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General duties year round 

• Takeover any duties of the President, as needed, in her absence. 

• Send out cards and/or flowers for members for any injuries, surgeries or deaths. Receive 

approval from Treasurer on budget for items you intend on purchasing.  Keep receipts 

and submit to the Treasurer for reimbursement.  

• Attend all board meetings 

• Read and answer emails to board 

 

October  

• Meet with the President to discuss upcoming year and responsibilities. 

 

July  

• Meet with the President and Officers to plan Club Championship for August. 

• Responsible to oversee the Club Championship Luncheon and make sure the Luncheon 

Chairperson has everything needed for she and her committee to cater the Club 

Championship Luncheon. 

• It should be decided between the VP and Chairperson who will be in charge of 

purchasing the gifts for Pole Creek Staff. 

• Meet with Officers and assist in: 

o Finding people who will volunteer for offices for the following year  

o Planning of the club championship. 

• Assist President in finding members who are willing to fill responsibilities for the  

 next season. 

 

September 

• Get the trophy engraved with the new Club Champion. 
 

 

 

 

 


