GREATER BOCA RATON ESTATE PLANNING COUNCIL

VICE PRESIDENT OF MEMBERSHIP’S

DUTIES AND RESPONSIBILITIES

Duties:  The Vice President of Membership shall be responsible for providing for and supplying membership applications, for collecting such applications from applicants and for submitting the applications to the Board of Directors for approval.  The Vice President of Membership shall be responsible for maintaining the official membership list of the Council, and shall be responsible for the production and distribution of the annual membership directory.

May
· Incoming and Outgoing Vice President of Membership should meet to review Responsibilities.

· Request a supply of new letterhead for use during your term.

· Attend Board Meeting, when called.

June

· Incoming Vice President of Membership should contact incoming President and Executive Secretary to ensure the President’s Letter to all members has been prepared and is included in the membership renewal packet.

· President’s Letter as well as the Application and Renewal Forms should be posted on the website.

· Attend Board Meeting, when called.

July

· Contact Executive Secretary for current membership renewal spreadsheet to verify who has renewed their membership, who has not yet responded and the membership number by categories.

· Any checks received during your term should be directed to the Executive Secretary for deposit.

· It is the policy of the Board that all membership applications are voted on at the Board Meetings in person.  Email voting is prohibited.

· Attend Board Meeting, when called.

August

· Phone calls should begin to those who have not sent their forms back.  Enlist Board support as needed for follow up.
· Continue follow up on members who have not responded.

· Contact Executive Secretary to obtain a copy of directory spreadsheet to review first draft for accuracy.

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

September

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

· Once applicants are approved, inform them accordingly by email so that they may attend New Member Reception as well as upcoming dinner meeting.

· Complete 1st draft and review of Directory and ensure it is sent for printing by the third week of September or immediately after the Board of Director’s Meeting in case new Applications are pending.  Vice President of Membership should seek other Board Members for assistance in reviewing draft.  At least three (3) Board Members should review the draft of the Directory.

· When reviewing the Directory, ensure that all Program Dates, Speakers and Sponsor Names are listed.

· Attend New Member Reception.  If any new applications are taken at the Reception, make sure that the applications are approved and the new members included in the Directory.
October

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

· Attend Dinner Meeting.
· Provide new Directory to all attending dinner meeting, if available.  After dinner meeting, pick up all leftover Directories.

· October 1st is the deadline for any membership renewals.  Any applications after this date will be subject to reapply as new members.  Reapplied applications will be subject to approval by the Board of Directors.

November

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

· Attend Dinner Meeting.
· If Directories were not ready in October, provide new Directory at this meeting.  After dinner meeting, pick up all leftover Directories.

December

January

· Attend Board Meeting on.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

· Attend Dinner Meeting.
February

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

· Attend Dinner Meeting.
March

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

April

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

· Attend Dinner Meeting.
May

· Attend Board Meeting.
· Report status of varying categories (to ensure limitations in By-Laws are not exceeded), before and after approval of applicants.  (Exhibit A).

· Submit new applications for consideration-have copies available for all Board  Members. (Exhibit B)

· Utilize summary as a best practice when there are numerous applications.  (Exhibit C).

· Send welcome or denial letter to new applicants. (Exhibit D & E).

· Send email to any applicants approved immediately after Board Meeting to invite them to upcoming dinner meeting.

· Attend Dinner Meeting.
June

· Provide assistance to incoming Vice President of Membership as requested.
Additional Notes:

The Board Members typically meet on Friday mornings before the Tuesday Dinner Meetings.  The breakfast meetings are usually held at 7:45 am at various locations to be determined by the President.  Dinner Meetings are usually held on the third Tuesday of the months of October, November, January, February and April.
