Chicago Alumnae Panhellenic

Executive Board Responsibilities

President
· Coordinates & facilitates monthly Exec. Board and Council Meetings.
· Communicates with assigned NPC Area Advisor.
· Works with Exec. Board to complete reports, applications, and other documentation as requested by NPC.
· Distributes information received from NPC to Council, Exec. Board and Chairs.
· Creates and distributes informational letter to Alumnae Chapter Presidents, Delegates & Alternate Delegates prior to CAP’s September meeting each year. 
· Works with CAP’s Council, Exec. Board and Chairs to meet CAP’s annual goals.

· Completes all duties as required in the Bylaws.

· Oversees Pre-Recruitment Chair.
· Oversees Social Chair. 
· Oversees Nominating Committee Chair.
Vice President
· Maintains current Bylaws for CAP and works with CAP’s Council to approve needed revisions.

· Executes the President’s responsibilities in the event of her absence or her inability to perform the responsibilities named above.
· Works with committee & CAP’s Council to plan and implement the annual Alumnae Roundtable.

· Works with CAP’s Council to establish a support system for local alumnae wanting to start an alumnae chapter for their NPC organization or needing assistance strengthening their existing alumnae chapter.
· Completes all duties as required in the Bylaws.
· Oversees Scholarship Chair.
· Oversees Programming Chair.
Secretary
· Records minutes at CAP’s Council meetings and distributes to Delegates, Alternate Delegates and Alumnae Chapter Presidents in a timely manner.
· Maintains Master File for organization – paper and electronic.
· Works with Communications Chair and Public Relations Chair to gather and distribute information about opportunities to support local alumnae chapter philanthropy, fundraising and events/activities.
· Works with Exec. Board & Committee Chairs to maintain a consistent format on newsletters, website and other internal/external communications.  
· Emails information to Delegates, Alternate Delegates and Alumnae Chapter Presidents as directed by Exec. Board & Committee Chairs.  
· Maintains and updates contact information on CAP’s Yahoo and Evite accounts.
· Completes all duties as required in the Bylaws.
· Oversees Technology Chair.
· Oversees Public Relations Chair.
Treasurer
· Maintains CAP’s checking account and financial records.

· Maintains CAP’s incorporation status and registered agent information with the Secretary of State IL.   

· Provides CAP’s Council with a monthly status report of the accounts.

· Provides CAP’s Council with Proposed FY Budget @ Sept. meeting and Actual FY Budget @ June meeting.  

· Maintains and implements the annual billing system for CAP’s annual dues.
· Collects annual dues from alumnae chapters or individual alumnae representatives.
· Confirms that all of CAP’s financial responsibilities are met.
· Works with Exec. Board and Committee Chairs to develop CAP’s Annual Budget.  
· Completes all duties as required in the Bylaws.
· Oversees Membership Chair.
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