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Subcommittee Chair Duties & Contract
A subcommittee chair is a member of the Board of Directors.  Subcommittee members are interested TECC members and other community members with interests that are deemed to be a good addition to the subcommittee.  Subcommittees report to the Board of Directors and take guidance from them
Duties of the chair of a subcommittee include but are not limited to:

· Schedule meetings, either in-person and/or email type meetings as needed
· Communicate the date, time and location of planned meeting to all regular members, ad hoc members (TECC President), and other interested parties

· Create agendas for scheduled meetings, and distribute to subcommittee and all other parties.

· Conduct the scheduled meetings according to the agenda, and take notes, or have someone else do so.

· Prepare and distribute the meeting minutes to subcommittee members and to other interested parties in a timely manner, including the TECC Secretary.

· Report recommended decisions to the Board.  If required by the ExCom, obtain full Board approval either by email or at the next scheduled meeting.

· Establish the quorum for a motion to pass, whether at a meeting or via email.

· Determine funding required and source/sources for successful subcommittee fuinctions and activities by working with the ExCom and the Finance Subcommittee Chair.

· Assign work to subcommittee members and track the progress of the assignments.

· Communicate to subcommittee members the information needed to do their jobs.

· Set the tone for the quality of subcommittee work.

· Report to the ExCom (and if requested, the full Board) on the subcommittee’s decisions/recommendations using written reports or emails prior to regularly scheduled meetings.

· Provide agenda items requiring Board action to the Executive Committee and Executive Director at least 2 weeks in advance of the Board meeting.

· Prepare status reports and attend Executive Committee or TECC Board meetings as needed for successful operations of the subcommittee.
· Work closely with staff as agreed to by the Board President and Executive Committee.

I understand that I have no authority as a Subcommittee Chair except that which has been specifically granted to me by a vote of the Board as a whole.  I agree to accept decisions of the Board as binding upon me as a Subcommittee Chair, and also agree that the Executive Director and Board President are the spokespersons for TECC.  I agree to this statement of duties:
_____________________________


____________________________

Signature of Board Member



Print name

____________________________________

_____________________________

Name of Subcommittee




Date
______________________________


_____________________________

Signature, Board President



Date






The Escondido Creek Conservancy ( TECC ) is a non-profit, public benefit, corporation dedicated to the preservation and protection of the natural open space within the Escondido Creek watershed. We support educational programs and compatible outdoor recreation within the watershed for the benefit of all residents of the area.
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