EXECUTIVE COMMITTEE AGENDA
Friday, January 31, 2014
Brackett Room, Edmonds City Hall

9:00 A.M.
Call to Order
Approval of Minutes
a. Executive Committee Meeting Minutes of October 4, 2013........cccccceieieiciiiieeee e, 1
Treasurer’s Report
Q. ACCOUNT SUMIMIAIIES 1.ttt s snnnn 10
New Business
a. President Elect Job Description Update (Debbie B.) ....ccceeeeeciiiieiiiiiee e 19
b.  Ratifications (Debhie B.) .......cecier et te e s None
c. 2014-2015 Membership Application (GiNA) .....ccccceecereriersiie e 20
d. Ratify General EleCtion SIate .....coocuiiiiiiiiiecies e 21
Committee Business/Reports
T VU o [ 2= o L ISR none
[ T NV Y T o I (=T o 1Y) USSR 51
Lol 2 U o -4y N (D IT-T T USSRt None
Lo T 21 YL (T 1) 4V RSP 52
e. Conference Planning (Paula) ........ccueeiiiiiiiiiie ettt et e e e aree e 53
P e (VoY d o] s W (D11 o= ) IR 54
g.  Fundraising (DEDDIE B.)......ueiiiieee et 57
TR o 1Ty o T a Tor- | N 11 USSR None
TR Y= 1 P VL= YT T 1Y SR 67
IS VL F=Ta Y o= o 1T 1 L) RS S 21
S N oA VA Pt =T ol (o] o] o 1<) RS 68
Yol T T o 1T o 3 (T q - ) SR 69
M. Webmaster (BODDIE).......uuiii ittt e e e e e e e e seeatbaereeeeeean 122
Other Business
a. Archives Oversight Committee member (Jill/AI) c...cooooieoieiieiececeereereecee e None
B, NCE (AN ettt e e e e e ee bbb e e e e e e eeeaabbaaeeaeeeeeenaabbaaaeeeeeeeenanrraaaeeas None
Next Meeting
a. Friday, March 21, 2014 Red Lion Hotel, Pasco, WA (12:00 PM)....ccceeeeecreeeeecveeeeecreeeeenns None

Adjournment
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WMCA Job Descriptions President-Elect

President-Elect

The duties of the President-Elect shall be:

1. Attend WMCA Annual Spring Conference

13. Perform the duties of the President in his/her absence. The President-Elect proceeds to the
office of President automatically without vote on the expiration of the term of the current
President. The President-Elect assumes the office of President should that office become
vacated per WMCA by-laws.

Attend the four (4) scheduled meetings of the Executive Committee, as well as any Special
Meetings called by the President.

£

3-5 Serve as Board Liaison on a standing Committee. Liaison responsibilities include:
a. Providing the communication link between the standing committee and the Executive
Committee and report on the progress of the committee at the Executive Committee’s
scheduled meetings;

b. Contacting the standing committee Chair on a periodic basis to acquire updated
progress on committee task assignments;

¢ Assuming the responsibilities of the Chair in his/her absence;

d. If the Chair resigns, serve in that position until the President appoints a new chair

e. Receive and sign-off on invoices and receipts from Committee Chair, then submit to the
WMCA Treasurer for payment.

f Ensure Committee Chair prepares certificates for committee members.

4-10. In coordination with the President, prepare VIP itinerary for the conference and have this
delivered to the rooms of VIP guests (state presidents, IIMC representative). Also arrange for

any special transportation needs of the out-of-state-guests-and-purchase-gifis{not-to-exceed
$25.00) for presentation-to-these guestsat the-Annual-Conference. President-Elect is

responsible to meet the needs of the out-of-state guests during the conference.

wpsemingyeat. ThIS budget is presented to the Executlve Commlttee at |ts January meeting.
Present to the general membership for a vote at the Annual Business meeting. The President-
Elect should include the Audit Committee’s recommendations in his/her budget, if appropriate.

6-9. Appoint Committee Chairs prior to the Annual Conference. Conduct the orientation meeting of
incoming Committee Chairs at the Annual Conference. Include past Committee Chairs as well to
facilitate transfer of records and information.

76. Attend the IIMC and Idaho ICCTFOA Conferences as a representative of WMCA. Transportation,
lodging and meals are paid for per the WMCA travel policy.

8:11. Purchase and present the gift from the Executive Committee to the President (Committee
members contribute personal funds as this is not a WMCA expense.)
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WMCA Job Descriptions President-Elect

| 8:14. Assume office of the President and proceed with the closing of the Annual Conference, including
a president’s message to the membership for the upcoming year.

| 10:12. Purchase an appropriate gift to commemorate the outgoing President’s year of service which
will be presented on behalf of the membership at the annual banquet.

I 41:13. Perform such other duties and responsibilities as the President or Executive Committee may
prescribe.

| 42:2.  Maintain knowledge of WMCA by-laws, policies and procedures.

| 42:15. Serve as a member of the Northwest Clerks Institute (NCI) Committee.

44-7. Serve as the chair of the Budget Committee. Prior to the Annual Conference, lead the Budget
Committee in preparing a budget for the upcoming year.

’ i iate. Move to new #8.

Timetable: see final draft.

Summary of changes from 2006 draft: deleted old #15 — Serve as Education Committee Liaison, Reorder
all items, add — Attend WMCA Conference, add — timetable, combine/reorganize — Budget
Committee Chair, add attend Idaho Conference and strike duplicate language of gifts for out of
state guests.
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WMCA Job Descriptions President-Elect

President-Elect

The duties of the President-Elect shall be:

10.

Attend WMCA Annual Spring Conference.
Maintain knowledge of WMCA by-laws, policies and procedures.

Perform the duties of the President in his/her absence. The President-Elect proceeds to the
office of President automatically without vote on the expiration of the term of the current
President. The President-Elect assumes the office of President should that office become
vacated per WMCA by-laws.

Attend the four (4) scheduled meetings of the Executive Committee, as well as any Special
Meetings called by the President.

Serve as Board Liaison on a standing Committee. Liaison responsibilities include:

a. Providing the communication link between the standing committee and the Executive
Committee and report on the progress of the committee at the Executive Committee’s
scheduled meetings;

b. Contacting the standing committee Chair on a periodic basis to acquire updated
progress on committee task assignments;

c. Assuming the responsibilities of the Chair in his/her absence;

d. If the Chair resigns, serve in that position until the President appoints a new chair

e. Receive and sign-off on invoices and receipts from Committee Chair, then submit to the
WMCA Treasurer for payment.

f. Ensure Committee Chair prepares certificates for committee members.

Attend the IIMC and Idaho ICCTFOA Conferences as a representative of WMCA. Transportation,
lodging and meals are paid for per the WMCA travel policy.

Serve as the chair of the Budget Committee. Prior to the Annual Conference, lead the Budget
Committee in preparing a budget for the upcoming year.

This budget is presented to the Executive Committee at its January meeting. Present to the
general membership for a vote at the Annual Business meeting. The President-Elect should
include the Audit Committee’s recommendations in his/her budget, if appropriate.

Appoint Committee Chairs prior to the Annual Conference. Conduct the orientation meeting of
incoming Committee Chairs at the Annual Conference. Include past Committee Chairs as well to
facilitate transfer of records and information.

In coordination with the President, prepare VIP itinerary for the conference and have this
delivered to the rooms of VIP guests (state presidents, IIMC representative). Also arrange for
any special transportation needs of the out-of-state guests. President-Elect is responsible to
meet the needs of the out-of-state guests during the conference.
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WMCA Job Descriptions

President-Elect

11. Purchase and present the gift from the Executive Committee to the President (Committee
members contribute personal funds as this is not a WMCA expense.)

12. Purchase an appropriate gift to commemorate the outgoing President’s year of service which
will be presented on behalf of the membership at the annual banquet.

13. Perform such other duties and responsibilities as the President or Executive Committee may
prescribe.

14. Assume office of the President and proceed with the closing of the Annual Conference, including
a president’s message to the membership for the upcoming year.

15. Serve as a member of the Northwest Clerks Institute (NCI) Committee.

Timetable:
All Year Optional — Write articles for Monthly Newsletter or FB Posts
As Called | (15) Attend NCI Committee meetings
March (1) Attend conference and take oath of office;

(4) EC Meeting, Friday afternoon after conference
March Register for IMC Conference and book hotel/transportation
May (7) Attend IMC conference
June Optional — register and attend NWCI
June (4, 5) EC Meeting and Committee Liaison
September | (6) purchase gifts and attend Idaho Conference
October Optional — register and attend WMCA Fall Academy
October (4, 5) EC Meeting
Oct - Dec (8) Call Budget Committee meeting
December | Prepare newsletter article to solicit Committee positions
January (4, 5, 8) EC Meeting — present Budget
January Register for WMCA Conference and book hotel room
January (10) Prepare out-of-state guests itineraries
Jan - Mar (11, 12) Coordinate gift purchases and distribution
Feb - Mar | (9) Appoint Committee Chairs for the next fiscal year
March (5)(f) Ensure Education Committee Chair prepares certificates
March (President) Prep & Distrib EC Meeting Packet for March meeting
March (9) Facilitate Committee transfer of records
March President’s Oath, (15) Closing Message at Conference

Revised: 2/2000, 1/2003, 6/2004, 10/2006, 1/2014
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