ESA FOUNDATION COUNSELOR

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

Voting Member of: General Board

Requirement:

Must be an active “individual” member of the ESAF to accept this 2-year appointment.
Primary Duties:

1. To serve as liaison between the Oregon State Council and the ESA Foundation Board of Directors. 

2. To work with the State President, Workshop Coordinator, Leadership Chairman, Winter Meeting Chairman and State Convention Chairman to ensure that the ESA Foundation is incorporated into all meetings of the Oregon State Council.

3. To be a source of information and encourage membership in the ESA Foundation. 
4. Encourage the use of the ESAF Turn-Around Fund by using the form on the web.

5. Encourage participation in the Foundation’s Scholarship Program via communication with local schools and publicity.
6. Attend, if possible, the annual meeting of the ESA Foundation held in conjunction with the annual International Convention. These expenses are assumed as her own and not as a financial responsibility of the Oregon State Council. In the event she is unable to attend, the State President shall appoint an alternate.

7. Familiarize yourself with the online ESA Foundation Scholarship program. Answer all calls or emails about the online program as they are addressed to you. 

8. Keep an up-to-date file of the state’s membership, payment of dues and contributions and answer all correspondence promptly.

Most important: Do not accept dues or donations directly. They are to be sent to the ESAF Address: 
ESAF Headquarters, 2580 E Harmony Road Suite 301-11, Ft. Collins, CO 80528
CALENDAR CHECKLIST
May:
1. Receive files from the outgoing Counselor and review the information. 

2. Before IC Convention, notify The ESAF State Counselors’ Chairman if you are planning to attend the State Counselor’s Workshop at the IC Convention.
3. The ESAF Office will be notified of your appointment; the printouts of the membership in your state as well as reports will be available to you on line.
June:
1. Make plans to attend the IC Convention and ESA Foundation Counselor’s Workshop. If unable to attend the ESAF Counselor’s Workshop, provide the appointed alternate with information regarding her duties on your behalf.

2. If not in attendance at IC Convention, consult with the President as to who will carry the credentials and attend the workshop. 
3. Submit an article to each of the Grapevine editions to encourage membership in the Foundation. Invite members and chapters to make donations to and through the Foundation and the Turn-Around Funds. Update members on Foundation activities.

July:
1. Attend IC Convention and State Counselors’ Workshop, if possible. 

2. Immediately following IC Convention, submit a copy of all current Foundation Forms to the State President for inclusion in her yearbook, or be sure she has the website information for them to be accessed. https://www.epsilonsigmaalpha.org/about/ESAFoundation
August/September:
1. After reviewing all information received at the July Foundation Counselors’ Workshop, prepare and submit a Grapevine article. Prepare handouts of information to be distributed to Chapters via mailboxes at Leadership.

2. Prepare a report for Leadership.

3. Contact State President to discuss availability of space at Leadership to display information, membership applications, dues renewals, scholarship application information, etc. and to present any awards received at IC Convention.

4. Attend Leadership and be available to the membership with information and to answer questions. Present any awards received at IC Convention by Oregon chapters or individual members

October/November/December/January:
1. The current Eligible Scholarship list per state is posted on the ESAF Website in October; you will be notified when it is posted.  

2. Review and update any new membership information received from the Foundation which can be obtained on line. 

3. Prepare and submit article for Grapevine.

February/March:
1. Prepare report for the Winter Meeting.

2. Attend Winter Meeting, making ESA Foundation information available to the membership.

3. Remind members that dues are from January 1 through the last day of December. If paid, they are entitled to vote at the Annual Meeting at IC Convention. 
4. Prepare article for Grapevine.
April:
      1.   At State Convention

a. Pass all records and information on to the newly appointed ESA Foundation Counselor.
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