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President

Coordinates with BOD Members to arrange dates, times, places of BOD and Chapter Meetings

Communicates and represents La chapter with ITNS National via e-mail and/or in person (arranges to have La chapter represented at annual symposiums President’s meeting if possible)

Represents La chapter in communications with other transplant organizations (LOPA, ABTC, NATCO)

Has the authority to sign checks/use chapter debit card for designated funds approved by the BOD

Communicates with chapter via mail, e-mail, chapter meetings

Delegates appropriate task to BOD as deemed necessary

President Elect

Chairperson of slating committee

Secures chapter meeting restaurant and menus

Responsible for member’s RSVP and dinner selections

Assist President in obtaining speakers for chapter meeting

President Emeritus

Assumes the duties of the President in the President’s absence

Coordinates fundraising for chapter meetings/activities

Ensures AV equipment will be available for chapter presentations
Treasurer

Presents proposed and actual annual budgets for BOD approval

Receives monthly bank statements and maintains accurate account balances 

Reports checking, saving and BK account balances to the BOD and chapter

Has the authority to sign checks/use chapter debit card for designated funds approved by the BOD

Deposits checks for new membership and educational funding

Maintains accurate record/spreadsheet of active member dues, dinner payments, and merchandise purchases

Ensures payment of local taxes

Pays chapter bills timely (P.O. Box, storage fee, etc.)

Secretary

Prepares BOD and chapter meeting agendas

Records and communicates all BOD and chapter minutes

Communicates with ITNS and other transplant organizations as necessary (i. e. updates to international newsletter)

Corresponds with organizations sponsoring chapter educational events (i.e. Request for funding letter, thank you notes)

Communicates via mail/e-mail to BOD and active members the dates, times and places of  BOD and chapter meetings

Distributes membership cards to dues paying members

Maintains accurate member directory

Has the authority to sign checks/use chapter debit card for designated funds approved by the BOD

BOD Member @ Large (Membership)

Promotes chapter development by actively recruiting new members

Communicates chapter activities through PR activities

Takes pictures at chapter events

Coordinates with web master regarding www.laitns.org

BOD Member @ Large (Educational)

Ensures all members sign in at chapter meetings

Holds person who obtains the speaker accountable for providing certificates for CEU/CEPTCs

Records member’s names on CEU/CEPTC certificate and distributes at the end of the chapter meeting

Organizes raffles, door prizes, chapter merchandise as appropriate at chapter events

Updates Brag Board prior to chapter meetings

