Duties of Officers

WRNC

President:
Act as CEO.

Chair all meetings, arrange and announce meetings according to timelines.
Enforce By-laws.
Assure that membership is being served.
Select committee chairs and ensure that committees function properly.
Request reports from committee chairs when required.
Act as an ex officio member of all committees, except nominating committee.
Represent organization when required (public affairs).
Handle or appoint appropriate board member to handle any problems/complaints from members.
Encourage board members to share their opinions, concerns & questions on issues before them.
Vote on issues before the board only when necessary to break a tie, or are not directly handling discussion and voting (i.e. turn over chair position to vice-president for particular issue that they feel a strong need to express their vote on). 
Vice-president:
Perform duties of the President in their absence.
Assist the president when needed.
Secretary:
Take and report minutes of all general and board meetings (should be completed & submitted to board as soon as possible, but no later than 2 weeks post meetings for review/corrections). 
Keep all legal documents on file.  
Keep copies of all correspondence.
All secretarial records should be kept together in an organized manner that will facilitate passing them on to succeeding secretary. 
An electronic copy of legal documents & meeting minutes are to be kept on area of website with access to board members, the secretary should work with webmaster to have these uploaded as they are completed.
Keep updated mailing address on file with Secretary of State.
Provide letters (electronic or paper), when requested, to qualifying persons with expenses related to, or donations to WRNC that are tax deductible over $249.00. (excluding raffle donations)
Treasurer:
Term runs concurrent with fiscal year May 1- April 31

Have signature card completed with new officers for term.
Change mailing address for bank accounts, obtain log-in and passwords to access accounts online from outgoing treasurer.
Change debit card over to WRNC/their name for term.
Keep accurate and current financial records using “ Quicken“ software program, debiting and crediting appropriate accounts in system.
Balance accounts monthly against bank statements.
Keep hardcopies of receipts and bank statements organized in file dating back 7 years. Write checks for approved payments.
Reimburse members within 2 weeks of receiving request form and receipts for expenditures made on WRNC's behalf.
Pay recurring bills by due date.
Figure and prepare Symposium Accounting and make report to board as soon as possible, but no later than May 20th.
Prepare year end Accounting and submit report to board within 21 days of end of fiscal year (May 20th).
File IRS tax return documents as soon as possible, once Year end accounting is accepted by board. (ABSOLUTELY MUST be filed by September 15th deadline).   
Maintain copies of Year-end accounting report and tax filings to be kept for seven (7) years. Electronic copy of Year-end accounting to be posted in board members area of website. Treasurer should work with webmaster to have this uploaded once completed.
Assist incoming Treasurer, when term ends by turning over current "Quicken" records and organized paper records.
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