Duties of the Auxiliary President
· The President should lead by example in all things pertaining to the Auxiliary.

· Should have a copy of the current years’ National Bylaws and Ritual Book and refer to it often

· He/She shall preside over ALL meetings (regular and special) and shall maintain order during these meetings.

· The President shall enforce a strict observance and adherence to the Bylaws and Rituals of the Organization, and orders from all proper authority.

· Shall oversee the election of Officers for the incoming year during the April meeting.

· After the election of Officers, the Installation of the new officers must take place PRIOR to the Department Convention in June. (Any officer not present during the official Installation ceremony must be installed at the first meeting following the installation ceremony.)

· Newly elected officers do not assume the duties of their office until after the Department Convention in June and the new Department President has been sworn into office.

· Shall appoint Officers for those non-elected positions (Secretary, Patriotic Instructor, and Historian) at the close of elections and no later than Installation of Officers.

· Shall appoint Chairman for each of the National Programs and Special Programs of the Department.
· Shall appoint Officers and committees not otherwise provided for (special committees for projects, events, etc.)

· Shall see to it there is no disruption during the meeting and if there is, has the right to have the member(s) causing the disruption removed immediately,

· The President shall, within 30 days of assuming office, submit to the Post Commander a financial report and membership status of the Auxiliary. (This is normally the June 30 Audit report and this is the ONLY time the financial status of the Auxiliary has to be shared with the Post)

· The Auxiliary President should register for the National Convention, if attending. (You must register as a delegate in order to cast your votes for your Auxiliary at Convention.)
· The President must countersign all checks drawn on the Auxiliary checking account. (While the bank does not require two signatures, the National organization DOES)

· Auxiliaries MAY NOT possess ATM, DEBIT or CREDIT CARDS! The President is responsible for making sure the Auxiliary does not have any of these.

· The disbursement of Auxiliary monies shall be done only upon a motion made and passed at a meeting of the Auxiliary. The exception to this is:

1. The transmittal of membership dues, which does not require a motion and should be done immediately upon receipt, and

2. Expenses allowed by the Standing rules of your Auxiliary.

· The President shall appoint a committee of not less than 5 members, including the Treasurer, to contact all annual members during the year for payment of dues. 
· Members that did not pay in previous years should also be contacted about rejoining.

· The Committee shall report on all contacts made and turn all monies collected over to the Treasurer as soon as possible, no later than the first meeting following the collection.

· Shall see that all reports are correctly made out and promptly forwarded to the proper person(s) or Department. (This includes, but not limited to, The Delegate lists for District, Department and National Conventions; the Installation Warrant request to Install the incoming officers {these are all usually done in April}
· The President shall see that all the business if the Auxiliary is transacted in a proper and efficient manner.

· The Auxiliary President should share the information from the monthly Department mail with the Program chairmen and the members of the Auxiliary.

· The Auxiliary President should attend all District meetings (and State meetings) and take the information shared at these meetings back to the Auxiliary. If they cannot attend, the Sr. Vice should attend in his/her absence. The President should also encourage the members of the Auxiliary to attend these meetings to gain more information about the Organization.
· Shall make sure all the activities of the Auxiliary are entered into the Department Reporting System. This is necessary for maintaining our non-profit status with the IRS and to qualify the Auxiliary for Department awards.

· Make sure all required obligations of the Auxiliary are paid and fulfilled.

· Treat all members equally and with respect.

· Never guess the answer to a question. Make sure you are giving accurate information. Refer to the Bylaws. Never be afraid to ask for help, especially from the District President or the Department Line officers. They are there to help. It is much better to let the person know you do not know or are not sure, than to give an incorrect or misleading answer. Tell them you will get back to them and then make sure you follow through as quickly as possible. 

· Your members look to the President for leadership and guidance. You were elected (hopefully) because they had faith in your ability to do the job in the manner in which it requires. The way you handle yourself, your mannerisms, your appearance all reflect not only on you but on all the members of your Auxiliary. Set the right example as a leader.

