ALTRUSA COMMITTEE DUTIES

	Committee Name
	Duties

	Communication-Publicity
	Promote Altrusa’s activities, particularly community service activities in news; 

Notify members of meetings & important events via an e-mail; help fundraiser with articles

	Courtesy
	Send birthday cards to members; send get well cards and/or flowers to sick members or on other significant events (e.g., birth of child)

	Membership
	Process all new member applications; organize new member recruitment event (~April); organize an orientation meeting for new members (possibly 4th Tues) 

	Program
	Set up schedule of speakers for 3rd Tuesday (Due Jun 15th  to handbook comm for Jun- Jul of next year); no speaker for Dec; introduce speakers at meeting; send thank you notes to speakers; arrange for AV equipment; since we would have to pay >$100 for a data projector, ask them to bring their own; we can get a screen & extension cord from Days Inn

	Yearbook
	Update (May-June) and distribute handbook (by July) to members; 1 copy to Int’l; 1 copy to District Governor

	Finance
	Develop General and Service budgets for next year; present to BOD & members at May meeting; due Jun 15th to handbook committee for year Jun 1-May 31

	Nominating
	Members elected in Jan; Contact members to serve as officers; slate of officers to be presented to BOD and published in Feb newsletter; election in March; conduct Installation in May

	Service
	Determine, organize, & conduct service projects except for those done by Literacy, Scholarships & Minigrants, and Advance Xmas Party committees; i.e., responsible for Harvest Table, Habitat for Humanity arrangements, etc

	Literacy & Mini-Grants
	Send mini-grant notification to Brookings County schools in Jan/Feb; teachers must apply online; Apr 1 is due date; select winners; notify winners and send checks (May); collect evaluation forms and pictures from previous yr; arrange for news coverage of events

	Scholarships & Mini-grants
	Notify BHS about scholarships; select scholarship winner in January; attend honors ceremony if President cannot attend (Spr); invite winners to attend June or July meetings; get names and addresses of schools & social security #, pictures and info about students for newspaper article; notify Treasurer to send money so arrives for Fall registration.

	Advance Christmas Party
	Decide on gifts for clients; get names of clients for Xmas cards; decide on date to wrap gifts and address cards (2nd Tues in Dec); arrange for Santa and refreshments; get helpers for parties; Xmas party usually 3rd Tues in Dec in place of meeting

	Literacy Lunch fundraiser
	One face-to-face meeting in May to decide on speaker, date, location & committee assignments; remaining meetings are by email; present plans to club to approve; in Jun/Jul speaker confirmed; location reserved; give speaker bio & pix to brochure person


	Fund Raising
	Organize new fund raisers (other than Literacy Lunch and Bridge Marathon) if club determines that we need another fund raiser

	Bridge Marathon
	Set up and distribute packets to team captains; collect fees and scores; give awards to winners at Bridge Party in Sep; organize kick-off party in Sept.


