SECOND VICE PRESIDENT:
2nd. Vice President’s Duties According to the By-laws:

1. The Second Vice-President shall perform all of the duties in the absence of the President and/or First Vice-President.
2. He/she shall be Chairman of the Program Committee, which is described under the standing committees.
Responsibilities in accordance with fulfilling the duties as prescribed in the bylaws include the planning, coordinating and implementing the association’s annual conference, which include, but not limited to:
· Design logo, theme, color scheme and design cover to use for conference binder and other materials.

· Assign committees as needed for banquet, decorations etc.

· Coordinate with 1st Vice President on the Lighthouse Luncheon.

· Coordinate with Associates Liaison on the Associates Luncheon.

· Prepare registration packet including the registration form, credit card payment sheet, welcome letter, hotel information, travel information and any other pertinent documentation.

· Create list of state board, past president, first timer, speaker, CRO, division board and mentor members for annual conference attendee nametags.

· Provide list of special meal requests to contracted conference coordinator.

· Determine workshop topics, speakers, create evaluation form; obtain speaker bio, photos and any special requirements which you will communicate to contracted conference coordinator.
· Prepare initial, midpoint and final budget for conference.

· Purchase speaker, moderator and keynote gifts.

· Work with contracted coordinator for assignment of hotel “comps” if any

· Market conference through division meeting announcements, association website, emails and other mediums.

· Send out thank you letters to speakers, moderators etc.
The 2nd. Vice President will perform other duties and special projects as may be requested by the President.
