Oak Forest Amateur Radio Club
Duties of officers
President
· Preside over meetings
· Set a direction and tone for the club
· Enforce observance of by-laws
· Sign official documents
· Decide questions of order
· Meetings to be conducted under Robert’s Rules of Order
Vice President
· Takeover in absence of president
· Organize club activities and programs (this has typically been shared with president)
· Advance club interest and activity
· Provide liaison with ARRL Section Emergency Coordinator (can be assigned to another member with board’s approval)
Secretary
· Keep record of all proceedings and meetings
· Keep a roll of members
· Carry on all correspondence
· Read minutes at each meeting
· Mail notices to each member
Treasurer
· Receive and receipt all monies paid to the club
· Keep accurate account of all monies received and expenditures
· [bookmark: _GoBack]Provide reports as needed (usually annual, but may be quarterly)
