TEMPLATE for SCAFCS - COUNSELOR

Use the following as an outline as to requirements to be met according to the Bylaws. Go to
www.scafcs.org and click on the About tab and locate the Bylaws. Click Control F and type in your office
title. Highlight and copy all your requirements in the Bylaws (probably several places). Then divide the
jobs info the months and make sure to add checks and small details needed to accomplish your tasks.
Check with former officers who held this job and update accordingly. As each month ends, update, and
submit to the Bylaws Committee to put online for future officers.

The Counselor shall:

a. Serve as a voting member of the Board.

b. Serve in an advisory capacity to the president and the Board.

c. Copy correspondence to the president and president-elect.

d. At the fall Board meeting, brings to the Board for discussion and approval options researched
for a meeting location in the city designated by the Board 2 years in advance. Once approved,
signs the contract for the future annual meeting. A deposit will be expected and comes from the
annual meeting fund.

CHECK MONTH

JANUARY Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

Serve as President until term ends in June. Then assume duties of Counselor.

FEBRUARY Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

MARCH Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

APRIL Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

MAY Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

JUNE Work with Vice President — Program to secure meeting site location 2 years in advance — once Board of
directors has determined the city in which the meeting will be held. Sign contract and arrange for deposit
to be paid with Vice President Finance.

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

JULY Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

AUGUST Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

SEPTEMBER Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)
Advise and assist President as needed. (Ongoing)
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Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

Work with Vice President — Program to secure meeting site location 2 years in advance — once Board of
directors has determined the city in which the meeting will be held. Sign contract and arrange for deposit
to be paid with Vice President Finance.

OCTOBER

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

NOVEMBER

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

DECEMBER

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

JANUARY

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

FEBRUARY

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

MARCH

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)

APRIL

Attend all called Board Meetings. Serve as a voting member of the Board of Directors. (Ongoing)

Advise and assist President as needed. (Ongoing)

Manage Association correspondence as necessary. Copy to the President, President-elect, and Vice President
— program (Ongoing)




