Operations Manual for ASCE Capitol Branch
Director and Officer Duties

Board of Directors
Past President: (Executive Director)—Supports current president.

· Offers experience and knowledge to the group and keeps group functioning correctly with the election of new officers 
President: The president is the main contact for most all group relations
· Runs the Board meetings  and oversees Branch activities 
· Prepares budget and outline of activities for current year with input from Board members

· Attends Sacramento Section Board meetings as a voting member of the Section Board

President-Elect:  Assists president and Vice President of Education when needed
· Becomes President the following term
· Is the Official Delegate at the ASCE Regional leadership conference
Vice President of Education:  Coordinates speakers for monthly luncheons
· Tries to balance speakers within in Civil Engineering Discipline
· Speaker for June is usuall the student chapters presenting on their mid-pac activities
· Speaker for November is the YMF group and we honor the life members from the Capitol Branch

· Assists the treasurer with registration at the monthly luncheons
Secretary:  Takes notes during the meetings and prepare the minutes. 

· Keeps records of all the Minutes, and other documents essential to the organizations activities
· Prepares and distributes the Board Meeting minutes prior to the next board meeting
Treasurer : Maintains and facilitates all Branch financial duties.
· Keeps accurate records of account deposits and expenses for the group
· Pays bills incurred by the Branch and deposits income into Branch account

· Submits and annual expense report and account balances report in November to the Sacramento Section
· Runs the registration table at the monthly luncheons

Committee Chairs
(Committee chairs are appointed by the board of directors and committees can be added at the discretion of the board)
Student Outreach:  Coordinates and facilitates outreach events for area K-12 schools through either an on-call basis or seeks out new opportunities for student outreach events ( i.e. Career Fairs, Science Fairs, Classroom visits). 

· Act as a liaison between area K-12 schools and Branch members to staff events.

· Maintain student outreach materials kit and idea binder.

· Maintain all committee records including all written correspondence with schools, YMF officers, budget items, meeting agendas, attendance records, etc. for future YMF reports

· Oversee all committee discussions, decisions, and actions and provide direction consistent with the committee goals.

Golf Tournament Chair: Coordinates annual charity golf tournament with YMF 
· Facilitates golf tournament Duties include soliciting for players and sponsors, coordination with golf course and recipient charity, form committees for solicitation of prizes, tournament raffle, production of hole sponsor signs and registration booth.  

· Also coordinate YMF members on "day-of" activities and oversees day of activities
Procedures for Operation

Luncheons
· The monthly luncheons are held on the fourth Tuesday of the month, with no luncheon being held in the month of December.  The luncheon will have a socal hour from 11:30 to 12:00, and the luncheon will run from 12:00 to 1:00.
· The treasurer collects the payment for the luncheon at the door along with the Vice President of Education.
· The president will send out an e-mail to all directors and officers approximately a week before the luncheon asking for announcements.
· The president will emcee the luncheon and introduce the speaker.  The announcements and introductions will start promptly at noon, and then members will be allowed to socialize before the speaker is introduced around 12:30.  The president is responsible for cutting off questions prior to 1pm to allow attendees to return to work.
· The president will present the speaker with a token of appreciation at the luncheon after their presentation.
Elections

(Elections will be held in accordance to the By-laws.  The list below identifies the actions to be taken to conduct the elections in accordance with the By-laws.)

· The immediate past president prepares a “call for officers” announcement to be published in the March Engineerogram.
· The slate of nominees shall be presented and the ballot approved at the May Board Meeting.
· The executive secretary shall publish the ballot in the June Engineerogram.
· The election results shall be opened and tallied after a 30 day response window.  Three (3) tellers appointed by the President shall open and count the ballots.

· The executive secretary shall formally notify the candidates and the board of the election results and results are to be published in the September Engineerogram.













