President-Elect Roles and Responsibilities
PURPOSE AND RESPONSIBILITIES: 

· Develop long-range plan based on goals of individual committees
· Keep in contact with committee chairs and oversee long-range plan

· Keep track of goals met, and not met, for discussion by board

Timeline of Responsibilities

SUMMER-EXEC BOARD MEETING 
· Bring to Board a summary of what goals were, and were not, met by each committee over the last year.

· Lead discussion, if necessary, on goals that were not met and next steps.

· Share with Board the goals set forth by the committees for the next 1-3 years.
· Lead discussion on need of additional goals and which committee(s) should be responsible
· Contact appropriate committee(s) after meeting to discuss additional goals suggested and determine how goals will be met and on what timeline if any additional goals were identified.
NOVEMBER-FALL BUSINESS MEETING
· Compile and distribute long-range goals to membership. 

JANUARY-EXEC BOARD MEETING
· Email all committee chairs for updates since the fall meeting or any items to bring to the board.
· Provide any updates to Board at meeting.
MARCH-SPRING BUSINESS MEETING
· Email all committee chairs and ask who will give report and time needed
· Assist President with preparation as needed
· Inform committees that year-end report, new goals and budget requests for next year are due prior to summer meeting

APRIL-EXEC BOARD MEETING

· Email all committee chairs for updates since the spring meeting or anything to bring to the board
· Provide any updates to Board at meeting.
MAY

· Email all committee chairs and request year-end report, new goals and budget requests for next year

JUNE-SUMMER BUSINESS MEETING
· Email all committee chairs and ask who will give Year End Report and time needed (ask for reports 3-4 weeks before). Bring on flash drive.
GENERAL TIPS
· Plan ahead! Map out your timeline for the year and mark your calendar! Figure out what works for you early—it is easy to get behind or forget things!
· Set deadline dates. Be prepared to send reminders.
· Bring questions and concerns to the board. Remind the board members that you need support, feedback, and opinions, so you need them to respond!
