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1. General Description
The President shall be directly responsible to the Chapter Board of Directors for the administration of the Chapter.  The President shall preside at all Chapter Board of Directors meetings and all member meetings. President shall mentor the President-Elect for a smooth transition.

2. Duties of Office
a. Delegate committee activities and appoint members to committees as necessary with board input and approval. 
b. Be the principal spokesperson for the chapter. 
c. Sign with the secretary, treasurer, or any other proper officer of the chapter authorized by the board, any deeds, bonds, contracts, and other instruments that the board has authorized to be executed. 
d. Serve as the primary communication link with APIC on matters such as reporting chapter leadership, chapter dues, and other business critical information. Further, the president must respond to APIC requests, notices, and other communications in a timely manner or by designated deadlines.
e. Submit an article for the Chapter at least once during the year relative to activities. This is to include an annual summary report (submit an annual report to the web designer for posting)
f. Review job description annually and update as needed 
g. Become familiar with APIC Philadelphia/Delaware Valley Bylaws and policies 
h. Attend National Education conference (if possible) and President’s meeting. Submit report to chapter membership
i. Facilitate and plan annual Board retreat (if Board agrees this is warranted)
j. Review of the chapter’s Strategic and Action Plan and assess progress toward implementing strategies. Update plan as warranted.

3. Other Considerations
The president should ensure that the following documents are completed and returned to APIC within the indicated time frame. Copies of these documents should also be retained for the chapter’s records. 




	Information to be submitted 
	Specifics 
	Due Dates 

	Chapter Logo License Agreement 
	Prior to using the APIC Chapter-specific logo, chapters must have a current logo license agreement on file with APIC. The logo usage policy should be reviewed, with license agreements signed 
and submitted by the Chapter President each year. 
	January 31 

	Chapter Dues 
	Changes must be submitted via the online Chapter Dues Submission Form to ensure the new amounts are accurately reflected on marketing materials for the following year. If we do not hear from your chapter, your members will be billed at the current rate for the upcoming year. Task may be completed by the Treasurer or other officer, as assigned. 
	October 31 

	Chapter Officers 
	Chapter officers must be submitted annually via the Chapter Positions functionality within the ‘Chapters’ menu on www.apic.org.  Task may be completed by the President or other officer, as assigned. 
	October 31 
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