TO DO LIST - 2ND VICE PRESIDENT

ACTION NECESSARY

MONTH

May

First Monday of the month, attend Board of Directors Meeting. Organize plans for Programs for
next season including prospective speakers and preparing contracts. Review plan with Board of
Directors at May BOD meeting, including approved Programs budget. Beginning in May prepare
contracts and obtain signatures of GCGC speakers, Prenare and finalize descrintion and
schedule dates for inclusion in YB. Email copy to 1st VP for inclusion in YB. Note: final input for
YB is due by end of July. Second Monday of the month attend the last general meeting for the
season.

In election year (odd years) provide newly elected 2nd VP with training including pertinent

infarmatinn far accumina rala se Af iina 1t fnacitinn daecrrintinn and th An lieh Enciira nawh;
HamEriIsLon e conaiiang sLiS o e LB TS\ PSSR cegCnplion anc e gg liet). Ensure newly

elected 2nd VP receives support/guidance for histher program plans for next season.

Qctober

FEirat Mandau of tha manth  attand BON smantine Canamd Bandas ~f $Hae manth  AttAanA rAnAral
POTPMR VLAY M R TV AL I A TR Y AT I VG TR W RO BTG TU T i e (e iy

meeting. Oversee all Program activities taking place at general meeting (program speaker
arrival, program speaker set up and clean up, introduction of program speaker, etc.). (Our
understanding is to oversee only what speaker might need for set up, etc.). Provide
agreed upon fee if applicable. Send thank you note to program speaker following event. (These
last two items should follow any month having a speaker.)

February

Begin researching programs for next season's general meeting. Draft program ideas and
descriptions for BOD review and input. Include proposed expenses for these programs for the
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