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Purpose: 
Provide guidance for elected board officers and committees and their respective responsibilities.
Scope: 
Central Ohio APIC Chapter 053 Board Officers
Definitions:

APIC:  Association for Professionals in Infection Control and Epidemiology
Overview: 
These officers shall perform the duties prescribed by their respective offices and perform those duties prescribed by the Board.
Policy: 
The Board of Directors shall consist of the President, President-elect, Treasurer, Secretary, the immediate Past-President, and at least one but not more than six other directors. Officers are elected annually by the Central Ohio APIC Chapter 53 membership with oversight by the Central Ohio APIC Chapter Board. 

Standing and Special Committees are appointed by the Board. The composition, terms, and duties of these committees shall be determined by the Board of Directors in accordance with the bylaws. Appointments shall be made on a year-by-year basis.
I. The Board of Directors
A. President (one year term)
1. Shall be directly responsible to the Chapter Board for the administration of the Chapter.
2. Shall delegate committee activities and appoint members to committees as necessary, with Board approval.
3. Shall schedule, plan agendas, and preside over all Chapter Board meetings.
4. Shall preside at all business meetings of the Chapter.
5. Shall perform other duties as usually pertain to the office of the President or as directed by the Chapter Board.
6. Shall be an ex-officio member of all committees except the Nominating Committee.
7. Shall 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.

8. Shall mentor the successor to provide a smooth transition into the president role.
9. Shall 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.
a. Chapter Logo License Agreement, due January 31st. A new agreement should be submitted bi-annually or at the change of Chapter President, whichever occurs first.
b. Chapter Dues, due October 31st if there is a change, otherwise the current rate will remain for the upcoming year.

c. Chapter Officers, due October 31st or at least by the end of the current year
B. President-Elect-one year term
1. Shall assist the President with duties as assigned.
2. Shall perform the duties of the President in the absence of or incapacity of the President.

3. Shall prepare to assume the office of President should that office become vacant for the remainder of the term.
4. Shall serve as chairperson of the Bylaws Committee.
5. Shall serve as chairperson of the CO-APIC Scholarship Awards Committee.
C. Past President-one year term
1. Shall serve as a consultant to the Board in the execution of all business by virtue of his/ her board experience.

2. Shall perform all duties and have all powers customarily incident to the office, and such other duties and powers as may be prescribed from time to time by the chapter president or the Board.
D. Treasurer-two-year term

1. Shall oversee and be responsible for the management of the financial affairs of the Chapter in accordance with the Chapter Treasurers’ Manual.
2. Shall be bonded through the National Association
3. Establish and maintain bank accounts.
4. Shall maintain copies of the tax ID number, legal documents and correspondence with state and federal governments and government agencies.
5. Prepare and submit annual tax filings.
6. Shall oversee the preparation of periodic financial reports for the Board.
7. Shall oversee the preparation of the annual budget and present to the Board of Directors.
8. Shall be a member or consultant to any committee having to do with the Association’s monies.
9. Shall review financial affairs of the Chapter as necessary with legal counsel and/or accountant.
10. Shall mentor the successor to provide a smooth transition into the Treasurer role.
11. Shall ensure that the following documents are completed and returned to APIC within the indicated time frame.
a. Submit end of year financial report to National APIC, January 31st
b. Complete and distribute 1099s to recipients if applicable, January 31st. due to IRS by February 28th.

c. File 990, May 15th 
E. Secretary-two-year term
1. Shall be responsible for the accurate recording, and transcribing, of the minutes of all Chapter and Board of Directors meetings.
2. Shall submit all minutes to the Board of Directors in accord with established procedure.
3. Shall be responsible for keeping a record of the mailing and email addresses of each director and officer of the chapter.
4. Shall mentor the successor to provide a smooth transition into the secretary role.
5. Shall maintain all organizational documents of the Chapter.
a. Bylaws

b. Membership rosters provided by APIC (advised for at least 1 year)

c. Minutes of all Board and Chapter Executive Committee meetings

d. Chapter correspondence
F. Board Member at Large: two-year term.
1. Shall oversee committee activity.
2. Shall be the governing body of the Chapter and shall establish Chapter policy for conducting business and management functions of the Chapter.
II. Standing Committees

A. Membership Chair-two-year term
1. Shall maintain accurate records of membership.
2. Shall be responsible for all correspondence relating to the membership.
3. Shall be responsible as liaison with the National Membership Director.
4. Shall be chairperson of the Membership Committee.

B. Education Chair-one year term
1. Shall be chairperson of the Education Committee
2. Shall coordinate all educational activities offered by the Chapter.
3. Shall coordinate vendor participation.

4. Shall establish education subcommittees, appoint committee chairpersons as needed and delegate responsibility to the committee through their respective chairperson.
5. Shall work with the Treasurer to prepare an education budget.
C. Education Vice-Chair-one year term
1. Shall serve on the Education Committee 
2. Shall assist the chairperson in coordinating all educational activities offered by the Chapter. 
3. Shall prepare to assume the office of Education Chairperson after one year term.
4. Shall fill the office of Education Chairperson should that office become vacant, with the title of Education Chairperson designee, and subsequently fill the office of Education Chairperson for the regular term as is entitled the Education Vice-Chairperson. 

D. Chapter Legislative Representative/Communications Chair –two-year term
1. Shall maintain current knowledge of standards, regulations, and laws pertaining to the practice of infection control and report significant changes to the Board and membership. 
2. Shall prepare responses, as appropriate, for the Chapter to groups promulgating rules and seek approval from a minimum of three (3) Board members prior to submitting the response. 
3. Plan and coordinate the distribution of the CO-APIC Newsletter.
E. Nominating Committee Chair-two-year term
1. Members shall not be eligible to run for any office while serving as Chair.
2. Shall prepare a ballot for voting.
3. Shall present a ballot, which includes a brief resume of each candidate, to the membership prior to the annual meeting.
4. Shall count ballots in accord with established procedure approved by the Chapter Board.

References: APIC Chapter Leader Handbook (July 2023)
