MEMBERSHIP CHAIRMAN

Revised – March 2011
1. This information is intended to serve as a guideline only.  Please be aware these are not rules that must be adhered to.

2. Read and be familiar with the GENERAL POLICIES and PROCEDURES section of this manual.  When indicated, please refer to this section for a more complete explanation.

3. READ AND BE FAMILIAR WITH THE DUTIES OF YOUR OFFICE AS STATED IN THE STATE BYLAWS AND STANDING RULES

4. Read and review files given to you by the previous chairman.

5. At the beginning of your year set up a file to be arranged by topic/subject.  Refer to FILES in the GENERAL POLICIES and PROCEDURES section

6. At board meetings, discuss only those topics that need clarification prior to the afternoon meeting.  When giving a report at a State Council Meeting, it should be prepared in advance.  Make two copies of the report; one to put in your file, the other to give to the Recording Secretary after you give your report.

7. Handle and process all information about members-at-large and recommend-a-friend.  Print names and addresses in each issue of the Petticoat Journal.  Refer to ARTICLES FOR PETTICOAT JOURNAL in the GENERAL POLICIES and PROCEDURES section.

8. Coordinate with the current headquarters, International Council and/or State membership campaigns and any other duties that may be related to membership.

9. Provide membership report at any State Council or District Meetings.  Give a copy of this report to the State or District Secretary and place a copy in your files.

10. Present awards at Convention.  Refer to the STATE CONVENTION POPLICIES and PROCEDURES section.

11. Recognize all pledges, new members, and their sponsors at Convention at a time determined with the State President.  If budget allows, a small item of remembrance may be given to the new members. 
12. Keep a written record of work pertaining to your office or committee and deliver to your successor at the close of the annual convention. 

13. Bring this Policy and Procedure Manual to the Board Food Function at Convention.

14. You are expected to attend the Incoming/Outgoing Board meeting on Sunday morning.  Refer to the INCOMING/OUTGOING BOARD MEETING in the STATE CONVENTION POLICIES and PROCEDURES section.  
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