Duties of the Co-presidents
Because of the increasing work load required by the chapter to maintain the activities, IN-APSE has two president positions (lead co-president and 2nd co-president). Duties of each will be described below.

The lead co-president is responsible for mentoring the 2nd co-president in all of the functions of the role. Both o-presidents are responsible to provide leadership to the chapter and to its members, as well as National APSE.

1. Call, prepare agenda for, and preside at all meetings of the governing board. This includes quarterly board meetings, annual membership meeting (at conference), and other executive meetings. Ensure information on current issues is provided to the board members during meetings and at other critical times.

2. Recommend candidates for officers to be elected by the governing board. These officers include:

· 3 vice presidents (northern, central and southern)

· Treasurer

· Secretary

· Historian (may be filled by an ex-officio board member)

3. Appoint chairpersons of all committees in consultation with the governing board.

4. The co-presidents shall participate in all committees, and serve in an advisory capacity for all committees (conference committee, membership committee, newsletter committee, government relations committee, finance committee, and nominations committee). The co-presidents attendance at these meetings shall be divided between co-presidents.
5. Distribute membership information to vice presidents, chairs of committees, and to support staff upon receipt from National office.

6. At a minimum meet quarterly with vice president’s to review regional events and plan for future regional activities.

7. Preside at formal functions of the chapter including, providing opening welcome statements at the annual conference, and other special events, letters from the co-presidents, and overseeing all formal events.

8. At least one co-president shall represent INAPSE at any required National APSE chapter meeting, and serve as a delegate from Indiana.

9. One of the co-presidents shall act jointly with the treasurer in all financial matters, including second signatures on INAPSE bank accounts, check books, and debit card. 
10. Supervise all paid staff (support staff) in conjunction with executive board.

11. Ensure pick-up and delivery of mail and correspondence is handled on a weekly basis.

12. Provide leadership and delegate tasks regarding special functions and responsibilities for all members of the governing board members.

13. Submit articles, letters, and announcements to every edition of the INAPSE newsletter.

14. Send letters and correspondence on INAPSE’s position pertaining to issues to state officials and central office staff of FSSA.

15. Initiate formal invitations to special speakers for special events.

16. Represent INAPSE on state committees and at state agency meetings and hearings, or if unable to sit on a committee or attend an event, arrange for INAPSE representation.  Advocate on behalf of INAPSE through lobbying activities, including legislative advocacy letters, and contacting representatives to report INAPSE’s position on pending measures.

17. Approve request for meeting room, accommodations and funding for membership activities in conjunction with regional vice presidents and treasurer.

18. Oversee and approve requests for external funding. This may include grants, collaboration with foundations, or any other request for external funds.

19. Ensure proper acknowledgement of contributions and support from Board Members, committees, contributors, supporting entities, etc. through formal and informal means (i.e. thank you notes, award presentations, announcements in newsletter, etc.).

20. Recruit INAPSE members in conjunction with the membership committee.

21. Recruit INAPSE board members in conjunction with the nominations committee.

22. Generally supervise the activities on INAPSE and perform all other duties pertaining to the office and consult with the governing board in all matters feasible.

23. Maintain networking efforts with other chapters in the Midwest region and nationally.
24. Inform the executive director/state chapter liaison of national APSE of all matters which affect the interest of APSE. Ensure all quarterly reports are made to and received from the National APSE in a timely fashion.

