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APT BOARD JOB DESCRIPTION

POSITION:  APT Old/New Board Luncheon
PRIMARY RESPONSIBILITIES:

· Work with APT president to set date for this end-of-the-year event.  Organize a venue and food for Sheridan APT Old/New Board Spring Luncheon.
· Discuss with APT president details of luncheon – guest list, agenda for luncheon, etc. and send invite to all existing and new board members
· Coordinate promotion of the event with President and Communications Coordinator for inclusion in Friday newsletter, possible APT email, APT social media channels and website posts.
· NOTE: Normally this luncheon is held in the Spring, however, due to Covid and CDC guidelines, the luncheon for 2021 was held in the fall. 
GENERAL RESPONSIBILITIES:

· Attend all Sheridan APT Board meetings and functions.

· Prepare and report committee highlights at monthly Sheridan APT meetings.

· Manage expenses to APT budget.

· Submit committee expense report to Treasurer within 10 days of date of expense or event.

· Email monthly committee highlights to APT Secretary by assigned deadline for use at APT Exec meetings and Sheridan APT meetings.

· Assist other Board Members as requested.

· Prepare End-Of-Year-Report, update job description and review & transition with incoming replacement(s)

· Communicate regularly with respective Executive APT Board Representative.

· Maintain membership in District 67 APT.
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