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1.

Meet with program committee by July 15th to set dates for the program presentations
and ensure that dates do not conflict with major conferences (e.g. OSA annual, SPIE
Photonics West) or school holidays (e.g. spring break).
2. If a new Treasurer is elected, fill out Signature Cards for checking account and savings
account at Canandaigua National Bank by June 15th.
3. Monthly council meetings.
a) Work with secretary to schedule Council meeting dates, reserve a location, and
notify members (avoid conflicts with major conferences and holidays).
b) Collect agenda items and create an agenda for each meeting.
c) Preside at Council meetings.
d) Receive and submit for approval the Secretary's minutes from the last meeting
(minutes should include reports from Treasurer and committees).
e) Ensure that responsibilities are being discharged on time; help set up deadlines; track
action item progress between meetings.
4. Check on the transfer of files from previous Council to new Council.
5. Determine dues policy (e.g. maintain current fee or increase fee) and arrange for the
setting of dues before the November meeting.
6. Work with treasurer to develop annual budget and submit to Council by October.
7. Collect items for monthly newsletter and create monthly newsletter.
8. Appoint committee chairs and special offices.
a) Appoint President-Elect as Chair of Nominating Committee in early November; let
the President-Elect select other committee members if needed.
b) Appoint two auditors to check books at end of year. Historically, this service has
been provided by past Treasurers.
9. Discuss Honorary Membership with the council by March. If the council decides it is
appropriate to make an honorary award this year, collect nominations, and preside over
the Council's voting process.
10. Write a cover letter for the section's annual report and submit to Secretary by June 1st.
11. Ensure submission of annual report by Secretary to National OSA by June 15th (or date
specified by National).
12. Annual meeting:
a) Put together an agenda for annual meeting.
b) Collect end of year reports/slides (e.g. Secretary and Treasurer reports).

c) Preside over annual meeting and annual elections.
d) Create and distribute awards for this year's council.
e) If an honorary award is given out, ensure that the recipient will be present, and
announce the winner of the honorary award.
f) Introduce incoming president to preside over annual elections.
13. Pay for half of lunch tab at Joint Council meeting in June ending term in office.
14. Transfer files to the incoming President at the end of the term.

