CHAIRMAN OF THE BOARD OF DIRECTOR’S
1. In consultation with the other board members, the Chairman of the Board must set the time and place for all board meetings as well as send proper notification to all who are to attend prior to the scheduled date of the meeting.  Notification shall take place at a minimum of 20 days prior to face-to-face meetings and 10 days prior to conference calls. 
2. Compile an agenda for the meetings and send out this agenda via mail or e-mail to all board and committee members at least 20 days prior to face-to-face meetings and 10 days prior to conference calls. 

3. All reports are to be submitted to the Secretary in triplicate.

4. Shall preside over all meetings.  In the absence of the Chairman of the Board, the Senior Board Member will preside over the meeting.

5. In order to keep the WSRT membership informed, it is the responsibility of the Chairman of the Board to instruct the Secretary to submit meeting minutes of all board meetings to the Webmaster to be posted on the website.
6. Shall maintain open communication with all elected officers, serve as advisor to the President, offer advice, and see to it that all officers are fulfilling their duties of office.

7. The Chairman of the Board is responsible, with board approval, to recommend and contact an invitational lecturer.  Once approved, the Secretary will be instructed by the Chairman of the Board of the proper name and credentials so that a plaque may be purchased and engraved for presentation to the lecturer at the Annual Conference.  The Chairman of the Board will also obtain a portrait quality photo of the invitational lecturer to be published in the state journal and for the program flyer at the Annual Conference.  
8. Will prepare a report of the Board of Director’s activities to be presented at the Annual Conference.

9. Install newly elected officers, unless this duty is to be delegated to another, ie; the ASRT or ARRT Representative in attendance.

10. Present the past-Presidents pin to the outgoing president at the Annual Conference.

11. Keep a complete and accurate account of all files to be transferred to the successor following completion of tenure in office.
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12. Keep an accurate account of all expenditures and submit a voucher to the Treasurer, complete with receipts within 30 days.
13. Write letters of appreciation to each officer expressing gratitude for their service and contributions made over the year.

14. Prepare the up-coming fiscal year budget in conjunction with the Treasurer for the Board of Director’s review at the pre-Annual Conference meeting.  This budget is to be made available to the Annual Conference Coordinator for distribution to the membership at the Annual Conference business meeting.
15. The Chairman of the Board shall assume the duties of the President or Member Delegate to the ASRT Annual Conference if either is unable to attend.
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