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

Voting Member of: Executive and General Boards

Primary duties:

1. Handle all official correspondence of the Oregon State Council.

2. Assist State President in the preparation of the President’s Yearbook

GUIDELINES

1. By tradition and fact, you will be the right arm of the President.  You are elected by the membership but serve at the direct request of the President.  
2. Accompany the President on visitations whenever possible.

3. At the request of the President, compose and mail official letters.

4. At the President’s request gather, collate and otherwise preserve a record of the President’s year of office in the Oregon State Council of ESA. Be sure to work with the State Historian for her history. 
5. Prepare President’s Yearbook.
a. Request that any Board members, District and Chapter Presidents, and Gavels let you know if they want a hard copy of the President’s Yearbook. Otherwise they will receive it on a CD. 

b. Consult with the President re: format, etc.
c. Collect Chapter and District rosters

d. Gather and collate all updated information for the President’s yearbook.

e. Distribute yearbook (in CD and/or hard copy form) at Leadership Conference 

6. In consultation with State President, read correspondence at State Meetings. If correspondence is lengthy, President should highlight the portion deemed most important to share.

A cool head and a willingness to help will be invaluable to your President
CALENDAR CHECKLIST FOR CORRESPONDING SECRETARY
April: (after election)

· Send thank you and congratulatory notes after Convention.

· If you are going to IC Convention, coordinate your travel and lodging with the President.

· Start planning for the President’s Yearbook, completing as much as you can before going to IC Convention. Time will pass quickly between IC Convention and Oregon Leadership.

· Begin to call and email for information not delivered to you at Convention.

· Chapters & Districts should have their new rosters to you by now.

· Chapters and Districts should have their meeting dates set and to you by now

· You will receive updated IC information at IC Convention, or shortly thereafter on the IC website.

· If you are going to IC Convention with your President, help her gather and put together all the paraphernalia she will be required to take.

· If you are going to IC Convention, assist the President in assuring that good communication is maintained with Oregon contingent.

· Will you be wearing coordinated ‘outfits’?

· Will you be having hand-outs? Etc. etc.

· Making a list of what is necessary for your President to have with her will be helpful so you can remind her.

· Be sure to take a ‘notebook’ for taking notes – something you can keep with you at all times to jot down things you need to remember when you get home and also to help your President remember.

· Keeping this notebook close at hand throughout the year would be a good idea.

· It would give you needed hints and reminders of some of the goings on during her year to include in her ‘memory’ pages should she want you to put one together.

· Order copies of relevant pictures taken at Convention, either from Convention photographer or from Oregon photographer. 
· Remember the Historian may need the Delegate Picture
· If you will be traveling with your President to any District Meetings during the year, offer to assist with arrangements.
May:
· Finish any thank you notes not already done from Convention.

· Double check any IC Convention arrangements the President requests of you.

· Work on the yearbook with and without the President.

· Discuss Oregon Leadership with your President.

· Does she need any specific help from you on this?
June/July/August:
· Begin finalizing your own plans for IC Convention.

· Continue work on Yearbook.

· Make your plans for Leadership.  (By tradition you travel & lodge with the President!)

· At IC Convention you will accompany the President when asked specifically to do so.

· Make certain you take your notebook with you!

· You may be asked to remind the Oregon delegation of the time and location of the Western States Council meeting and the Oregon Caucus.

· It is tradition that you purchase a card and small token (often emblematic of Convention City) to present to the President at the Oregon Caucus. You may request a small donation from members in attendance.

· The President may ask for your help in picking out cards and/or small gifts for special sisters.
· If requested to attend a specific meeting in lieu of another officer not able to attend IC Convention, take notes and collect any data and information that the officer will need/want. Arrange to get the information to her as soon as return home.  

· Collect documents, handouts, favors, etc. that the President wants to return to Oregon.  There may be things that you will want to put into her memory book and/or will be needed for her Yearbook.  
· Upon returning from IC Convention, collate and gather together all the information you received at IC that will be needed for the Yearbook.

· Continue working on the Yearbook.  It must be completed and printed before Leadership.

· Be certain all Report forms and Contest forms have the proper names of the ‘new’ Chairmen with their contact information (address, phone #, email address)
· Determine number of Yearbooks needed– Board Members, District Presidents, Chapter Presidents, and active Gavels.
· Some will hold more than one position.  Duplications are unnecessary.

· Any member not already entitled to a yearbook may purchase one for an amount not to exceed $10 per copy.   Those must be ordered before Leadership.
August/September/October/November:
· After Leadership – take a deep breath!!!

· Write any thank you notes needed after Leadership.

· Be available to the President for assistance with correspondence or other duties as assigned.

· If you plan to attend the Western States Fling, make your travel and lodging arrangements.

· Offer your assistance as the President begins planning for Winter Meeting.
· Consider running for an office on the Board next year.   
December/January/February:
· Happy Holidays!

· Continue to aid your President as you are requested.

· Winter Meeting will be the last ‘meeting’ prior to Convention.
March/April:
· This is a time when the President will be gearing up for State Convention in April.  She will be buying gifts and putting together her Program, booklets, schedules and agendas for the State Convention.  She will need your help in all this as well as transporting all the items to Convention City.

· Traditionally, you are the person who purchases the President’s gift from the State. There is a budgeted amount for the gift. If the gift selected exceeds that amount, the Board members may contribute the additional monies. This gift is presented by you to the President on Sunday morning of State Convention.

· Work with the President to plan for her President’s Invitational Luncheon, traditionally held on Friday of State Convention. The President will finalize the guest list but you can offer to send out the invitations and help with the menu and decorations for the luncheon.

· Stay in close contact with the President so that you can assist her as she prepares 
· You may be asked to pick up the IC Rep.

· You may be asked to pick up and deliver flowers/special foods/to welcome the IC Rep. etc.

· By tradition the IC Rep is sometimes lodged in the suite with you and the President.

· The President will need all your moral and physical support at this time.  Help where and when you are able.
· Transportation

· Packing

· Taking notes and making lists so she won’t forget anything

· Wrapping, packing and transporting any gifts and thank you notes

· Making last minute changes to lists and speeches and making copies.

· If you have access to a portable printer/computer/copy machine, etc. – Take it!

During Convention, be available to assist the President as needed in the set up and preparation for all meetings and activities.  She will have materials, gifts, etc to bring to and from the various activities so be available. Wear comfortable shoes!

Note: This position is a time to have fun, learn and be a part of what goes on in Oregon ESA.  It will be an opportunity to meet new friends and learn new things. If you have aspirations of going on in the leadership of ESA this position offers you the opportunity to see first hand what it is all about. Enjoy your year.  Make the best of the frustrations and know that you made a difference in the management of your President’s term of office.  She would have been hard-pressed to do it without you by her side.
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