PRESIDENT DUTIES

General Duties:

· The president presides at all general monthly meetings of the organization and Board of Directors Meetings

· The president is chairperson of the Executive Committee

· The president attends all Planning Committee meetings

· The president co-signs checks along with the Treasurer

· The president is an ex-officio member of all committees except the nominating and budget committees

· Determine the need for Planning Committee Meeting and call meetings if needed

Regular Monthly Duties:

· Send agenda for monthly meetings to the MG office at least one week prior to the meeting date

· Compose Board of Directors Meeting agenda and bring to meeting to pass out

· Compose a monthly presidential message and e mail to person composing the monthly newsletter by Friday before the last week of the month. 
Time Line Duties:

· January:  By the first week in January appoint 2 board members to sign checks in the absence of the treasurer.  Secure site for 4 nightly meetings, make reservations and pay fees if necessary and then notify Food Committee. 

· April:  Consult with the Board of Directors and agree on dates for next year’s Spring and Fall Plant Sales, Kid’s Fest and Hidden Garden Tour.  Go to Chamber of Commerce and set dates for the coming year.  Be sure there are no conflicts with Rockport Herb Fest, Corpus Christi Big Bloom Plant sale, Sea Fair, Art Center Tour of Homes, Nautical Flea Market and Easter.  Set dates with the Navigation District as well.  You will need to fill out forms for the Navigation District and sign as president.  (Payment for the sign is made about one week before the event).  

· JUNE: Vote on Chamber Membership at June Board of Directors Meeting.  (this should be in the budget). Send copy of minutes from meeting to the Treasurer

· July:  Evaluate the nominating process and start discussion with membership at July meeting. 

· August: At the August general meeting the Nominating Committee will be elected by the membership present at that meeting. 

· September: Nominating Committee announces the slate of officers

· October:  Election of officers will be at the October general meeting. (Nominations can be taken from the floor).

· October: The newly elected president appoints a chairman of each standing committee and special assignment committees.

· October: Budget: The president calls a meeting to begin the budget planning process. The budget planning meetings are attended by the outgoing and incoming Board of Directors and standing committee chairs to reflect their goals for the next year.  The budget is completed by December and voted on by the membership at the January meeting

· October: The new President chooses nominations for Texas Master Garden Association delegates and alternates (2 delegates plus 2 alternatives).  The Executive Committee will approve the delegates and alternates. Make sure that the name of delegates are sent to the state by January.   

· October: Awards from the State:  Selections for the organization’s applications will be voted on by the membership and posted by November 1st.  The information needed on projects, publications, mass media, individual and chapter awards will be provided to the outgoing officers and project people who will then submit the applications to the state by December 15th.  The award winner or the outgoing president will accept awards if in attendance at the annual Master Gardener State Conference. 
