA/NLAPW newsletter.  The editor shall have naming rights for the newsletter, providing that name is agreed upon by the Executive Council. 

2. The newsletter is the authorized source of News, announcements, contest rules, entry planks, registration form and other information of interest to Florida branches.

3. The newsletter is mailed or emailed to every Florida Pen Woman at least on a quarterly basis.   

The Parliamentarian shall:

1. Advise the President, Executive Board and FSA Council on parliamentary procedure.

2. Be responsible for updating the Standing Rules to reflect changes made by the Executive Board or Council.

3. See that the Standing rules are made available to all Council members.

