


DUTIES AND RESPONSIBILITIES OF
CURRENT SWASAP OFFICERS
THAT ARE UP FOR ELECTION

Please note that the President Elect becomes President the following year and Past President the final year in office.

The duties for Past President are as follows:

· Attend all SWASAP Board meetings (Winter, Spring, Fall)
· Attend all COE Board meetings (Winter, Spring, Fall)
· Serve as the Chair of the Fair Share Committee
· Draft a Fair Share Plan 
· Serve as a member of the Finance Committee
· Serve as an advisor to the President
· Serve in the absence of the President


The duties for President are as follows:

· Travels to all five state conferences; reporting updates from TRiO, COE and SWASAP. May be asked to conduct workshop   
· Attends all quarterly COE Board of Directors Meetings
· Serves on several COE Board Committees
· Attend COE’s Policy Seminar. Responsible for leading and representing SWASAP at a number of events at Policy
· Supports COE in all of its endeavors
· Chairs SWASAP’s States Initiative Committee. Responsible for providing committee with a relevant charge/challenge
· Keeps SWASAP membership electronically informed on the latest news from  TRiO, COE and SWASAP
· Participates in conference calls from COE regarding TRiO related issues (Fair Share, Governmental Relations, etc.)
· Attends local and regional TRiO events/activities (banquets, luncheons, keynote speakers, workshops, summer programs, student leadership conferences, TRiO Day, etc.) – representing SWASAP 
· Answers all email and telephone questions within a 24 hr period
· Attends local Town Hall Meetings (Senators/House of Representatives)
· Monitors SWASAP’s Fair Share progress (work closely with Past President) 
· Monitors SWASAP’s budget (work closely with Treasurer and Finance Committee Chair)
· Writes articles for newsletters, newspapers, etc.
· Appoints and work closely with ELI trainers. Responsible for providing them with a relevant charge/challenge
· Works closely with President Elect regarding annual conference
· Visits several cities (in state where next SWASAP conference will be held) and select conference hotel site for next year’s conference. Responsible for securing the best possible deal for SWASAP
· Constantly checking COE and the U.S. Department of Education websites for new and important TRiO information
· Works very closely with all 5 state presidents
· When the opportunity presents itself – develop working relationship with officials from the U.S. Department of Education
· Travel, Travel, Travel and more Travel!


The duties for President-Elect are as follows:

· Chairs SWASAP Annual Conference Committee
· Travels to conference site in April and meets conferences services manager, tours the hotel and solidifies any addendums to contract that may be necessary
· Attends all quarterly COE Board of Directors Meetings
· Serves on several COE Board Committees
· Attend COE’s Policy Seminar. Responsible for co-leading and representing SWASAP at a number of events at Policy
· Supports COE in all of its endeavors
· Supports all efforts of the SWASAP President and SWASAP Board
· Participates in conference calls from COE regarding TRiO related issues (Fair Share, Governmental Relations, etc.)
· Attends local and regional TRiO events/activities (banquets, luncheons, keynote speakers, workshops, summer programs, student leadership conferences, TRiO Day, etc.) – representing SWASAP 
· Answers all email and telephone questions within a 24 hr period
· Attends local Town Hall Meetings (Senators/House of Representatives)
· Monitors SWASAP’s Fair Share progress (work closely with President) 
· Writes articles for newsletters, newspapers, etc.
· Works closely with President regarding fall conference
· Visits several cities (in state where next SWASAP conference will be held) and select conference hotel site for next year’s conference. Responsible for securing the best possible contract for SWASAP
· Constantly checking COE and the U.S. Department of Education websites for new and important TRiO information
· Works very closely SWASAP President
· When the opportunity presents itself – develop working relationship with officials from the U.S. Department of Education
· Travel is a big part of this position


The duties for Treasurer are as follows:
The Treasurer is assigned the primary responsibility of overseeing the management and reporting of SWASAP’s finances.    
Duties include:
· Bank account maintenance – Makes deposits, writes and signs checks.  
· Financial transaction oversight – Records all transactions (checks, bank card transactions, deposits, and credit card payments) in QuickBooks software. Maintains documentation of all revenues and expenditures for audit purposes.  
· Budgets – Assists the Finance Committee in developing the annual budget as well as comparing the actual revenues and expenses incurred against the budget 
· Financial Policies – Assists the Finance Committee in overseeing the development and observation of the organization's financial policies 
· Reports – Keeps the board regularly informed of key financial events including conference registration, membership, collections, trends, and assessment of fiscal health of the organization in addition to completing required financial reporting forms in a timely fashion and making these forms available to the board 
· Registration:  Assists in set up of Cvent.  Receives and deposits all registration, membership, advertising, exhibit and other fees.  Records all revenues in QuickBooks and all registration/membership transactions in Cvent.  Keeps a hard copy of all documentation related to registration.  Conducts all conference registration processes.  
· Membership:  Maintain current roster of paid members
· Collections:  Works to collect all revenues owed to SWASAP.
· Finance Committee  – Serves on the Finance Committee 
The duties for Secretary are as follows:

December
· Contact President to discuss term and the how, what, when… 
· Update all pertinent information, i.e. Contact List, Committee assignments, letterhead, etc…

· Begin planning for the Board meeting that takes place in February. You make contact with Hotel and work out logistics. The following is to be handled by Secretary:
· Binders for Board
· Room Reservations (Board members and ELI participants)
· Meeting rooms (For Board and ELI)
· Lunch for Board
· Breakfast for Board 

· Disseminate information to all board members and request reports from SWASAP President, Past President, President-Elect, Treasurer and Each State President

January
· Ensure that all is in place; send out updated copies of all information to current Board members. Maintain contact with President. 

February
· Iron out any last minute details prior to meeting. SWASAP President, Past President, President-Elect, Treasurer and Each State President should have sent you reports, make 30 copies to bring to meeting. If you do not receive them by set deadline date they will have to bring 30 copies to the meeting themselves. 

February and March work on your minutes from the meeting. Once completed, send out to Board for any corrections and/or omissions of information. 

April 
· Begin planning for the Board meeting that takes place in May. You make contact with Hotel and work out logistics. There will be new board members so all pertinent information will need to be updated once again. May meeting will be set up the same as February. Request reports from SWASAP President, Past President, President-Elect, Treasurer and Each State President

May
· Iron out any last minute details prior to meeting. SWASAP President, Past President, President-Elect, Treasurer and Each State President should have sent you reports make 30 copies to bring to meeting. If you do not receive them by set deadline date they will have to bring 30 copies to the meeting themselves. 
· May and June work on your minutes from the meeting. Once completed, send out to Board for any corrections and/or omissions of information. 

July
· Begin planning for the Board meeting that takes place in August. You make contact with Hotel and work out logistics, usually the August Board meeting is held at the hotel for the Conference that year. August meeting will be set up the same as February and May, other than when speaking with Hotel make sure to schedule a tour of hotel for the whole Board. Request reports from SWASAP President, Past President, President-Elect, Treasurer and Each State President

August
· Iron out any last minute details prior to meeting. SWASAP President, Past President, President-Elect, Treasurer and Each State President should have sent you reports make 30 copies to bring to meeting. If you do not receive them by set deadline date they will have to bring 30 copies to the meeting themselves. 
· September and October work on your minutes from the meeting. Once completed, send out to Board for any corrections and/or omissions of information.

October
Request Annual reports from; SWASAP President, Past President, President-Elect, Treasurer and Each State President. Begin working on Business Packet for Annual Business Meeting. The Business Packet should include the following: 
· Cover Sheet
· Agenda
· Minutes from prior year Business Meeting
· Annual Reports
· President
· Past President
· President-Elect
· Treasurer
· Finance
· State Presidents
· All Committees 

The Business Packet should be stapled, front and back to cut costs for copying and pages numbered. 

November
· Iron out any last minute details prior to meeting. SWASAP President, Past President, President-Elect, Treasurer and Each State President should have sent you reports make 30 copies to bring to meeting. If you do not receive them by set deadline date they will have to bring 30 copies to the meeting themselves. 
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