Duties of the President of CHLGA


February:
· When nominated, start thinking about chair people for various committees. After the election, confirm your volunteers so they can be introduced after the induction ceremony in April. 
· Historically, each President has maintained an “administrative binder”. Retrieve the binder(s) from existing President as it might be helpful in the transition.

March - April:
· The president automatically becomes a member of the CHGCC General Manager’s Advisory Board. Notify the Secretary of the Advisory Board.
· Establish dates for luncheons and special tournaments. Meet with Club Pro and Catering Manager to schedule events. Insure that Club Pro has all regular play days on his calendar. Find out which dates course will be closed.
· The bylaws call for at least two general meetings per season. Make specific plans for these dates.
· Secretary should mail letters to other clubs announcing new officers and notifying them of any dates for invitational tournaments. This is an optional project.
· Tournament Chairperson should have regular play days and tournament days scheduled. All games must be determined. This information must go in the league membership directory.
· Work with Membership Chair to ensure league directory is complete and ready for distribution on first play day or as soon as possible after that date.
· Secure a chairperson for each special event tournament. Work with that person to build a committee and begin planning.
· Meet with elected board members and volunteers as a group at least once to establish procedures, guidelines and expectations. 
May:



· Opening Day is the first Tuesday in May for the 12 month season. Plan an appropriate recognition of this day.
· Chits for the last 6 months of the previous season are due to Pro Shop by May 15. The former President and Treasurer should oversee this; however, new President should be aware of ongoing efforts to ensure on-time payment of chits through Pro Shop.
June:

· Conduct the first general meeting and luncheon of the 12 month season.

October:

· Make any special plans for Thanksgiving and Christmas, i.e.; Food Baskets, donations for the Citrus County Family Resource Center, Holiday luncheon plans, etc.
November:
· Chits for first 6 months of league play are due to Pro Shop by November 15. Work with Chit Recorder and Treasurer to ensure on-time payment of chits through Pro Shop.
December:
· Secure a nominating committee of three members. (See bylaws.)
· Conduct a general meeting and luncheon during the Member/Member Tournament in December.

January:
· Follow up with committee chairs to ensure planning and coordination of event is on schedule.
· Remind member that next season’s dues are payable before end of February.
February:

· Ensure that nominations for officers are posted by the first Tuesday in February. 
· Hold the election of officers at a meeting held on the last Tuesday in February (see bylaws).
· This is a good time for a board meeting to begin closing out the season and even planning for the following season.
March:
· Name someone to induct the officers at the April meeting.
· Appoint two auditors to audit books during May or after the last checks have cleared the bank. Although, normal league banking procedures can continue, there can be no smooth transition between Treasurers until an audit is completed.
April:

· Conduct final General Meeting during season’s closing luncheon.
· Induct officers during this meeting.
· Ensure that all trophies and plaques are engraved before the closing luncheon, if at all possible. If not, have them engraved immediately afterwards.
· Present season’s winners and highlights with as much hoopla as possible. Award chits for accomplishments. Recognize as many members as possible.

The President may call for a board meeting as is necessary at any time during the season. Additionally, the President may conduct General Meetings at any time during the season.[image: image1.png]
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