The President shall be the principal executive officer and shall in general supervise and control all of the business and affairs of the organization. The President shall preside at all meetings of the members and of the Board of directors. The President shall perform all duties incident to the Office of the President and such other duties as may be prescribed by the Board of Directors from time to time.

· Develop Strategic Plan with Board of Directors

· Develop Mission statement

· Develop and Maintain Marketing Briefing with communication committee

· Market on behalf of the Rocky Mountain WID for

· Solicitation of speakers

· Solicitation of new members

· Informational purposes to other external constituents

· Interface with selected media sources, when needed:

· National Defense
· Regularly interface with other local military associations regarding upcoming events, fundraising opportunities and other collaborative opportunities

· Maintain relationship to ensure positive image within other local military associations in the community

The Vice President shall support the goals and objectives of the President and be assigned such duties as the President may direct. The Vice President shall direct press activities and issue press releases. The Vice President shall perform the duties and exercise the powers of the president during the absence or disability of the President. The Vice President shall act as the Board point of contact with chapters. The Vice President shall assist the President with the following:

· Develop Strategic Plan with Board of Directors

· Develop Mission statement

· Develop and Maintain Marketing Briefing with communication committee

· Market on behalf of the Rocky Mountain WID for

· Solicitation of speakers

· Solicitation of new members

· Informational purposes to other external constituents

· Interface with selected media sources, when needed:

· National Defense
· Regularly interface with other local military associations regarding upcoming events, fundraising opportunities and other collaborative opportunities

· Maintain relationship to ensure positive image with other local military associations in the community
The Secretary shall keep the minutes of the meetings of the members of the Board of Directors. The Secretary shall see that all notices are duly given in accordance with the provisions of the by-laws or as required by law. The Secretary shall perform all duties incident to the office of secretary and such other duties as assigned by the President or Board of Directors. The Secretary shall ensure all meetings are conducted in accordance with Robert’s Rules of Order. 

· Maintain the e-mail distribution list adding or removing members, as needed
· E-mail event information to all WID members
· E-mail event information to appropriate organizations for distribution to their members
· Develop and maintain standard template for:

· Event announcements

· Distribute standard templates for utilization, as needed

· Ensure Board Members are complying with By-laws

· Make amendments to the by-laws as directed by the Board

· Develop correspondence from the RM-WID President to the community

The Treasurer prepares the WID annual budget for review and approval by the Board of Directors for the first meeting of the new fiscal year. The treasurer prepares the annual financial report and provides to the President for review and signature prior to the end of each October. The Treasurer reports on budget execution and other matters as directed by the Board. The budget will follow the priorities set by the President and the Board to meet strategic planning and program planning. The Treasurer shall:
· Get appropriate authorizations for all financial transactions, either as established in the bylaws or by adopted motion. 

· Coordinate with appropriate Director to ensure funds are available for each event

· Manage funds collected from each event and coordinate with committee chairs of each fund transaction and notify of delinquencies, and provide receipts to dues/fees paying members. 

· Maintain the bank account(s) of the association as separate fund(s) and be responsible for signature cards and the drafting of all disbursements. 

· Arrange for auditing of the books and records of the association on a yearly basis.

· Assist in the preparation of the annual budget for the association. 

· Maintain, in a timely manner, all financial books and records of the association and prepare financial reports on a regular basis including a balance sheet and income and expense statement. Such reports are to show the status of all accounts including the balance all receipts, all disbursements and the balance at the each event. 

· Regularly compare actual costs and income to budgeted costs and income and recommend adjustments in spending and/or the budget as necessary. 
