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Roles and Responsibilities
The Executive Committee is made up of the President, Vice-President, Secretary, and Treasurer and up to 8 members-at large. All Executive Committee members are accountable to the St.Lawrence Chapter/Section St. Laurent membership. 

All Executive Committee role descriptions will be reviewed on a regular basis for relevance, effectiveness and necessary changes, and at not more than five (5) year intervals.

Executive Committee members will be expected to:
· Promote the objectives of IAP2 Canada and the St.Lawrence Chapter/Section St. Laurent. 

· Promote membership in the St.Lawrence Chapter/Section St. Laurent. 

· Participate in all St.Lawrence Chapter/Section St. Laurent meetings, either in person or by conference call and contribute to discussion and ratification of all business and other agenda items.

· Provide leadership and coordination of special projects of St.Lawrence Chapter/Section St. Laurent, as required.

· Participate in the St.Lawrence Chapter/Section St. Laurent sponsored events that may arise in the course of the elected term.

· Attend and represent the St.Lawrence Chapter/Section St. Laurent at various events or conferences as requested.

· Provide information and support all communication efforts of St.Lawrence Chapter/Section St. Laurent as required.

· Provide input into developing policies and procedures for St.Lawrence Chapter/Section St. Laurent as required.

· Chair and/or participate on one or more standing and/or ad hoc committee(s).

· Liaise with IAP2 Canada.
President

The President, if present, shall act as chair at all meetings of the St.Lawrence Chapter/Section St. Laurent and shall have general supervision of the activities and affairs of the Chapter and such other powers and duties as specified.

Her/his primary areas of responsibility are to: 
· Act as chair at all meetings of the St.Lawrence Chapter/Section St. Laurent Executive Committee and of the General Members and have general supervision of the activities and affairs of the Chapter.

· Provide oversight for implementation of St.Lawrence Chapter/Section St. Laurent activities and act as spokesperson and represent the chapter at conferences, meetings or other public functions.

· Declares a motion or resolution carried or lost.  This statement is final, and does not have to include the number of votes for and against the motion or resolution.

· Works with the Secretary and Vice President in preparing agendas and reviewing draft meeting minutes.  

· Works with the Treasurer and other Executive Committee members in preparing and reviewing the annual budget for the St.Lawrence Chapter/Section St. Laurent.

· Ex Officio member of all sub and working committees of the Executive Committee.

· Signs agreements and financial transactions as an officer of the Executive Committee.

Evaluation of the President: 

The President, at the beginning of their term, will set out her/his objectives for the following year and report on the outcomes of the previous year’s activities if this is not the year of her/his election to her/his first term. 

Past President

This ex officio position shall be held by the immediate Past President of the Executive Committee, if such immediate Past President is able and/or willing to serve.  He or she shall assist the incoming President in the carrying out of the President’s duties and shall have such other powers and duties as may be determined by the Board from time to time. 

Vice President

The Vice-President shall, in the absence or disability of the President, perform the duties and exercise the powers of the President and shall perform such other duties as shall from time to time be assigned upon him/her by the Executive Committee.

Her/his primary areas of responsibility are to: 

· Chair the General meetings of the St.Lawrence Chapter/Section St. Laurent in the absence of the President.   

· Assumes the duties of the President in her/his absence.

· Develops meeting agendas and reviews draft meeting minutes in consultation with the President and Secretary.

· Assists in coordinating the planning of St.Lawrence Chapter/Section St. Laurent events.

· Assists in preparing the budget for the St.Lawrence Chapter/Section St. Laurent.

· Takes lead and/or participates on sub-committees regarding specific initiatives, as required.

· Signs agreements and financial transactions as an officer of the Executive Committee.

Secretary

The Secretary shall attend and be the secretary of all meetings of the Executive Committee, the Secretary shall be the custodian of all books, papers, records, documents and instruments belonging to the Chapter, except when some other member has been appointed for that purpose; and the Secretary shall have such other powers and duties as the Executive Committee may specify.
Her/his primary areas of responsibility are to: 

· Record minutes of all meetings of the general and Executive Committee meetings.  The minutes should include the decisions and reasons for those decisions.

· Reviews/monitors and verifies accuracy of meeting minutes with the Executive Committee, and ensures minutes are distributed to members of the Executive Committee shortly after each meeting.
· Prepare and sign correspondence as required and identified by the Executive Committee.
· Maintains official records of the Executive Committee, including ensuring effective storage and management of the St.Lawrence Chapter/Section St. Laurent records.  This record contains minutes from all meetings of the Executive Committee.  This also includes working with the Treasurer to obtain the Annual Financial Report and filing.  Books or records must be made available within a reasonable time frame to any member wishing to inspect the books or records.  

· Participation in Executive Committee meetings, either in person or by conference call, and at general meetings.

· Remains sufficiently familiar with IAP2 requirements to note applicability during meetings and to ask questions when something isn’t clear or seems questionable.

· Determines if there is a quorum at general meetings by reviewing membership status of participants.

· Takes lead and/or participates on sub-committees regarding specific initiatives, as required.

· Signs agreements and financial transactions as an officer of the Executive Committee.

Treasurer

The Treasurer shall keep proper accounting records and shall be responsible for the deposit of money, the safekeeping of securities and the disbursement of the funds of the St.Lawrence Chapter/Section St. Laurent. The Treasurer shall render to the Executive Committee whenever required an account of all transactions involving the St.Lawrence Chapter/Section St. Laurent and of the financial position of the St.Lawrence Chapter/Section St. Laurent. The Treasurer shall have such other powers and duties as the Executive Committee may specify.
Her/his primary areas of responsibility are to: 

· Manage and report at each Executive Committee meeting on the St.Lawrence Chapter/Section St. Laurent finances and ensure that appropriate financial policies are created and are being followed.

· Hold the original financial records and documents of the St.Lawrence Chapter/Section St. Laurent subject to external audit in safekeeping.   

· Ensure the Annual Financial Report is prepared by the Auditor

· Ensure preparation and submission of Income Tax and GST/HST forms to Revenue Canada, in conjunction with the Auditor.

· Ensures the original financial records and documents of the St.Lawrence Chapter/Section St. Laurent are maintained in safekeeping.  

· Present the Annual Financial Report at the Annual General Meeting in consultation with the Auditor.

· Maintains and manages all bank accounts and investments.

· Leads the preparing of the budget for the St.Lawrence Chapter/Section St. Laurent.

· Monitors expenditures against the approved budget and reports to the Executive Committee and general membership on finances.

· Oversees all financial transactions and pays all the bills duly authorized (by cheque, funds transfer, wire, etc.).

· Co-signs all St.Lawrence Chapter/Section St. Laurent cheques with one of two other authorized signatories.   

· Takes lead and/or participates on sub-committees regarding specific initiatives, as required.

· Ensures that in situations where the Chapter retains services, that an open and competitive process takes place.

· Signs agreements and financial transactions as an officer of the Executive Committee.

Member(s) at Large
The member(s) at large will be members of the Executive Committee with full voting rights. Their area of responsibility will be to actively contribute to the functioning of the Executive Committee and to the management and development of the Chapter, in accordance with the “Executive Committee Roles and Responsibilities” outlined above.  Members at large shall not be considered an “officer” for purposes of entering into agreements or financial transactions.  Specific Members at Large may fulfill the responsibilities of Communications Lead, Research Lead, Chapter Liaison and other roles as may be necessary.
5 | Page

