ADDENDUM 1
DUTIES OF BRANCH OFFICERS AND BOARD MEMBERS

ALL BOARD MEMBERS
· Support AAUW goals.
· Attend Board meetings.

· Work as part of a team.

· Keep orderly files.

· Keep job description current.

· Participate in program planning, remembering to plan for impact and visibility.

· Plan and carry out projects.

· Supply information for Branch newsletters.

· Monitor committee expenses and budget.

· Support adopted Board/Branch policies.

· Provide reports as requested by the president and the State/Association counterparts.

· Welcome members to Branch meetings

BOARD MEMBERS LEAVING OFFICE
· Give materials of historical value to historian.

· Clean out and sort files before transferring to successor.

· Meet with your successor and transfer files, directories, forms and Bylaws

· Review general duties and schedules for successor.

· Review financial procedures and budget items.

· Review adopted board policies and goals.

· Review ongoing projects of the board and Branch.

NEW BOARD MEMBERS

· Meet with predecessor.

· Be familiar with and understand your job description.

· Be familiar with Branch Bylaws and know the AAUW goals.

· Read correspondence and literature in your files.

· Discuss expectations for the job with the president.

EXECUTIVE BOARD
PRESIDENT

a. Responsibilities to the Branch
1. Presides at all meetings of the Branch, Branch board of directors, and executive committee.
2. Represents the branch in work with other organizations (or appoints an appropriate representative to do so).

3. Is responsible for updating Branch Bylaws immediately after each Association convention.

4. Is an ex officio member of all committees except the nominating committee.

5. May be responsible for authorizing payment of bills by the Branch financial officer as prescribed in the Branch Bylaws.

6. Works with the financial officer and budget/finance committee to prepare Branch budget.

7. Submits the names of qualified members to the State nominating committee and suggests members qualified for committee chairs and Association committees.

8. Assigns responsibilities to president-elect as appropriate.

9. Helps Branch officers and chairs fulfill their responsibilities. Meets with each chair to discuss expectations and to insure the transfer of materials.

10. Works closely with Branch newsletter editor to assure release of accurate and pertinent information to Branch members.

11. Maintains adequate and up-to-date file of materials necessary to carry out the office of Branch president.  Passes this file on to the successor as soon as possible after term of office.

.
Submits recommendations for policies and personnel for the Branch board to the successor.

b. Responsibilities to the State

1. Serves as the official channel of communication between the State and the Branch.
2. May serve on State board of directors (as provided for in State Bylaws).

3. Keeps State officers informed of Branch activities.

4. Interprets State policies and procedures to branch members.

5. May serve as branch representative (or voting delegate) to State meetings, conventions, workshops.
c. Responsibilities to the Association
1. Serves as channel of communication between the Branch and Association.

2. Requests explanations and interpretations of AAUW purposes, policies, and program when necessary.

3. Submits names and addresses of Branch officers to Association Membership Records Office on forms provided by the Association.  (Forms are due June 1 each year.)

4. Coordinates effort to complete the Association annual Branch report form or delegates that responsibility.

d. Monthly duties:
June/Jul: Changing of the board, receive banners, gavel & files.

Plan retreat, organize coming year (meeting topics and dates), arrange for board meetings, and send in board names to State & Association.

Jul/Aug: Budget meeting (Pres., Pres. - Elect, Financial Officer, and any interested or invited members)
Work with Hospitality chair to secure general meeting spaces according to schedule set at retreat

Board meeting to plan September luncheon, vote on budget

Make sure: Interest Groups flyer written up for Sept., Financial Officer sends in names & dues by July 1st. 
Attends State summer leadership team meeting if possible.

Newsletter deadline for September issue

Prospective new member event (coffee, brunch, luncheon

Meets with new chairs to discuss expectations and insure transfer of materials.

Begin organizing for the directory.
Sept: Board and general meeting
Directory finished to mail in October newsletter

Oct: South District meeting if convening

Board and general meeting

Nov: Board and general meeting

Dec: Board and general meeting

Jan: Board elects at least three nominating committee members.

Board and general meeting

Annual counterpart report forms out to officers and committee chairs.

Feb: State Convention information out to members.

Scholarship preparation
Board and general meeting

State counterpart report forms due.

Outstanding Member of Year ballot (usually previous year’s recipient does it-President excepted), 
Florence Schneider Award (traditionally Membership Committee does it) and EF Named Grant Honorees (EF chair does it).
Insures that EF and LAF projects are planned.
Mar: Women’s History Month

Traditional date of combined general meeting with Medford

Board nominations announced to Branch via newsletter.

Nominate delegates for convention.

Fill out Award Application for Branch and Association following State recognition procedures.
Board and general meeting: EF Named Grant Honorees announced.
April: New Executive Board Officers elected at annual meeting.

Annual general meeting: Bylaws changes if any can be made here, election of new officers, present 
Member awards (Outstanding Member, Florence Schneider Award,
President’s thank yous (fiveminutes)
Make sure the scholarship checks (annual and endowment) are properly submitted.
Board meeting

May: Awards Event, Grad Student Scholarship, Annual Scholarship and Graduating Seniors Honors.
Board meeting

June/Jul: Joint Board meeting.  Install new officers.
PRESIDENT-ELECT
a. Responsibilities to the Branch
1. Stands in as required.

2. Keeps informed about current Branch activities.

3. Learns duties and responsibilities of the presidency.

4. Attends board meetings.

5. Should attend State convention as a delegate.
6. Is voting member of board, member of Executive Board.

7. Suggested that president-elect be the Historian.

8. Serves as chair of the nominating committee.

PROGRAM VICE PRESIDENT
a. Responsibilities to the Branch

1. Appoints and chairs program development committee.

2. Serves as member of branch board of directors and executive committee.

3. Implements needs assessment process for branch.

4. Plans and implements programs for Branch meetings and workshops as needed.

5. Presides at Branch meetings in the absence of the president or president-elect.

6. Is familiar with programs and materials provided by Association.

7. Works with Community Liaison Officer.

8. Arranges appropriate locations for programs.

b. Responsibilities to the State and Association
1. Is familiar with State and Association materials, policies, and goals that help provide program guidance.
2. Maintains contact with State counterpart.
3. Completes State annual report form as requested.

4. Assists in compilation of Association recognition report as requested.

MEMBERSHIP VICE PRESIDENT
a. Responsibilities to the Branch
1. Serves as member of Branch board of directors and executive committee.

2. Membership Duties:
3. Appoints and chairs the membership committee

4. Gives monthly membership report (reflecting membership status) to board.

5. July: Coordinates recruitment activities such as new members’ coffees, Fourth of July Booth, and SOU Welcome Back Bash table.
6. Assembles prospective members list, including follow ups on names provided by the Association.
7. Maintains accurate membership list throughout the year.
8. Notifies Newsletter Editor of any new members.

9. In August, provides accurate list of all paid members with correct data to Directory Chair.
10. After September event, compiles list of Interest Group sign-ups and gives to interest Group Chair.

11. In October, develops and implements e-mail list and phone tree for those without e-mail to remind members of important meetings and special events and notices.

12. Beginning in October, provides current mailing labels of current and prospective members to newsletter circulation chair. List includes ad contributors, State AAUW recipients, and South District Branch presidents. State list includes president, program VP, communications VP, secretary, membership VP, and Oregon News editor. South District list includes the South District Director and presidents or the following branches: Ashland, Coos Bay/ North Bend, Grants Pass, Klamath Falls, Lakeview, Medford and Roseburg.

13. March and April. Organize and conduct nominations for the Florence Schneider Award. Appoint a committee to select recipient, write an article about the award for March newsletter, and prepare nomination form for newsletter and distribution at general meetings. Consult the Board concerning certificates and awards. Presentation is made at the annual meeting in April.

14. By May 1, sends renewal applications and recruitment letter to all current members. Provides informational/recruitment packets to new members and for scholarship and department honorees at the May Awards Event.
15. By June 30, receives membership application forms and checks and processes them in coordination with Dues Treasurer and Financial Officer.

b Responsibilities to the State and Association
1. Maintains contact with State membership vice president.

2. Interprets State and Association policies pertaining to membership in the Branch.

3. Reports to State and Association as required or requested.

RECORDING SECRETARY
a. Keeps the minutes of all Branch meetings.  After approval by Branch president, sends copies to Branch board members and others as designated.

b. Keeps a file of all


f written reports presented at Branch meetings.

c. Has available current copies of Association, State, and Branch Bylaws and policies for reference at all meetings.
d. May be asked to assist with Branch correspondence as needed. 

e. Serves as member of branch board of directors and executive committee.

FINANCIAL OFFICER

a. Forwards State and Association dues to State treasurer and to Association treasurer.
b. Serves as chair of the finance and budget committees.
c. Is custodian of all funds, securities, and financial papers, including insurance papers.

d. Keeps an itemized account of all receipts and disbursements; disburses money only as directed by the president or the Branch board of directors.

e. Pays bills only upon receipt of vouchers signed by the person incurring bills and, if required, countersigned by the president.
f. Submits a written annual financial statement at the annual Branch meeting.

g. Presents a financial statement at each Branch meeting and each meeting of the Branch board of directors, which is filed by the secretary.

h. Provides summary financial report for monthly newsletter.

i. Submits record for audit at close of the fiscal year.

j. Turns over records to successor at the expiration of term, but no later than August 1.

k. Works closely with Branch dues treasurer and membership chair to assure accurate records.
l. Keeps in touch with State treasurer.

m. Coordinates with Educational Foundation, Legal Advocacy Foundation committees and scholarship hair.

n. Meets with scholarship chair before Phantom Party invitations are mailed to review how Phantom Party checks should be made out (SOU Foundation with memo: Ashland AAUW). This is to insure that our account is properly credited. After Phantom Party checks are gathered, review them with scholarship chair and submit to the SOU Foundation Office.

o. Insures that yearly contribution is made to the SOU Endowed Scholarship Fund. The amount is determined at July budget meeting and has traditionally been $750.
p. Insures that the Branch receives an annual report from the SOU Foundation Office.
BOARD OFFICERS (APPOINTED)

CONTACT SECRETARY
a. Serves as member of Branch board of directors.

b. Asks for information on membership needs.

c. Sends out letters of congratulations, sympathy, get well and thank you as directed by board and president.

d. Arranges help for members as needed.

e. Serves as chair of the Caring Committee.

EDUCATIONAL FOUNDATION CHAIR
a. General Responsibilities

1. Serves on Branch board of directors.

2. Serves as spokesperson in the field for the Educational Foundation and its programs.

3. Receives materials sent annually by State and Association.

4. Keeps members informed of fellowships, grants, and special programs.

5. Coordinates the fund-raising effort in the Branch for the support of fellowships, grants, and special programs of the Foundation.

6. Chairs committee to select EF named grant honorees for the Branch. Committee members include previous year’s honorees.

7. Responsible for keeping track of member contributions for the Educational Foundation.

8. Works with Board to develop annual EF fundraising project.

b. Responsibilities to the State and Association

1. Liaison with State Educational Foundation chair, informing him or her of Branch activities and cooperating on statewide EF activities.

2. Reports Branch EF contributions monthly or annually to the State and Association according to timetables and forms.

3. Writes annual summary report of Branch activities related to EF. (The annual State counterpart report)

HOSPITALITY CHAIR
a. Serves as member of the Board

b. Chairs the hospitality committee
c. Coordinates refreshments as needed at meetings with program chair.

d. Caretaking and cleaning of supplies including 12 or 13 large banquet tablecloths (peach color).

INTEREST GROUP CHAIR
a. Serves as a member of Branch board of directors.

b. The Interest Groups Chair is responsible for coordinating the study and interest groups within the Branch.
1. Coordinates meeting times for groups so they don’t conflict with each other or Branch meetings.
2. Sets out sign-up sheets at the September meeting for each interest group.

3. May give brief introduction to each study group at September meeting if requested.

4. Coordinates with membership chair to obtain names from membership forms.

5. Sends list of names on the sign-up sheets (including those from the membership forms) to each interest group chair.

6. Checks to make sure whether the groups are operating or need help. This may mean convening the first meeting to determine a chair or how the group wishes to operate.

c. Works with the membership chair to revise the membership form as needed.

LEGAL ADVOCACY FOUNDATION (LAF) CHAIR
a. Serves as member of Branch board of directors.
b. Educates members in the function of LAF, keeps membership informed on current status of litigants.
c. Collects funds from membership for LAF and forwards to appropriate State/ Association LAF chair.
d. Act as liaison between Branch and State and Association LAF.

NEWSLETTER EDITOR

a. Serves as member of Branch board of directors to keep informed of plans as they develop.

b. Publishes newsletter to keep Branch members informed about AAUW activities ten times a year.
c. Meets deadline for newsletter distribution. The newsletter needs to be in the hands of the membership by the first of each month.
d. Sets deadlines for receiving material for the newsletter.

e. Works with branch president to provide news coverage of Branch activities.

f. Receives and reads State and Association publications and alerts readers to important dates and information.

g. Coordinates with membership chair and circulation chair to be sure copies are mailed to appropriate State officers and ad contributors. State list includes president, program VP, communications VP, secretary, membership VP, and Oregon News editor. South District list includes the South District Director and presidents or the following branches: Ashland, Coos Bay/ North Bend, Grants Pass, Klamath Falls, Lakeview, Medford and Roseburg. Membership should include these in the preparation of the mailing labels.

PARLIAMENTARIAN

a. Traditionally the past president

b. Serves as member of the Branch board of directors, attends board and general meetings.

c. Is familiar with Roberts Rules of Order (shortened version in the president’s file and Parliamentarian notebook).
d. Advises in cases of parliamentary procedure at meetings.

e. Supports president and other board m


'embers.

f. Orders the past president’s pin and is reimbursed by the financial officer (order information in Leader in Action).

g. Reviews voting topics and procedures at the first board meeting of the year.

h. Updates Addendum II (Policies) and Addendum III (Board Actions) annually and distributes copies to all officers and chairs (Board elected, Board appointed and Board support).

PUBLIC INFORMATION CHAIR (Publicity)
a. Serves as member of the Branch board of directors; keeps up to date and informed on Branch plans and activities and counsels board on what will attract media attention.

b. Helps gain visibility for AAUW by interpreting AAUW purposes and activities to the public through a variety of communications media, primarily relying upon newspapers, radio, and television.  May also make use of posters, window displays, exhibits, bumper stickers, and paid advertising.

PUBLIC POLICY CHAIR
a. Responsibilities to the Branch
1. Serves on Branch board of directors.

2. Is familiar with local, State, and federal government legislative procedures.

3. Formulates, coordinates, motivates, and implements the branch legislative program under the guidance of the branch board of directors and within the scope of the Association and State legislative programs.
4. Works with branch program VP to ensure that legislative issues are incorporated into program plans and that adequate time and attention are paid to public policy issues and actions.

5. Solicits members concerns and input on legislative issues.

6. Selects legislative issues for branch action in consultation with the branch board based on the priorities established by the Association, State, and branch.

7. Uses subscription to the AAUW Action Alert for AAUW information and recommendations and urges 
members to act.

8. Provides up-to-date information on AAUW legislative priorities through regular reports at branch meetings and branch newsletter, including the names and addresses of local, state, and federal elected officials. 
9. Arranges for Branch participation at local government hearings or meetings.

10. Initiates contact with other community groups for possible coalitions on selected legislative issues.

11. Offers training to Branch on AAUW legislative policies and procedures.

12. Develops a relationship through interviews and meetings with local, State, and federal elected officials.

13. Provides information to Branch members on how elected officials vote on AAUW legislative priorities if available. (Voting records on AAUW issues for U.S. Congresspersons are published in Outlook.)
14. Maintains files on branch legislative action, up-to-date materials on relevant legislative issues, and U.S. representative(s) and senators and State and local legislators who represent the Branch. The legislators’ file should contain addresses, phone numbers (most members of Congress have local offices for easy communication), key staff contacts, committee assignments, voting records, and reports of visits with legislators.  These files are passed on to the chair’s successor upon completion of the term.
b. Responsibilities to the State and Association

1. Knows and interprets the State and Association legislative program, policies, and procedures.

2. If requested, presents the State and Association legislative program to the branch before it is voted on at the State convention.

3. Solicits response of Branch members to biennial every-member AAUW Legislative Program survey when requested. Surveys are published in Leader in Action

4. Communicates with the State legislative program committee and the Association Legislative Program Committee on branch public policy actions, interests, and developing concerns.

5. Insures that the branch legislative program does not conflict with the State or Association legislative programs.

SOU LIAISON

a. Serves as member of Branch board of directors.
b. Serves as link to other SOU staff for membership recruitment such as welcome notes, AAUW, EF and LAF brochures.

c. Serves as link to SOU Departments to seek Department Honorees for May Awards Event

d. Explores possible SOU/AAUW connections and works with AAUW student affiliates

SOU SCHOLARSHIP CHAIR (Annual and Endowed Scholarships)

a. Serves as member of Branch board of directors
b. Maintains contact with SOU Foundation Office which posts all applications and press releases to the Tidings, Siskiyou, and Medford Mail Tribune.

c. Scholarship funds are raised by the branch over the fall, winter, and spring by several different methods.
d. Responsible for raising funds for Annual Scholarship through the Phantom Party to be completed by April.  Invitations and newsletter publicity needs to be out by March 1. Checks collected as soon as possible.  Checks need to be made out to SOU Foundation with a memo: AAUW-Ashland so that our account is properly credited. The chair meets with the financial officer to review checks sent in. The financial officer will forward the checks to the SOU Foundation Office.

e. The scholarship chair and a committee of four or five members evaluates applications (for both Annual and Endowed scholarships) forwarded from the SOU Foundation Office, using established criteria.
f. Qualified applicants are interviewed and then sent letters confirming or denying their application. 
g. The scholarship chair will be invited to SOU to present a certificate to the scholarship recipients whenever SOU schedules award ceremonies.

h. The scholarship recipients are invited to and celebrated at the AAUW May Awards Event.
STUDENT AFFILIATE COORDINATOR (When program is operating)
a. In cooperation with SOU Inter club Council Representative, Contact Representative, officers and member of Student Affiliate Club:

1. Chairs the Student Affiliate Committee.

2. Actively recruits student membership at various times throughout the school year.

3. Meets with Affiliates to set goals, select activities and projects, teach about AAUW.

4. Prepares yearly budget and three quarterly budgets for ICC. Request assistance (financial) according to estimated need.

5. Monitors expenses of the club. Files ICC reports quarterly.

6. Prepares releases for Visions, Siskiyou, SOU computer network, local newspapers, Oregon News, and departmental newsletters.

7. Prepares accurate membership lists and strives to keep members informed.

8. Seeks to connect each Affiliate with an interested Branch member who will teach her/him about AAUW and working with volunteer organizations.

9. Assists and facilitates program training.

Serves as member of the Board.

BOARD SUPPORT CHAIRS (APPOINTED)

Attendance at Board meetings is encouraged but not required

COMMUNITY LIAISON
a. Increases community awareness through attendance at community meetings, participation in weekly Greeters meetings scheduled by the Ashland Chamber of Commerce, and makes connections with other organizations such as the Rogue Valley Women’s Alliance

b. Coordinates with the program chair to host Greeters meeting once a year.

c. Solicits potential members.

DIRECTORY CHAIR

a. Obtains membership renewal applications from Membership/Dues Treasurer in August.

b. Works with the Ad Manager.

c. Sets deadline for advertising and membership data by September 1 deadline.

· Gets information needed as follows:

· State & National leaders from president

· Board & General meeting schedules from president

· Board & Committee members lists from president
· Interest Groups schedules from chairperson

· Arranges for typing.

d. Updates last years information, assembles with ads and takes to printer.  Chooses a cover color and weight of cover. Printer will copy, assemble and staple. 
e. Distributes either by mail with October newsletter or at the October meeting.

f. Sends one copy of directory to the State data manager.

DIRECTORY/ NEWSLETTER ADS (AD MANAGER)
a. Responsible for gathering ads for the directory and newsletter.
b. Coordinates with newsletter editor and directory editor to establish deadlines.

c. Sends letters to previous contributors requesting renewal for new year.

d. Follows up with calls.

e. Recruits new ads.

f. Collects copy and payments to meet deadline.

g. Sends thank-you notes or letters mentioning amount paid so it can be used as a receipt.

h. Checks ad frequently to keep each valid during the year.

DIVERSITY CHAIR
a. Develops programs and activities in coordination with Program VP and the Board.
DUES TREASURER

a. Receives and records membership checks and passes them on to the Financial Officer.

b. Serves on finance and budget committees.

c. Assists the Financial Officer as needed.

d. Completes State and Association membership form and mails with Branch check approximately monthly.

EDUCATIONAL EQUITY CHAIR
a. Develops programs and activities in coordination with Program VP and the Board.

HISTORIAN

a. Is responsible for the preservation of the Branch's historical materials and files as directed by the Branch board of directors.  (This can mean that non-current files are deposited in a suitable library or archive where the branch can be assured of proper care for the documents.)

b. Writes the history of the branch when directed.

c. Acts as consultant to branch’s board members to assist in establishing filing systems, weeding files, and deciding when files have reached non-current or archival status.
d. At the board meeting in January, 1997, the Ashland Branch Board decided that the Historian would collect the following materials:
· annual Branch directory

· monthly newsletter

· one AAUW annual State convention booklet

· photos and programs from special events

· newspaper articles about the Branch or Branch members

· Bylaws and policies when they change

e. Organizes material chronologically and files in a binder.

f. Assists president in preparing any Branch recognition report.

NEWSLETTER CIRCULATION CHAIR
a. Gets current mailing labels from the membership chair. List includes current membership, prospective members, ad contributors, and appropriate State officers. State list includes president, program VP, communications VP, secretary, membership VP, and Oregon News editor. South District list includes the South District Director and presidents or the following branches: Ashland, Coos Bay/ North Bend, Grants Pass, Klamath Falls, Lakeview, Medford and Roseburg. Membership should include these in the preparation of the mailing labels.

b. Connect with newsletter editor monthly for printing date.

c. Pick up finished newsletter at the printer.

d. Purchase first class stamps (each first class stamp allows 8, 8 1/2 x 11, 20 bond sheets.)

e. Seal, stamp, and mail to arrive by the first of each month.

NOMINATING COMMITTEE CHAIR
a. The president-elect serves as chair of the nominating committee, which is elected by the board of directors and/or branch members at least three months prior to the annual meeting.
b. The nominating committee assists in appointing board elected, board appointed and board support positions.
c. Requests/recruits nominations from Branch members.

d. Reviews potential nominees for the executive board and draws up slate of officers.

e. Reports final slate of officers to the board of directors.

f. Slate of officers needs to be published in the newsletter before the annual meeting.

WEB MASTER
a. Monitors web site and updates regularly.

b. Inputs all pertinent information:

· Programs and special events

· Interest groups

· Contact information such as phone numbers and e-mail addresses.

PROJECT CHAIRS (APPOINTED)
a. Attendance at Board meetings as required

MAY SOU AWARDS EVENT CHAIR

a. Chairs SOU Award Event committee.

b. Follows instruction manual observing deadlines for the following:

· Room reservations (one year in advance)

· Publicity

· Program arrangements

· Menu selection

· Meal reservations

· Program layout and printing

· Recognition certificates

· Coordinates with the SOU Liaison and Scholarship Chair.

GARDEN TOUR
a. Plans and organizes annual garden tour.

b. Recruits team to accomplish major tasks. (‘How-to’ notebook is available.)

c. Contacts owners and selects gardens.

d. Calls meetings to keep to schedule.

e. Supervises on day of the tour.

f. Conducts evaluation session and sends thank-yous.

SPECIAL FUNDRAISING
a. Coordinates project with the board of directors.

b. Plans and executes annual fund-raising events to support the operational expenses of the Branch as determined by the annual budget planning process of the branch.
SCHOLARSHIP CHAIR
a. Serves as member of branch board of directors.

b. Contacts SOU Financial Aid Department in the fall of each year. (The last few years I have been working with Barbara Sabol in that dept. After I get the flyers made she will post them at SOU, it might also be a 
good idea to announce the award in the SOU paper. Barbara then gets the applications filled and ready for us in the spring when they are due.

c. Meanwhile the scholarship chair will release press releases to all papers to notify other applicants.
d. Money is made by the branch over the fall, winter, and spring through several different ways:
· Bridge Clubs make donations to us.

· This year we received funds from our Christmas auction.

· Funds are sent in by members through the Phantom Party - the invitations to the party were sent out with the Valentines newsletter mailing and donations are accepted until just before the May Breakfast.

e. Before the May Breakfast, the college representative contacts each department at SOU so that they may announce their outstanding Senior Woman - these women are then invited to the May Breakfast to introduce themselves to us. Members should try to make personal contact with each of these women so they will feel comfortable at the breakfast.
f. The scholarship chair and a committee of four or five members will review all applications that the financial aid department has rounded up. This year we only had three or four applicants so we interviewed all applicants. (In years past, we received up to twenty- at this point, you should only interview the top two or three). Barbara at Financial Aid will reserve a room in the Student Union for the interviews. Last year we created a new application and a grading schedule (forms enclosed) to be used in this process.

g. The applicants are then sent a letter letting them know if they were chosen or not.

h. The scholarship chair will be invited to SOU to present a certificate to the winner when SOU has their ceremonies.

i. The winner is then celebrated at the May Breakfast - the chair will get a SOU coffee mug and put flowers into it as a special gift. The treasurer will send a check to Financial Aid for the winner in the  
summertime.

SOU LIAISON
a. Serves as member of branch board of directors.
b. Serves as communication link to Departments on campus in seeking scholarship award candidates.

c. Serves as link to other SOU staff for membership recruitment.

d. Serves as link to SOU Departments to seek Department Honorees for May Awards Brunch.

STUDENT AFFILIATE COORDINATOR

a. In cooperation with Inter club Council Representative, Contact Representative, officers and member of 
b. Seek to connect each Affiliate with an interested branch member who will teach her about AAUW and teach skills needed when working with volunteer organizations.
c. Assist and facilitate program planning.

d. Serves as a member of branch board of directors.

STUDY GROUPS CHAIR

a. Serves as a member of branch board of directors.

b. The Study Groups Chair is responsible for coordinating the study and interest groups within AAUW.

c. Coordinates meeting times for groups so they don’t conflict with each other or branch meetings.

d. Sets out sign-up sheets at the September meeting for each study group.

e. Gives brief introduction to each study group at September meeting.

WAYS & MEANS (Special fundraising)

a. Serves as member of branch board of directors.

b. Plans and executes annual fund-raising events to support the operational expenses of the branch as determined by the annual budget planning process.

WAYS & MEANS (Garden Tour)

a. Plans and organizes annual garden tour.

b. Recruits team to accomplish major tasks. ('How-to' notebook available)

c. Contacts owners and selects gardens

d. Calls meetings to keep on schedule.

e. Supervises on day of the tour.

f. Conducts evaluation session and sends thank yous.
AD MANAGER

a. Responsible for gathering ads for the directory and newsletter.

b. Coordinates with newsletter editor and directory editor to establish deadlines

c. Sends letters to previous contributors requesting renewal for new year.

d. Follows up with calls.

e. Collects copy and payments to meet deadline.

f. Checks ad frequently to keep each valid during the year.
