ARMA Chapter Board Position Guide - President

	Overview
	The Chapter President is the chief executive officer of the chapter. It is advisable that the President read and understands all parts of the chapter and ARMA operations, as it is vital to the success of the chapter.
A summary of the President’s duties are as follows:

· Presides at all meetings of the Board of Directors and of the members; 
· Appoints the chairpersons of all Standing Committees with the approval of the Board of Directors; 
· Appoints all Special Committees; 
· Acts as an ex-officio member of all committees; and 
· Submits reports as required by ARMA Intl.
Term: 1 year—elected

Note: When the president is replaced by a new incoming president, they will serve the consecutive year as the past president, an ex-officio member of the board. 


	General Duties 
	Below you will find a list of general duties for the office of Chapter President.


	1
	Consult with the Board of Directors on matters of chapter policy and the development of annual goals and objectives.

	2
	Report information, instructions, recommendations, and suggestions received from ARMA International headquarters to the directors, officers, and committee chairmen.

	3
	Report names of the chapter officers and chairmen to HQ and the Region Director.

	4
	Represent the chapter in relations with other professional, business, and service organization as well as relations with the region and the Association.

	6
	Acknowledge letters and other correspondence addressed to the chapter and route to the appropriate chapter officer, director, or committee chairman for proper handling. May prepare letters/e-mail, and other official communications of the chapter.

	7
	Maintain current policies and procedures and ensure that the successor knows how and where to access them.

	8
	Oversee all committee activities (as applicable), including creating committees, appointing chairmen/members, facilitating special projects, and receiving/routing reports. 


Continued on next page

Chapter Board Job Descriptions - President, Continued

	Monthly Duties
	Below you will find a list of monthly duties for the office of Chapter President.
	


	1
	Receive and review bank statements and treasurer’s monthly report.

	2
	Preside over monthly meetings and assist with programming as necessary.  

	3
	Share with the Region Team executive minutes, treasurer’s reports, and any other ideas emanating from the chapter.


	Yearly Duties
	Below you will find a list of yearly duties for the office of Chapter President.


	1
	Plan to attend ARMA International’s Regional Leadership Conference intended to provide chapter officers an in-depth look at the issues and resources affecting the chapters. Attendance at ARMA’s International Conference is also highly encouraged to continue networking and connections.   

	2
	Plan to attend the Region Leadership Conference during the summer months, which purpose is to orient the new presidents to the job of serving a chapter.

	3
	Ensure the IRS 990 Form is reported and accepted properly. (Filed by the Treasurer in July)

	4
	Accompany treasurer to update authorized users on the chapter bank account. 

	5
	[Taking Office] Meet with incoming vice president to discuss chapter vision and alignment prior to conducting the board transition meetings.  

	6
	[Leaving Office] Prepare a report of any outstanding projects or activities to be handed off to the incoming President. 


