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Florida Health Sciences Library Association (FHSLA)
Policy and Procedures

[bookmark: _heading=h.u0027f6dqzye]PRESIDENT
The charge of the President is to chair the Executive Board, maintain the Association and accomplish the Mission Statement objectives as stated in the Bylaws.

The President has a one-year term as part of the Presidential sequence.

DUTIES
1. Call to order and preside at all meetings of the FHSLA Executive Committee. 
2. Executive Board meetings should be held at least once each month. Additional planning meetings for the Annual Meeting may be scheduled during the winter months (example: once a week in the month before the Annual Meeting and once every other week in the 2 months before the Annual Meeting).
3. Appoint all standing and ad-hoc committee chairs, as soon as possible, after taking office and in accordance with the Bylaws. 
4. Write a President’s Message at the beginning of the term.
5. Work with the Vice President and the Executive Board to plan the Annual Meeting. 
6. [bookmark: _heading=h.jyd8wftl09od]Approve expenses of officers and committees in performance of their duties.
7. Prepare the agenda for the Annual Business Meeting.
8. Organize the Annual Business Meeting. 
9. Obtain written Annual Reports from each committee chair and officer.
10. Coordinate the work of all committees to see that work is completed on time and in the required format.
11. Annual Meeting responsibilities:
a. Act as a point of contact for the venue, suppliers and other meeting related partners (the Annual Meeting vendor coordinator will be the point of contact for vendors sponsoring the meeting)
b. Welcome attendees and presentation of the agenda
c. Conduct Annual Business Meeting
d. Recognize and introduce vendors sponsoring the meeting
e. Turn over gavel to incoming President at the end of the business meeting
12. The president may write letters to scholarship recipients' Library School Dean or Administration to acknowledge their award, if requested.
13. The President may write a letter to the administration of the person awarded Librarian of the Year, if requested.
14. Send letters of appreciation and service certificates to all officers and committee chairs.
15. Verify that the Treasurer completes and returns the "Nonprofit Corporation Annual Report" prior to May 1st each year to maintain the association's corporation status and upon completion of filing, the Secretary will be notified for recording purposes.
16. Verify that the Treasurer electronically files Form 990-N (e-Post card) with the IRS prior to May 15 each year to maintain the association's tax-exempt status.
17. Verify that the Treasurer completes and returns the "Consumer's Certificate of Exemption" which is renewed every five years (see Treasurer duties for next renewal). Upon completion of filing, the Secretary will be notified for recording purposes.
SAMPLE TERM TIMELINE
Upon Taking Office
· Appoint committee chairs if there are openings.
· Write a “President’s Message” to be posted on the blog, social media and sent to the membership listserv.
· Determine the schedule for monthly meetings. 
Summer
· Begin the process of looking for a venue for the Annual Meeting. Meeting locations typically cycle by region. If the meeting is being held in an area the president does not reside, a local arrangements committee can be formed.
· Begin thinking about the theme/focus of the meeting.
Fall
· Plan a mid-year virtual meeting to be held sometime in September-October.
· Work with the Executive Board to make final decisions on venue, menus, CE courses, speakers and panels along with other details for the Annual Meeting. 
· Book hotel blocks for member accommodations during the Annual Meeting, if needed.
Winter
· Make any deposits to the venue and speakers that may be required.
· Order any giveaways/souvenirs or promotional materials for the Annual Meeting.
· Create a rough draft of the meeting agenda.
· Notify each committee chair and others to submit written reports at least four weeks before the Annual Meeting.
· Follow up with the Nominating Committee to check the status of election nominations.
Spring
· Preside over the Annual Meeting. 
· Write thank you letters to vendors, presenters, officers and committee chairs. Send certificates of service to officers and committee chairs.
· Write acknowledgement letters to the administrators of scholarship recipients and award winners, if requested.
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