



	TASK
	Ongoing
	July-September
	October-December
	January-March
	April-June

	Attend all CCCAOE Board meetings in entirety
	
	X
	X
	X
	X

	Attend all CCCAOE Conferences
	
	
	X
	X
	

	Prepare accurate records (minutes) of all CCCAOE Board & General Business Meetings
	
	X
	X
	X
	X

	Distribute minutes records within 30 days following Board and General Business Meetings
	
	X
	X
	X
	X

	Post notice of General Business Meetings on website 15 days prior
	
	
	X
	X
	

	Provide minutes records to Executive Secretary for posting on website
	
	X
	X
	X
	X

	Prepare CCCAOE communications as requested by the President
	X
	
	
	
	

	Maintain membership & regional listserv files
	X
	
	
	
	

	Maintain CCCAOE templates and documents
	X
	
	
	
	

	Assist President in soliciting articles for e-newsletter
	
	X
	X
	X
	X

	Provide publish-ready e-newsletter articles to Executive Secretary
	
	X
	X
	X
	X

	Chair CCCAOE website committee
	X
	
	
	
	

	Read, review, evaluate breakout proposals for Fall and Spring Conferences
	
	
	X
	X
	X

	Solicit adjunct positions to Board
	X
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