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The President is responsible for:
1. Coordinating the activities of ALL other offices

2. Running the Business meetings

3. Working with the Vice-President and Secretary on the meeting agenda

4. Working with the Vice-President on keeping an up-to-date list of business educators in the region and keeping them informed of upcoming events.

5. Keeping electronic and paper copies of all relevant information to pass on to future President

The Vice-President is responsible for:
1. Setting up the program for each meeting

2. Creating the invitations and working with the secretary to make sure the invitations are mailed out to all potential members in the EIBEA region

3. Keeping an up-to-date list of all business educators in the EIBEA region and a mailing list and an e-mail list of current members of the organization

4. Keeping the members updated on upcoming meetings and/or activities

5. Taking over the business meeting in the absence of the President

6. Keeping electronic and paper copies of all relevant information to pass on to future Vice-President

The Secretary is responsible for:
1. Taking minutes at each of the two annual meetings (fall and spring)

2. Typing up those minutes and having copies made to be disbursed at the next meeting

3. Typing up and having enough copies of the roll call list of  people who are pre-registered to attend the current meeting 

4. Typing up and having enough copies of the meeting agenda for the current meeting attendees

5. Keeping electronic and paper copies of all relevant information to pass on to future Secretary

The Treasurer is responsible for:
1. Providing  copies of the treasurers report to be disbursed to the membership at each meeting

2. Collecting Dues for each member 

3. Keeping an up-to-date list of paid members for the current school year

4. Collecting Registration and Meal money from meeting attendees and providing a receipt for each member

5. Providing the Secretary, Vice-President, and President with copies of the list of current paid members and pre-registered meeting attendees.

6. Keeping electronic and paper copies of all relevant information to pass on to future Treasurer

The IBEA Representative is responsible for:
1. Attending the IBEA Board meetings 

2. Representing the interests of the EIBEA membership to the state organization

3. Keeping the EIBEA membership up-to-date on state business education activities

The Web Master is responsible for:

1. Designing, creating and/or revising the EIBEA Web Page

2. Coordinating with other officers to keep the Web Page up-to-date with current information

3. Keeping electronic and paper copies of all relevant information to pass on to future Web Master

The Awards/Scholarship Chair is responsible for:

1. Distributing nomination forms for the “Teacher of the Year Award” and the “Student Scholarships” at the Fall Meeting

2. Overseeing the selection process of the “Teacher of the Year Award” and the “Student Scholarships”

3. Presenting the “Teacher of the Year Award” at the Spring Meeting

4. Making sure student scholarship winners receive their awards in a timely manner

5. Keeping electronic and paper copies of all relevant information to pass on to future Awards/Scholarship Chair

