IMMEDIATE PAST PRESIDENT 

(IPP &ADM)

Term: One year 

Eligibility: 

· Member in good standing

· Completion of previous year's term as President

Specific Responsibilities:
· Serve as voting member of Board of Directors and Executive Committee

· Chair the Nominating Committee, ensuring compliance with bylaws and policy, providing an open nominations & elections process, and ensuring compliance with MPI elections calendar requirements.

· Support and defend policies and programs adopted by the Board of Directors

· Act as support/mentor to President

· Act as coach, advisor and counselor to board members and committees

· Attend monthly board meetings, chapter events and committee meetings

· Submit agenda items for Board of Directors meetings in advance of meetings

· Responsible for the following budget line items:

· COTY

· Responsible for ensuring the fiscal responsibility of the committee(s) to which position is assigned

· Assemble materials necessary for COTY application and ensure timely entry of complete application form and support materials

· Chair Chapter's Past Presidents Council to provide for continued involvement of past presidents to support the strategic plan of the chapter

· Responsible for the proper and legal mailing of notices to members, proper recording of proceedings of the chapter, maintaining a permanent record of all chapter minutes and documents, and carrying into execution all orders, votes and resolutions not otherwise committed

· Prepare Board meeting highlights for newsletter after each board meeting

· Ensure the maintenance of chapter operations calendar with event dates, board/committee meeting dates, newsletter and event mailing submission deadlines, and other industry-related event dates

· Act as chapter parliamentarian, promptly upholding Roberts Rules of Order and enforcing the presence of a quorum to properly conduct business

· Act as guardian of the chapter's bylaws, policies and procedures to ensure they are updated as necessary and in compliance with MPI bylaw standards

· Develop and facilitate a mechanism for the historical record of all chapter activities and board minutes

· Conduct transition meeting with successor

· Perform other duties that may be delegated by the President and/or Board of Directors

Reports to: President

Time Commitment:

· Regular attendance at monthly meetings and Board meetings

· Attendance at Board retreats

· Attendance at all official chapter activities and functions

Related committee activities (10 hours/month)
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