Past President Duties

Roles and Responsibilities

As Past President, you have five main tasks:

1. 
Chair the Western District Officer and the Western District International Director Nominating Committee

2. 
Chair the Western District Individual and Lifetime Achievement Awards Nominating Committee

3. 
Chair the Advisory Committee (one year term commencing at the Mid-Year Board meeting)

4. 
Provide support to other Board Members as necessary.
Western District Past President Calendar of Duties
JULY (right after the Annual Meeting)

1. Provide an announcement to the Webmaster and WesternITE Managing Editor for for website posting during the fall and for the September/October WesternITE seeking nominees for Secretary-Treasurer and International Director.  Include details regarding the geographic area where nominees must reside (California/non-California rotation).  See also the Candidate/Election Guide (http://www.westernite.org/leadership/guide.pdf).
2. Provide a request for nominations for the Individual and Lifetime Achievement Awards to the Webmaster and WesternITE Managing Editor for posting during the fall and for the publication in the September/ October issue.  Information regarding the specific requirements for both these awards as well as the nomination forms are available at http://www.westernite.org/awards/awards.htm.

AUGUST

1. Follow up on any Board actions assigned to you at the Western District Annual Board Meeting.

2. Review Annual Board Meeting and Annual Business Meeting minutes and/or WesternITE summary articles upon receipt from the Secretary-Treasurer.  (This task may occur in September in a year that a joint Western District/ International meeting is held).

SEPTEMBER

1. Identify the members of the District Officer and International Director Nominating Committee per the District’s Bylaws and begin the candidate nomination/selection process. The Western District President should formally appoint the committee members. You will need to supply the names of the Nominations Committee members to the Western District President for appointment (commonly the Past Presidents of the Section and Chapters). It is important to start this process early.  The Annual Meeting is not too early to encourage potential nominees to contact their Section/Chapter Past President regarding interest.  It takes quite a bit of time for the committee members to solicit nominees, you to compile the names and resumes and send them to the committee members to rank, the committee members to do their rankings, and for you to compile the results.  It is not necessarily a lot of work, nor is it difficult, but the process requires a considerable time and coordination to get responses from each of the committee members.  While email communication greatly speeds up this process, phone calls may still be required to get responses.  All of this must be done in time to provide a slate of candidates to the District Board at their Mid-Year Board meeting in late January or early February.
2. Solicit nominees for the Individual and Lifetime Achievement Awards.  While Past Presidents should be able to provide candidates for the Individual Achievement Award, nominations for the Lifetime Achievement Award should also be solicited from past Board members as well as past winners of the Lifetime Achievement Award who may be more familiar with retired members.
NOVEMBER/DECEMBER/JANUARY

1. Follow the nomination procedures in Candidate/Election Guide to complete the identification of candidates for office on schedule.
2. Follow the procedures for the Individual and Lifetime Awards outlined in the Selection Processes for each on the web site to seek nominees and obtain nomination forms. By December the completed nomination forms for these awards should be forwarded to the Board for their consideration. The Past President distributes nominations to the Board and facilitates the selection process at the Mid-Year Board Meeting.
3. Submit your Past President’s report for inclusion in the Mid-Year Board Meeting packet.  Your report will be due approximately 3-4 weeks prior to the Mid-Year Board Meeting.

JANUARY/FEBRUARY

1. Take over as Chair of the Advisory Committee at the conclusion of the Mid- Year Board Meeting.

FEBRUARY/MARCH

1. Review Mid-Year Board Meeting minutes and/or WesternITE summary article upon receipt from the Secretary-Treasurer.
2. Identify Advisory Committee members. Forward their names to the President for appointment.  Follow up on any Board actions assigned to you.

APRIL/MAY

1. Be available to the current President to coordinate with the current LAC and aid with Annual Meeting details. 
2. Confidentially contact the Individual and Lifetime Achievement Award winners to obtain information and photos for the Annual Meeting Presentations.

3. Prepare the Powerpoint presentations for the Individual and Lifetime Achievement Award presentations.

JUNE/JULY/AUGUST
1. Update the Past President Duties, Candidate/Election Guide, Achievement Award nomination forms, and/or Selection Processes, if necessary, and submit for approval during the Annual Board Meeting. 
2. Submit your Past President’s report for inclusion in the Annual Board Meeting packet.  Your report will be due approximately 3-4 weeks prior to the Annual Board Meeting.
3. Update Lifetime Achievement Award nominations and provide to District Administrator during the summer after the Annual Meeting.
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