District Administrator Duties
I. AUTHORITY. The Western District President shall nominate (whether by committee selection process for a recommendation or by direct selection) and the Western District Board of Directors shall approve the appointment of a District Administrator for a minimum term of five (5) years to ensure continuity in the operation of the Western District.

II. QUALIFICATIONS. The District Administrator must be a member in the Institute of Transportation Engineers and should have actively participated in the District for more than 15 years. Preference will be given to District Administrator candidates who have served as a Western District Board member.

Pre-requites (shall include):

· Past President of the Western District
· Ability to conveniently store the Western District archives

· Minimum membership with ITE Western District 10 to 15 years

· Ability to attend the Western District Board meetings

Desirable traits (should include):

· Western District International Director experience

· Employer support

· Internet/computer literate

· Length of service to the Western District (beyond 15 years)

· Attention focused on the Western District not a higher office or committee/council of ITE

Additional Consideration (may include):

· International Officer experience

III. RESPONSIBILITIES. The District Administrator shall:

A. Serve as an ex-officio member of and parliamentarian to the Western District Board of Directors attending its Mid-year and Annual Board meetings. Participate in Executive Board Meetings at Mid-year and Annual Board Meetings.

B. Maintain all of the District's historical records and archives including, but not limited to, the minutes of Board Meetings and Annual Business Meetings, financial records, Board member's correspondence, meeting agenda packets, committee reports and correspondence, and WesternlTE newsletters. 

C. Maintain the Local Arrangements Committee (LAC) Handbook and provide information about previous meetings and hotel negotiations to future LACs. 

D. Maintain a list of all past Western District Board members and award recipients.

1. Lifetime Achievement Award repicients- notify the Board at an 
Executive Session of the Annual Meeting of nominations about to expire. 

E. Maintain a list of all District committee chairpersons and their duties 

F. Prepare and submit a Western District Annual Report to ITE Headquarters. 

G. Distribute a copy of the Western District Travel Policy to new Board members each year. 

H. Review all Section/Chapter/Student Chapter Charter and Bylaws as they are created or amended to ensure general compliance with District and International guidelines and requirements.

I. Maintain a centralized record of all original approved Section/Chapter/Student Chapter Charter and Bylaws within Western District.

J. Coordinate the Western District insurance policies to assure adequate coverage (making recommendations to the Western District Board should changes be necessary) and timely payment by the Secretary-Treasurer.

K. Provide an annual budget to the Secretary-Treasurer for District Administrator functions for the coming year (fiscal year October 1-September 30) by May 1.

L. Perform other duties as assigned by the Western District Board.

IV. FUNDING. The Western District shall provide to the District Administrator:

A. Reimbursement for travel expenses to attend Mid-year and Annual Board meetings in accordance with the Western District Travel Policy 

B. Reimbursement for administrative expenses (copying, postage, deliver, etc.) 

C. An annual stipend paid at the Western District Annual Meeting, in accordance with the Western District budget.
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