	SW FBLA Offices & Duties

	President
	Prepare membership meeting agenda, Run general membership meetings, Hold monthly officer & committee chair meetings (Sept-May), Oversee all club activities

	Secretary
	Keep track of all meeting minutes & attendance, Prepare reports of all meeting minutes, Update district web page with reports & news, Attend meetings

	Treasurer
	Create & maintain a digital budget, manage dues, write checks, make deposits, prepare monthly financial reports, Attend meetings  

	Reporter
	Report organizational news via a newsletter (Fall-Nov, Winter-Feb, Spring-May issues) and local newspapers/media, Update/maintain scrapbook, Attend meetings

	Volunteer Committee Chair
	Prepare a monthly progress report, Coordinate 3 volunteer activities (Fall, Winter, Spring), Assist Reporter with documenting the volunteer efforts made, Attend meetings

	Fundraising Committee Chair
	Prepare a monthly progress report, Coordinate 3 fundraising activities (Fall, Winter, Spring), Assist Treasurer with collection, handling, and reporting of fundraiser monies, Attend meetings

	Social Committee Chair
	Prepare a monthly progress report, Coordinate 3 social activities (Fall, Winter, Spring), Update/maintain FaceBook page, Assist Reporter with documenting all social events, Attend meetings


