OFFICER DUTIES AND COMMITTEE CHAIR DUTIES
PRESIDENT
1.
Shall serve as chairman of the Board of Directors.

2.
Shall be charged with overall direction and coordination of all affairs pertainlng to the dub and shall preside at all meetings of the Board and the Club.

3.
Shall call Meetings, Regular or Special, of the Board.

4.
Shall select all appointive officers and appoint all Committee Chairmen, subject to the approval of the Board and shall give prospective appointees written description of duties, which re​sponsibilities shall be dearly understood and acknowledged be​fore appointment.
5.
Shall appoint Board members to act as Board Contact Officer on committees.

6.
Shall serve as member ex-officlo of all Standing and Special Committees except Nominating & Election Committee.

7.
Shall be responsible for making arrangements for Meeting Place for the Board.

8.
Shall submit to the Board members present at meeting a typed copy of agenda to be followed in discussion of business before the Board.
9.
Shall maintain for permanent record copies of all correspon​dence and pertinent matters concerning the office and, shall deliver to successor all records of office.

10.
Shall enter name on the signature card of the depository bank as the authority to sign checks jointly with the Treasurer or Vice-President.

11.
Shall be responsible for seeing that the Club is represented at Regional Meetings and Convention.

12.
Shall make recommendations and shall appraise recommendations for changes and amendments to the Bylaws.

13. Shall be responsible for making annual report to Club at its Annual Meeting (October) and furnish Chairman of Bulletin Committee with an annual report to be published in the November issue of the Bulletin.

14.
Shall be responsible for orientation of new Board prior to January 1.

15.
Shall perform other duties as may be required of the office.

VICE-PRESIDENT
1.
Shall perform the duties of the President during the absence or disability of the President.

2.
In the case of death, resignation, or removal from office of the President, the Vice-President shall become President of the Club with full power of office.

3.
Shall enter name on the signature card of the depository bank as the authority to sign checks when either the President or Treasurer is unavailable.

4.
Shall chair the Program & Publicity Committee, shall serve as Board Contact for this Committee and any other committees as the President shall designate.

5.
Shall by the fifteenth (15) of the month following the end of the quarter submit Program Report Form 13 to the Region V Program Representative, Region V Director and Club President.

6.
Shall consider its individual duty to assist the Hostess Committee in mingling with the members and guests before and after the dinner meeting.

7.
Shall perform other duties as may be required of the office including reporting to membership of the Region V Meeting and Association Convention.
8.
Shall maintain copies of all correspondence and pertinent matters concerning the office for permanent record and shall turn file over to successor.

SECRETARY
1.
Shall keep a true record of all business meetings of the Club, including those of the Board, in the Minute Book provided therefore.

2.
Shall provide each Board member a copy of the Minutes of each Board Meeting.

3.
Shall write all correspondence as may be requested by the President.

4.
Shall keep a copy of the Club’s Bylaws and all Club records not specifically assigned to other officers.

5.
Upon acceptance, shall serve as Board Contact member of committees as the President shall designate.

6.
Shall maintain copies of all correspondence and pertinent matters concerning the office and deliver to successor all records of office.

7.
Shall send get well cards and sympathy cards to members when notified.

8.
Shall perform other duties as may be required of the office.

TREASURER
1.
Shall be custodian of all funds of the Club, shall deposit funds in the name of the Club in a bank or trust designated by the Board of Directors, and shall keep an accurate record of income received as dues separate from other income.

2.
Shall receive and reconcile monthly bank statements.

3.
Shall be the Club disbursing officer and shall sign checks jointly with the President and/or Vice-President.

4.
Shall secure approval of the Board for all disbursements and pay all bills approved.

5.
Shall prepare a budget at the beginning of the year to be submitted to the Board for their consideration and approval. If the need arises, the Treasurer may select two or more members to assist in preparing the budget.

6.
Shall make an annual report to the Club at its Annual Meeting and other reports as may be required by the Board.

a.
Shall prepare a report every four months for printing in the bulletin.

b.
Shall prepare monthly reports for the officers and members of the Board.

7.
Shall keep records necessary to Club’s financial operations, which books shall at all times be open to inspection and audit by the Board. The Club’s books shall be audited by the Audit Committee, approved by the Board at the end of the Club year or when there is a change of Treasurer during the year.

8.
Shall maintain for permanent record copies of all pertinent matters concerning the office and deliver to successor all funds and records.

9.
Shall assist Fund Raising Committee on fund raising projects.

10.
Shall take money for monthly dinner meetings, call Meeting Arrangements Committee Chairman by 1:00 p.m. on Monday preceding Tuesday’s meeting to report number of reservations and prepare a list of dinner reservations for President, Hostess Committee, Treasurer and Meeting Arrangements Committee.

11.
Shall remit Association and Region V dues and send in membership lists as requested by the Association Treasurer.

12.
Shall order any Desk and Derrick jewelry that local Club distributes as prizes or gifts and shall be responsible for purchase of suitable gift for the President to be presented at December installation meeting.


13.Shall perform other duties as may be required of the office.

BOARD MEMBERS
1.
Shall serve as Board Contact for committees as the President shall designate.

2.
Shall keep the President informed and secure the President’s approval of all major recommendations of committees on which individuals serve as Board Contact member.

3.
Shall report inability to attend meetings of the Board to the President.

4.
Shall perform other duties as may be required.

IMMEDIATE PAST PRESIDENT
1.
Upon installation of a new President of the Club, predecessor shall automatically become the Immediate Past President and shall be a member of the Board.

2.
Shall serve in special advisory capacity to the President.

3.
Shall serve as Parliamentarian and be the commentator on parliamentary law and procedure.

4.
Shall serve as Board Contact member of committees as the President shall designate. (Contact for Business and Rules suggested.)

5.
Shall make recommendations and shall appraise recommendations for changes and amendments to the Bylaws.

6.
Shall report all major recommendations or decisions of committees on which individual serves as Board Contact member to the Board at its regular meeting.

7.
Shall perform other duties as may be required.

COMMITTEES AND CHAIRMEN RESPONSIBILITIES
AUDIT COMMITTEE
1.
Shall be composed of a Chairman, Board Contact Member, and two other members selected by the President and approved by the Board of Directors.

2.
Shall be responsible for performing an audit of the books at the end of the year, and at any other time when there is a resignation from or a termination of the office of Treasurer, at which time a written report will be given to the President.

CHAIRMAN:

1.
Shall direct and coordinate all affairs pertaining to the Committee.

2.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

3.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

4.
Shall maintain copies of all pertinent matters and correspondence concerning the Committee for permanent record and shall turn the file over to the incoming Committee Chairman during the month of December.

BULLETIN COMMITTEE
1.
Shall be composed of a Chairman, Board Contact Member, and other members as may be deemed necessary.

2.
Shall publish and distribute the ‘ENERGY BITS”, the official publication of the Desk and Derrick Club of Amarillo, which serves as a news reporting service to all Club members and interested parties.

CHAIRMAN:

1.
Shall appoint members of the Committee, subject to approval of the Board, and shall serve as head of staff.

2.
Shall direct and coordinate all affairs pertaining to the staff.

3.
Shall call meetings of the staff and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the staff.

6.
Shall clear all major recommendations of the Committee through the Board Contact Member, who shall serve in an advisory capacity to the Chairman.

7.
Shall report Club news on speakers, speeches, field trips, special news on Club members, dates and purpose of meetings, etc.

8.
Shall obtain from the Chairman of the Membership Committee names of new members and publish names in the Bulletin.

9.
Shall maintain mailing list of magazine editors and other interested parties and shall make available copies of Bulletins to parties.

1O.Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and turn file over to the incoming Committee Chairman during the month of December.

11.Shall be responsible for orienting successor in the procedure for publishing the monthly Bulletin.

12.Shall publish Annual Report of the President in November Bulletin.

13.Shall publish Treasurer’s Report every four (4) months.

14.
Shall perform other duties as may be required.

BYLAWS COMMITTEE

1.
Shall be composed of a Chairman, Board Contact Member, and other members as may be deemed necessary.

2.
Shall, when necessary, prepare and recommend Amendments to the Bylaws, submitting them first to the President and to the Board for their approval, then to the members for resolution. Changes in the Statement of Policy and Procedure, Duties of Officers and Committee Duties shall be submitted to the Board for approval.

CHAIRMAN:

1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.

3.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the Committee.

6.
Shall clear all major recommendations of the Committee through the Board Contact Member, who shall serve in an advisory capacity to the Chairman.

7.
When the Bylaws, Statement of Policy and Procedure, or Duties are amended, shall furnish revisions to the Chairman of the Yearbook Committee for publication.

8.
Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

9.
Shall perform other duties as may be required.

FIELD TRIP COMMITTEE

1.
Shall be composed of a Chairman, Board Contact Member, and other members as deemed necessary.

2.
Shall develop and implement plans for field trips.

CHAIRMAN:

1.
Shall appoint members of the Committee, subject to approval of the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.

3.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the Committee.

6.
Shall contact company officials relative to sponsoring field trips.

7.
Shall prepare tentative program covering field trips on various phases of the oil industry.

8.
Shall obtain estimates covering cost of field trip including food, drinks, etc.

9.
Shall clear all major recommendations of the Committee through Board Contact Member, who shall serve in an advisory capacity to the Chairman.

10.
Shall keep a list of all members attending each field trip.

11.If possible, shall see that one member of the group brings a camera in order that the club may maintain a pictorial record of each trip in the Scrapbook.

12.Shall be responsible for overall supervision of field trip.

13.Shall notify in advance Chairmen of Bulletin and Publicity Committees of approved program and work closely with all other Committees.

14.
Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

15.Shall perform other duties as may be required.
FUNDRAISING COMMITTEE

1.
Shall be composed of a Chairman, Board Contact Member, and other members as deemed necessary.

2.
Shall develop and implement plans for supplemental income to further the Club’s additional activities.

CHAIRMAN:

1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.

3.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall clear any Committee project for additional income through Board Contact Member.

5.
Shall take responsibility for whatever project is approved, taking care of expenses incurred and income received, until all details are concluded, at which time individual should turn in written report of said income and expenses, together with net profit or loss, to the Board Contact Member for clearance, then to Club Treasurer for handling.

6.
Shall work with Club Treasurer in establishing a budget for this additional income and clear said budget with the Board of Directors before turning approved budget for handling to Treasurer.

7.
Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

8.
Shall perform other duties as may be required.

HOSTESS COMMITTEE
1.
Shall be composed of a Chairman, Board Contact Member, and other members as deemed necessary.

2.
Shall greet and extend to members and special guests on all occasions a friendly welcome to facilities and activities of the Club.

CHAIRMAN
1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.

3.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the Committee.

6.
Shall clear all major recommendations of the Committee through the Board Contact Member, who shall serve in an advisory capacity to the Chairman.

7.
Shall familiarize the Committee with names of members and distribute to the Committee before each meeting a list of all new members.

8.
Shall appoint members of the Committee to greet Club members at the door, to circulate among members and guests, and to make a point to introduce new members to Board Members, Chairmen of Committees and others whom they wish to meet.

9.
Shall prepare, issue and maintain name badges for the members for the regular monthly meetings as well as prepare name badges for prospective members and guests for any meeting or special event.

10.Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent records and shall turn file over to the incoming Committee Chairman during the month of December.

11.Shall perform other duties as may be required.

MEETING ARRANGEMENTS COMMITTEE
1.
Shall be composed of a Chairman (and Co-Chairman if the need arises), Board Contact Member and other members as deemed necessary.

2.
Shall develop and implement plans for the meeting facilities and shall coordinate special event activities.

CHAIRMAN
1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.

3.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the Committee.

6.
Shall make all necessary arrangements for monthly meeting place with approval of the President and Board of Directors.

7. Shall obtain estimates covering cost of meeting place, food, drinks, use of facilities and transportation for any special events meeting.

8.
Shall clear all major recommendations of the Committee through the Board Contact Member, who shall serve in an advisory capacity to the Chairman.

9.
Shall make arrangements for efficient operation for all monthly meetings.

10.
Shall be responsible for meals, decorations, microphone, podium and seating arrangements as directed by the President for all monthly meetings.

11.After approval of finalized program, shall distribute to all members notification of special event, together with reservation blank.

12.Shall notify Chairmen of Bulletin and Publicity Committees in advance of approved program.

13.Shall be responsible for overall supervision of entertainment, recreation, and decoration, etc., in connection with special events.

14.Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

15.Shall perform other duties as may be required.

MEMBERSHIP COMMITTEE

1.
Shall be composed of a Chairman, Board Contact Member, and other members as deemed necessary.

,—.,, 2.
Shall develop and implement plans for maintaining and increasing Club membership.

CHAIRMAN:
1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.

3.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the Committee.

6.
Shall clear all major recommendations of the Committee through the Board Contact Member, who shall serve in an advisory capacity to the Chairman.

7.
Shall make available to prospective members the Club’s questionnaire and an application for membership in the Club.

8.
Shall submit list with all new applications attached, together with recommendations by the Committee, to Board Contact Member for approval by the Board, copies to be provided for the President, Treasurer, Corresponding Secretary and Chairman of the Bulletin Committee.

9.
Shall write a letter of acceptance to applicant approved by the Board and enclose a copy of the Yearbook.

10.Shall collect dues by February 1 with new application and/or questionnaires.

11.Shall prepare a membership list March 1 to be published in Club Yearbook. Shall revise the list as of July 1, and maintain a current list of members.

12.Shall maintain a birthday chart on members for the use of the Bulletin Committee.

13.Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

14.Shall perform other duties as may be required.

NETWORKING COMMITTEE
1.
Shall be composed of a Chairman, Board Contact Member and other members as may be deemed necessary.

2.
Shall maintain a list of current jobs available.

CHAIRMAN
1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.

3.
Shall call meetings of the Committee and notify each member, including the Board Contact Member, of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

6.
Shall perform other duties as may be required.

NOMINATING & ELECTION COMMITTEE
1.
Shall be composed of a Chairman and at least two other members, not all of whom shall represent the same company. It is suggested that a Past President serve on this Committee.

2.
Shall select capable candidates for each elective office, maintaining proper balance of officers to companies.

3.
Shall be in charge of arrangements for and supervision of the Election of the Club.

4.
Shall, in an orderly manner, distribute, collect and count ballots.

5.
No elective officer or member of the Board of Directors shall be eligible to serve on this Committee.

CHAIRMAN
1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee and report directly to the President who will coordinate activities between this Committee and the Board.

3.
Shall call meetings of the Committee, and notify each member of the date, time and place.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the Committee if necessary.

6.
Shall go over membership list with members of the Committee, and after careful review, select no more than two candidates for each elective office. The Committee should give consideration to maintaining proper representation of companies on the Board.

7.
Shall secure acceptance of each nominee and upon approval, submit a written report of the ballot with their qualifications to the President. Copies of the ballot shall be sent to the Chairman of the Election Committee and the Chairman of the Bulletin Committee for publication one month prior to election.

8.
Shall familiarize self and members of the Committee with Robert’s Rules of Order Newly Revised, particularly the Sections on “Voting”, “Nominations and Elections”, “Occasional or Mass Meeting”, and “A Permanent Society.”

9.
Shall ascertain and announce that a quorum of members eligible to vote is present at the Business Meetings of the Club.

10.
Shall receive the ballots and the tally of votes cast from the Tellers, and shall announce the total number of votes cast and the total number of improperly marked ballots, if any.

11.Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent records and shall turn file over to the incoming Committee Chairman during the month of December.

12.
Shall perform other duties as may be required.
PROGRAM & PUBLICITY COMMITTEE
1.
The Vice-President shall serve as Chairman and Board Contact. The Committee shall be composed of other members as may be deemed necessary.

2.
Shall develop and implement plans for holding scheduled instructive gatherings of the Club, and security publicity for all Club events.

CHAIRMAN
1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall call meetings of the Committee and notify each member of the date, time and place.

3.
Shall direct and coordinate all affairs pertaining to the Committee.

4.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year when necessary.

5.
Shall assign specific duties to each member of the Committee.

6.
Shall be responsible for issuing an invitation, either in person or by letter, to all prospective speakers and be responsible for proper introduction of speaker.

7.
Shall work with Meeting Arrangements Committee chairman to secure video and audio equipment necessary for the program.

8.
Shall notify Chairmen of Bulletin Committee in advance of approved program and secure pictures and publicity information regarding speakers.

9.
Shall be responsible for a gift for the speaker.

10. Shall maintain contact list of newspapers, journals, and magazines, and be responsible for preparation and submission of articles to contact list.

11.Shall provide an overall reporting service to agencies of the energy and allied industries.

12.Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

13.Shall perform other duties as may be required.
SCRAPBOOK COMMITTEE

1.
Shall be composed of a Chairman, Board Contact, and other members as deemed necessary.

2.
Shall prepare a Scrapbook to be presented to the President upon its completion.

CHAIRMAN
1.
Shall establish and submit a written budget within the month of January of the proposed expenses of the Committee for the current year if necessary.

2.
Shall clip pertinent publicity releases.

3.
Shall be responsible for displaying material in Scrapbook, together with date and name of publication.

4.
Shall arrange for a member or photographer to take pictures at every meeting of the Club.

5
Shall be custodian of the Scrapbook until the end of the Club Year, at which time it shall be presented as a gift to the outgoing President.

6.
Shall maintain copies of all correspondence and pertinent matters concerning the Committee for permanent record and shall turn file over to the incoming Committee Chairman during the month of December.

7.
Shall perform other duties as may be required.

YEARBOOK COMMITTEE
1.
Shall be composed of a Chairman, Board Contact Member, and other members as deemed necessary.

2.
Shall make revisions each year to Yearbook as needed and have ready for distribution by the April meeting, if possible.

3.
Shall provide Membership Committee with complete Yearbooks to be given to new members.

CHAIRMAN
1.
Shall appoint members of the Committee, subject to approval by the Board, and shall chair the Committee.

2.
Shall direct and coordinate all affairs pertaining to the Committee.


