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

Voting Member of: Executive and General Board

Primary duties:

1. Perform any and all duties of the office of President in the absence of the President or in her inability to serve.

2. Serve as the State’s Membership/Recruitment Chairmen and District Coordinator
GUIDELINES

1. Serves as the Oregon State Council Membership/Recruitment Chairman.

a. If attending IC Convention, attend the Membership Workshop. If not attending, ask a delegate to attend and receive all information in a timely manner from that workshop.

b. Work with ESA headquarters on special membership programs to encourage membership growth within the state as applicable to Oregon.

c. Keep the membership informed of ESA members or any MALs moving into their areas
d. Participate in workshops at State Leadership and Winter meetings as requested

2. Serve as head judge as provided in the State Award Rules for the State Membership/Recruitment Awards.

3. Serve as the District Coordinator and encourage the District Councils and State Officers to work closely together.

4. Promptly review and approve all minutes of the State and General Board and the Oregon State Council and return them within fourteen (14) days to the Recording Secretary.

5. May appoint Grapevine Editor and Leadership Chairman prior to the Nominating Committee’s Report in February.

a. Consult with the State President and 2nd Vice President when making her choice for appointments.

6. Work closely with the State President on all areas of concern.

CALENDAR CHECKLIST FOR 1ST VICE PRESIDENT
May: (following election as 1st Vice President)

· Obtain files from your predecessor and review all files.

· Send thank you and congratulation notes following State Convention.

· Finalize decision about your own theme.

· Work on the design of your theme/charm and be ready to give it to Ardyce Moore in November or December.

· If there is to be a state officer’s retreat – make plans to attend and help the President in all ways possible.

· Don’t forget to share with the 2nd Vice President any people who may have turned down office nominations last year but may be ready this year.

· Write your first Grapevine article as 1st Vice President.

June:
· Prepare for IC Convention in July.  If you are not able to attend, make certain you have a delegate to fill in for you with any duties there.  1st Vice President/Membership Workshop must have an attendee.

· Submit your completed registration form for IC Convention and check with other delegates about travel and accommodations.

· Check District Meeting dates and attend any that you are able to.   If you attend, be prepared to give brief report on State business and activities. Send thank you notes afterward.

· Decide upon your Corresponding Secretary.  She will be a full member of the Executive Board and her election will only be a formality.

1. Request her help as Corresponding Secretary – in writing.  Give her information about your expectations of her during her year with you.  

2. Don’t forget to give her ample and frequent praise for all the work she takes off your shoulders.

3. The earlier you give her information the earlier she can begin to do preliminary work.

July:
· At IC Convention make plans to attend all General Assemblies and as many special workshops as possible.  Be certain to attend the Credentials appointment with the State President.

· Acquire any membership videos and literature from ESA Headquarters that may be helpful during the year in Oregon.

· Choose your installing officers and let them know if you have any special requests for your installation ceremony.

· Begin thinking about your board appointments.  You can ask those that will not be running for a State Office prior to February…but others must wait until after the February 1st deadline for nominations.

· Write your article for the Grapevine.  Include IC information.

· Send thank you notes as needed from IC Convention.

August:
· Shortly after IC there will be information from Headquarters dealing with ESA Leadership Conference in Denver.  Fill this out and mail it to the Oregon Treasurer.  Request that she make out the check for your registration fee and mail it.

· Begin looking for airfare and making reservations looking for the best fare. 
· Write an article for the Grapevine

· Be open to participating in any Workshops requested by the State Workshop Coordinator.

· Finalize registration, transportation & lodging to attend Oregon Leadership Conference.

· Contact all Chapter Presidents, District Presidents, etc. for any information on new members for presentation at Leadership.

· If you are doing a workshop at Leadership, finalize those ideas and get all information ready to present.

September:
· Attend Oregon State Council Leadership.

· Check on all District Meetings schedules and make plans to attend all possible.

· Send thank you notes as needed from Leadership.

October:
· Get information on airfare for Leadership in Denver, if this has not already been purchased.
· Attend any fall District Meeting you are able to.  Send thank you notes afterwards.

· Begin any necessary work, with your chosen installation officers, concerning decorations/colors and your theme.  Suggestions from you can be carried out by those planning the event for you.

November/December:
· Grapevine article is due.

· Check with District & Chapter Officers re: IC Nominations.  If there are any, check with those wishing to be nominated and assure that all forms have been mailed to the IC 1st Vice President.

· Consider sending out holiday greetings to chapters in time for their meetings.

· Should be receiving a final Oregon Leadership report by November 15.

· Prepare for attendance at the Western States Fling.  If you’re going, coordinate with the President and any other attendees concerning lodging, transportation, etc.

· If you plan to have business cards for your Presidential year, order or make them now so that you have them in time to take for IC Leadership

January:
· Review Policy and Procedure for Winter Meeting. (can be found in the Bylaws) 
· Grapevine article is due.

· Present written request for any special needs for your installation ceremony to the Convention Chairman.

· Think about having a Board Retreat after election.  Begin planning for that now.

· Re-check any presentations necessary for Winter Meeting.

· Begin your outline for your acceptance speech at Oregon Convention.

· Finalize the form you wish your own yearbook to take and begin any preliminary set up early. 
· Make final preparations for IC Leadership.  Make certain you have all information needed and packed or accounted for.

1. Take Oregon State pins, stickers, handouts, etc. for Thursday night event

2. Travel arrangements should provide for Thursday afternoon arrival and early Sunday a.m. departure.

3. Allow at least 1 ½ hours for trip from Denver to Ft. Collins and the same for return on Sunday.

4. Take gifts for roommates? (check with President to see if this is done)

5. Pack your ‘presidential’ business cards.

February:
· Grapevine article is due.

· Attend IC Leadership. 
· Have ‘Presidential’ picture taken for use in the Grapevine. (make at least 2 copies)

· Attend Winter Meeting.

· Send thank you notes.

· After the slate of officers is announced, you may begin to develop your board appointments and contact them. If more than one person is running for an office, check with those candidates to see if there is a particular Board appointment that they would like in the event that they do not win election. You will want to be sure that they are on the General Board.
· Notify candidates of any requests re: clothing colors, escorts, etc for installation
· Attend any District Meetings possible and send thank you notes.

· Work with the 2nd Vice President to plan her Candidates Fair for Convention.

· Prepare a list of all your special guests invited for Convention Installation.  Make certain the Convention Chairman and the President know how many will be coming to the Installation Ceremony.

· Work on finalizing acceptance speech for Convention. 
· Begin making plans for going to the IC Convention next July.   (You’ll want to include a question about who is going to IC in your address at Convention on Sunday morning.)

· Plan your ‘official’ stationary.  Have it ready before the Convention.

· Update your files in preparation for handing over to your successor at Convention.

· Prepare your Year-end Report for Convention.

· Membership Reports are due to you on April 1st.  Check with all Chapters  to make certain they’re all in on time. 
March:
· April 1st is the deadline for the Membership/Recruitment Reports. 

· Send invitations to all on your ‘special guests’ list for Installation.  Include the IC Representative.

· Finalize any and all plans for installation ceremony with your installing officers.

· If needed, set up transportation options for getting everything home after Convention.  You will have more stuff to take home than you brought!

April:
· Receive all Chapter Membership/Recruitment Reports. 

· After judging, send the names of all winners to the 2nd Vice President for the Outstanding Chapter Award and to the Awards Chairman, she will provide the signed Certificates to be awarded at State Convention.
· Pack your files to take to Convention.

· Pack your Year-end Report.

· Pack your report for the Executive Board meeting.

· Pack your report for 1st General Assembly.

· Prepare a preliminary listing of all Elected Officers & Appointed Chairmen, (name, office/chair, mailing address, phone & email).  This can be edited after the election.
· Pack your acceptance speech.

· At the Second General Assembly on Sunday morning, you will give your acceptance speech and announce your Board appointments. You will assume your office at the beginning of the “New Business” agenda item. 

· Have fun at Convention Madam President!!
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