PRESIDENT
Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.

Voting Member of: Executive Board

Primary duties: 

1. Preside at all Meetings of the Executive Board, the General Board, and all State Meetings, including the annual State Convention.

2. Have general supervision over the business and activities of the Oregon State Council.

GUIDELINES
1. By virtue of the office, will have the final decisions involving the business of the State Council.
2. Complete paperwork to assure that President is a signer on all Oregon State Council bank accounts. 

3. Review, and be familiar with, the Policy and Procedure for all Official Oregon State Meetings of Epsilon Sigma Alpha, the Policy and Procedure for Convention, the Policy and Procedure for Leadership/Winter Meeting, and the Policy and Procedure for Oregon State Awards. These documents can be found in the Policy and Procedures section. 
4. Prepare a State President’s yearbook to be distributed (hardcopy and/or thumb drive) at the Oregon Leadership Conference to the Executive Board, Chapter Presidents, District Presidents and Gavels Chairman.

5. Act as Oregon’s official delegate to the International Council Convention.
The expenses for registration, airfare, ground transportation and double-occupancy hotel accommodations shall be paid by the Oregon State Treasury, up to the budgeted amount.

6. Prior to Convention at which you will be installed, appoint a Philanthropic Chairman, Educational Director, Association of the Arts Chairman, Awards Chairman, Chaplain, Documents Chairman/Parliamentarian, Jr. Easter Seals Chairman, Jr. St. Jude Coordinator, Grapevine Editor, Historian, Leadership Chairman, Western States Council Representative and Winter Meeting Chairman. Distinguished Achievement Award Chairman, Hope for Heroes Chairman and Youth Award Chairman might be combined.
7. The ESA Foundation Counselor is a two-year term and is appointed in an even numbered year. Traditionally the Jr. Easter Seals Chairman and the Jr. St. Jude Coordinator become this year’s Sr. Chairmen. Out of courtesy, consult with the 1st Vice President as to the appointment of the Jr. Easter Seals Chairman and the Jr. St. Jude Coordinator as they will be her Sr. Chairmen.
8. Appoint Standing Committee Chairmen as follows: Auditing, Balloting, Budget,  Credentials, Nominating Chairman and Documents Committee.        
9 Appoint Special Chairmen as appropriate and/or desired. Such Chairmen may include an Archivist, Finance Chairman, Flag Ceremony Chairman, Outstanding Member Chairman, Publicity Chairman and Webmaster.
10 May appoint any other committees as deemed necessary to assure the smooth operation of the Oregon State Council and/or the coordination of International Council programs
11 Is an ex-officio member of all committees except the Nominating Committee but shall not be required to attend meetings thereof unless she so desires.

12 May call meetings of the Executive Board when necessary.  She may also call closed General Board Meetings.  These to include those additional persons she deems necessary. 

13 Refer to Policy and Procedure for all official Oregon State Meetings for The 
duties required in planning those meetings.

14 Prepare an agenda for all Official Meetings of the State Council and shall email to Executive Board, Chapter Presidents, and Gavels Chairman.
15 Work with the appointed Meeting/Convention Chairmen in planning the schedule of events and to approve any printed program.
16 Provide the appointed Meeting Chairmen information on any special seating arrangements for all functions.
17 Advise the General Board members, prior to meetings, of all duties they are expected to perform.
18 Instruct the State Convention Chairman to assure registration and lodging for the following: State President, IC Representative(s) and Headquarters Representative (if one is attending).
19 Work closely with the Awards Chairman to see that all certificates are ready for Convention.

20 Approve all minutes of the State General Board and the Oregon State Council and return them within fourteen days (14 days) to the Recording Secretary.

21 Appoint a chief teller.  She shall post the tabulation of votes cast on all candidates in a central location following notification of the results to all candidates.  All election results shall become a part of the permanent records of the Oregon State Council.  The ballots shall remain in the sealed ballot box for ninety (90) days following the election at which time the ballots will be destroyed.

22 Work closely with the State Treasurer to ascertain that all Chapters have paid ESA International Council dues (based on information she receives from the International Council Treasurer) so the Treasurer can provide this information to the Credentials Chairman prior to each meeting. 
23 Instruct the State Historian to keep a history of all state activities from Convention to Convention.

24 Issue approval, for requests for sales or raffles to be held at Official State Meetings. These requests should be received within thirty (30) days prior to the meeting.

25 Approve, prior to the meeting, any requests for gift-giving or ‘special’ presentations.

26 Approve, the sale of ESA merchandise at State Meetings.

27 Responsible for filling officer vacancies if they arise. 

    a. If it is the President who is leaving, see Bylaws, Article VIII, VACANCIES. 
In this instance, the position is filled by the First Vice President, leaving a vacancy in the office of First Vice President. 
b. The office of First Vice President would most naturally be filled by the Second Vice President, leaving that office vacant. 

c. The President and Executive Board must then appoint a member to fill the Second Vice President position. If there was another candidate for that office, it is recommended that she be offered the appointment. Whoever is appointed would be required to run for that office if she wanted to fill a full term the following year.
d. If the vacancy is in one of the other elected positions, the President, with the approval of the Executive Board, will make the appointment for the completion of that term. If there had been a second and/or a third candidate for that office, consider them for the appointment. 
e. If no other candidate, approach members suggested by the Board.

28 Responsible for filling Committee Chairmanships, or other appointments, if they arise.  Ask the Executive Board for possible replacement(s) suggestions. Can also ask for volunteers from the general membership. Make final appointment.
29 Any vacancy and the resultant appointment are to be announced to the membership at the next State Meeting and published in the next Grapevine.
CALENDAR CHECKLIST FOR PRESIDENT

April: (following the annual convention)

· Sign bank signature cards with new Treasurer.

· Begin planning an Executive Board retreat.

· Write thank you and congratulatory notes resulting from activities at State Convention

· Consult with Jr. Past President regarding any unfinished State business. 

· Go online to IC website and fill out the ‘newly elected officer & chairperson’ form

· Make certain you have the Oregon State flag and stand for opening ceremonies at IC (if applicable)
· Make sure IC Convention registration has been made. Make arrangements for transportation (airplane) and hotel
· Determine the number of Oregon members attending IC Convention.  If there is to be a large delegation request a meeting room for the state caucus from the IC Chairperson.

· IC dues are coming due. Check with new Treasurer to make certain all State and Chapter dues are paid by May 1st.

· Make certain that information in the Mail Boxes is forwarded or mailed to those not attending State Convention. 

May:
· Finish any ‘thank you’ notes not done

· Double check IC Convention arrangements.

· Check with Treasurer to ascertain that State dues are paid.

· Work with the Corresponding Secretary on the President’s Yearbook.

· Make plans for State Leadership Conference (review Policy and Procedure for Leadership located in the Bylaws.)

· Work with the Corresponding Secretary on President’s Yearbook.
June:
· IC Flag Ceremony Chairman will provide information on what will be needed to bring to IC – i.e. State Flag, pole and/or stand, white gloves, etc – as well as any special dress requests. 
· Send attendees/delegates an email- include any information on what delegates should wear to the “welcome party”, when the State Caucus will be, if/when the State Nights Out dinner will be, and any other information the delegate needs to know. Remind to sign the State delegate book at registration.
· Prepare IC Caucus agenda and Western States Council Report.

· Pack white gloves for flag ceremony.

· Pack Oregon State Council flag (if required).

· Take June Computer printout of Oregon membership with you.

· Pack any special items requested by IC President – gifts, tokens or favors.

· Begin the summer article for Grapevine to be completed after IC Convention.
· If President is not able to attend IC Convention in July, arrangements should be made with a qualified member attending IC Convention to perform all the above duties for June as well as the duties listed under July pertaining to IC Convention (items 1-9)! A qualified member is an Executive Board member or a Past State President who has been to an IC Convention. These arrangements should be made as soon as President knows they will not be able to attend. Headquarters should also be notified as to who replacement representative will be. Upon return from IC Convention, representative should give any information from IC to President to distribute. 
July:
· Attend IC Convention as the official delegate of the Oregon State Council.  While at convention:

1. State Delegate sign-in book is located at the IC Registration Desk.  Check it daily to have an accurate record of names and state members in attendance.  This number will vary as members arrive and it is the number used at General Assembly roll calls. Advisable to also take note of room numbers of delegates in the event they must be contacted.
2. Attend the State President’s Workshop

3. Check on flag pole upon arrival, if indicated.

4. Credential appointment:

· Take the 1st Vice President, if in attendance, to assist and observe.

· Follow the directions given out by the IC Leadership/Credentials Chairman
5. Attend all General Assemblies:

· Participate in the opening ceremonies, as instructed

· Sit in appropriate ‘saved’ seating section for State Presidents

· Answer roll call as called by the IC Recording Secretary

6. Give the IC President the Travel Information Form given to you at the IC Leadership Conference. (if you receive one)

7. Attend the ESA Foundation Meeting.

8. Attend the Western States Council Meeting

9. Assign delegates to attend workshops/seminars, if that chairman/officer is not in attendance. This will assure that all information is returned to the state.

10. Upon return from IC Convention:

· Forward the IC Council, ESA Headquarters, ESA Foundation information from the IC Convention directly to the Grapevine Editor immediately.  Keep copies for yourself for your own Yearbook.

11. Send a listing to the Grapevine Editor of all persons to receive complimentary issues.

· Send congratulations and thank you notes as follow-up to IC Convention.

· Continue working on plans for the State Leadership Conference.

· Place any Oregon member(s) serving on the IC Board on the Oregon Board as voting members. (Courtesy may be to add WSC officers/ESAF board members)
· Remind the Treasurer about Tax Fact deadline on Sept. 15. (it’s never too early to remind)

· Finish the article for the Grapevine to include information from IC Convention

August:
· Finalize agenda for State Leadership.

· Coordinate all details of Leadership with Workshop Chairman and Leadership Chairman.

· Send an email to the Board, Chapter Presidents & Gavels Chairman with Leadership agenda. (include map if needed)

· Remind the Jr. Past President she will be recognizing the IC winners from Oregon at Leadership.

· August 1st IC Chapter and District dues to newly elected IC Treasurer.  Check with the Treasurer to see if she’s contacted all the Chapters and Districts.

· Tax Facts are due September 15.  Check with all Chapters and Districts to be sure their Tax Facts have been submitted.

· Make sure IC President has the date and location of our next State Convention so can assign next year’s IC Representative.

· Monitor IC website for updated information and forms. Notify appropriate officers and chairmen of availability.

Leadership:
(review Policy and Procedure for Leadership)
· Distribute President’s Yearbook

· Preside over Leadership Meeting.

· Make certain that Yearbooks and necessary information from the Mail Boxes is forwarded or mailed to those not in attendance 

September:
· Grapevine article due

· Send thank you notes and/or congratulations as appropriate from activities at Oregon Leadership Conference.

· September 15th State dues deadline – Tax Facts due – ESA Foundation dues are due. 

· Board letter with reminders…if you wish.

October:
· Prepare information for Fall District Meetings. Attend if possible, or send regrets, and send thank you notes.

· If you attend a District Meeting, request time on the agenda and prepare a brief report on State issues and business.

November/December:
· Grapevine article due

· November 15th deadline for IC Nomination form.

· Send welcome to IC representative assigned to our Convention as soon as notified. 
· Receive IC quarterly report for paid IC dues.

· Prepare for Western States Council Fling.

· January 1st is the deadline for IC Bylaw amendments.

January: (review Policy and Procedure for Winter Meeting)
· Prepare and send Board letter with agenda for Winter Meeting (include map if needed)

· Get ‘need list’ and any special requests to State Convention Chair.

· Turn over part of the President’s files and save packing them in April.

· Send information to Chapters and Board Members not in attendance at Winter Board & thank you notes
· Make sure certificates are purchased or made and signed.  Check with Awards Chairman.

· Encourage 1st Vice President to attend IC Leadership.

· State Nominations are due February 1st.  
· Attend Western States Council Fling, if able, and prepare report for Western States Council Meeting. If you will not be in attendance, delegate to Western States Council Representative.

February: (review Policy and Procedure for State Convention) 
· Distinguished Achievement Award and Youth Award form is due from State Chairman
· Attend District Meetings, or send regrets … send thank you notes.

· March 1st –Distinguished Achievement Award and Youth award to IC Chairman.

· Work with Convention Chairman about any details.

· Attend District Meetings, if able, and send thank you notes or regrets.

March:
· Grapevine article is due.

· March 10th – ESA Foundation Scholarship form.

· Send State Convention invitations. (i.e. California, Washington, or Special Guests)
· Be sure IC rep has all the information she needs.

· Send Program, booklets, schedule, agendas to the State Convention Chairman
· Purchase Convention gifts and prepare thank you notes.

· Board letter and agenda for Convention

· Remind Chapters of Proxies and Year–end reports.

April: early 

· ‘Member’s Years of Service’ certificates are now on line.
· Finalize Convention agenda, as well as the Board Meeting and General Assembly agendas, and send to Convention Chairman for printing in the Convention Program.
· Submit seating arrangement requests to Convention Chairman
· Remind all Board members to update their files & advise them of what will be expected of them at Convention

· Appoint a Chief Teller and three assistant tellers.

· Prepare files to turn over to incoming President

· Prepare President’s year-end report.

· Make plans for your Board luncheon

HELPFUL HINTS
1. Pick up the Oregon State Flag at the conclusion of the Annual State Convention to take to IC Convention.

2. Send thank you notes and answer all correspondence within a week of receiving them.

3. Keep a copy of all correspondence.

4. When preparing agendas, review the minutes of the prior meeting for unfinished business.

5. Prepare correspondence that you want the Secretary to read at State Meetings/Annual Convention, indicating what portions to be read.

6. At the Board Retreat, make tentative plans for the entire year. Present agreed upon goals to the membership at the Leadership Conference. Insure that the entire membership is familiar with the Council’s goals.
7. Communicate with all Elected Officers and Appointed Chairmen, asking them to review their duties, as set forth in the bylaws and the Oregon Guidelines. Ask each chairman to set goals and deadlines for these goals.

8. Be informed of all officers, chairmen and committees duties and ask for updates and reports at the State Meetings.

9. Endeavor to maintain unity and harmony within the Council.

10. Officiate at installation of officers, pledge and Jewel Pin ceremonies as requested at District and/or Chapter meetings.
11. See that all correspondence received by Council Officers from ESA Headquarters and International Council Officers is read to the entire Council and answered.

12. Conduct all meetings in accordance with proper parliamentary procedure.
13. During meetings:

· Start the meeting on time

· Use the gavel only to call the meeting to order and to adjourn

· Always refer to yourself as “The Chair” and never in the first person

· Keep to the agenda, checking off business as completed

· Restate any motion prior to the vote to assure that the members know what they are voting on

· Keep the meeting moving

· Close the meeting on time
14. AT ALL TIMES, BE ON TIME TO FUNCTIONS AND FOLLOW THROUGH ON ALL COMMITMENTS.
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