



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

	Meet a minimum of four times a year
	
	X
	X
	X
	X

	Define goals and objectives in an annual Work Plan
	
	
	X
	
	X

	Create a legislative agenda for CCCAOE
	
	
	X
	
	

	Create contracts for services when necessary
	X
	
	
	
	

	Conduct two conferences annually
	
	
	
	
	

	Create and adopt an annual budget for the fiscal year
	
	X
	
	
	X

	Report on previous fiscal year to membership
	
	
	X
	
	

	Report profit and loss statement to membership
	
	
	
	X
	

	Call for review of books in even year
	
	
	
	
	X

	Call for audit of books in years ending in 0 and 5
	
	
	
	
	X

	Conduct General Business Meetings at Fall and Spring Conferences
	
	
	X
	X
	

	Maintain web page www.cccaoe.org 
	X
	
	
	
	


DUTIES OF EXECUTIVE BOARD

