SC AATSP & SC AATF Handbook

Officer Duties

Executive Committee = President, Past-President, President-Elect, Secretary-Treasurer, State Context Coordinator

Executive Session = meeting of Executive Committee

Service to the SC AATSP & SC AATF

President

Preside at all meetings of the Chapter

Submit news report for the SC AATSP & SC AATF chapter newsletters

Submit letter of introduction for Fall Crescent

Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals – August 

Appoint the Awards Committee and name a chairman – September

Appoint the Nominating Committee - October

Hospitality: Maintain contact with presenters for SC AATSP & SC AATF-sponsored events: assist with lodging, registration, transportation/directions to event

Plan and preside at the SC AATSP & SC AATF annual meetings (to be held during the SCFLTA Spring Conference) – January/February

Attend and preside at the Fall Workshop 

Attend SCFLTA Board meetings

Attend and help with SCFLTA events: registration, reception, hospitality

President-Elect (Vice President)
Exercise the duties of the President in the absence of that officer

Record the minutes of all executive sessions

Fall workshop – coordinate with AATF/AATSP President-Elect and submit plan to SCFLTA rep no later than mid-December prior to the Spring SCFLTA conference for presentation to the SCFLTA Executive Board at the January meeting (planning should be based on evaluations from the most recent Fall Workshop)

Submit letter of introduction for Fall Crescent

Secretary-Treasurer

Keep a roll of the members of the Chapter (pass around sign-up sheet during chapter meetings & ask for current email addresses)
Record and preserve the minutes of the Chapter meetings
Notify the members of Chapter meetings
Maintain check book/checking account

Give annual financial report at the SC AATSP & SC AATF Business Meetings (SCFLTA Conference)
Gather submissions and edit chapter newsletters
Facilitate communication between the Executive Committee and the Chapter members
Maintain electronic database of members and contact info

Submit news of Chapter activities to Hispania or French Review

Order awards (by January 15)
State Contest Coordinator

Manage the AATSP National Exam or the Grand Concours
(add more info and deadlines - from Lynn)

Past President

Mentor new officers

Facilitates transitions

Coordinate membership drive in August and January

Plan a welcome event for new officers in Spring, following the election of new officers

Submit final report for Spring Crescent

SCFLTA Board Representative – Three-year Term

Attend 5 Board meetings per year

Submit news items to the CRESCENT in the Fall and Spring

Promote SCFLTA membership to AAT members

Sponsor sessions at the annual conference 

Request SCFLTA session proposals from membership and, if necessary, assist with writing proposals – August

Attend and help with SCFLTA events: registration, reception, hospitality

Will be finalized with input from SCFLTA Board
Awards Committee

Chairman – arrange meetings (Fall) and convey names of proposed recipients to the Executive Committee (January)

Present the Cervantes Award (SCAATSP), the Outstanding Teacher Award, and other recognitions (Retiring member(s), National Board Certification, etc.) (Business meeting – SCFLTA Conference)
Nominating Committee

Submit to the Executive Committee a slate of candidates for office – December
Present slate of candidates and call for nominations from the floor (Business meeting – SCFLTA Spring Conference)
Web Master

Maintain Chapter web site
