OFFICER DUTIES OUTLINE 
Executive Board

· President

· Is ultimately responsible for the program in regards to decision making
· Creates an environment in which championship teams and cars can be developed

· Helps captains

· Fosters clean and professional shop

· Encourages team bonding
· Makes sure teams are comp ready
· Supervises that all officers are doing their job

· Is Executive Board liaison with Faculty Advisor 
· Is main representative of organization
· Present a good image

· Know Deans

· Work with VP to deliver Newsletters, Mugs and other material to people on campus
· Monthly General body meetings

· Presides over meeting

· Makes power point

· Emails calendars
· Keeps Alumni Listserve

· Email alumni updates

· President of the past phone calls

· Develops relationships with other societies

· BEC, ESAC, ASME, SWE, etc.
· Reregisters organization nationally
· Coordinates regular Executive Board meetings (Weekly)
· Coordinates organization’s master schedule and online Google calendars with:
· University/Community Relations 

· Investor Relations

· Executive Board


· Formula Team

· FSAE Business Team 
.

· Makes sure there is documentation of all events 

· archive 

· on website in a timely manner

· Twitter
· Looks for any opportunities to get our name out

· Know engineering publications and SAE publications

· Nominates Member of the Month to be approved by e-board

· Distributes prizes

· Coordinates recruitment programs
· Programs include but not limited to
·  Introduction to engineering presentation

· TSTP, EFTP, Set Up tours

· Vice Presidents Internal  (Membership)

· Assists president
· Maintains a 

· Team member contact/involvement list

· University contact list of all important chairs/deans
· Organizes University events such as but no limited to
· Homecoming BBQ and parade

· Unveiling

· Gator Outreach tours

· Engineering bowl teams, etc
· Student Organization fairs (Gator Mania, Ideal, Eswamp, New student welcome)
· Coordinates  apparel order

· T-shirts, Jackets and polos
· Name tags

· Coordinates UFSAE’s award application submission to contests of interest 

· CSI & Ideal’s Student Involvement Awards

· SAE International

· University Scholars

· Writes and Publishes Semesterly Newsletter

· Find printing sponsorship for it

· Make mailing labels 

· Mails to sponsors
· Make sure it gets on the website
· Writes monthly press releases during testing months

· Maintains media contact list

· Coordinates membership retention programs

· New student shop Day at beginning of each semester
· Presents a list serve sign up to all possible members

· Organizes member events

· At least 2 A World in Motion events a year

· Team BBQs

· Advertising of events

· Flyer for General Body meetings and other events

· Manage facebook group
· Vice Presidents External  (of Investor Relations)
· Assists president 

· Updates and publishes new sponsorship packet and brochure

· Find sponsorship for printing

· Coordinates team involvement with sponsorship search
· Make sure everyone gets their stuff done

· Make sure all material for sponsorship is in easy access

· Put forms online

· Email updates

· Write new template sponsor letter and emails

· Have different ways people can do sponsorship

· Keep track of how much each member brings in
· Recontacts current sponsors
· Coordinates finding new sponsors

·  For cars, office supply, services and food for events
· Maintains sponsor contact list

· Emails sponsor emails

· Team updates and newsletters

· Holiday cards

· Event invitations

· Plans Career fair week events

· Info sessions

· Shop open house
· Coordinates that all benefits are received as laid out by the sponsorship levels form of the sponsorship packet.

· Send thank you letters after each donation

· Logos on website

· Order plaques

· Coordinates advertisement decals for car(s) and sponsorship board(s)

Treasurer
· Creates and manages organization's annual budget
· A really long meeting over the summer

· Monthly updates

· Helps facilitate large purchases (IE: hotels, trailers, rental cars etc.)
· Manages organization's finances
· Know  what’s happening to the Pcard
· Coordinates receipt reimbursement

· Writes PO's upon request
· Regularly checks balance in accounts

· Collects money for GMS sale of tickets, apparel, etc.
· Is main liaison with BEC and Student Government (SG) 
· Is BEC Representative  

· Attend bi-weekly meetings 

· Find replacement is necessary

· Keeps Prez up to date on what is happening in BEC

· Is BEC Awards Committee Member
· Is BEC Finance Committee member 

· Attends Bi-weekly meetings

· Find replacement is necessary
· Prepares UFSAE’s annual budget request

· Arranges for members to present at BEC meetings
· Writes SAR’s (SG Money)
· Writes special requests

· Webmaster

· Maintains website  

· Updates weekly and/or upon request
· Upcoming events, past events ect

· Sponsors
· Needed documents , newsletters, articles

· Ensures layout is not dated
· Remodel the website as needed
· Ensures no dead links

· Ensures site/server is up weekly

· Acts as liaison to hosting company(s)
· Semesterly updates to
· Team members

· Alumni section
· After return from comp updates 

· History of program

· All placement records

· Archive last season

· Maintains UFSAE listserv
· General body
· Alumni
· Shop list serve

· Comp listserve

· Helps manager forum

· Make sure there are listserve sign up when there should be

· Take pictures at events to post on website

Please take note of the following:

· All terms are one year, beginning upon the return of design team(s) from competition(s) 
· All e-board members should strive for record keeping excellence, including but not limited to: taking photos at events and around the shop, clear record keeping, and evaluations of events
· All E-board members are the representatives of SAE
· Be responsible
· Work harder than the rest of the team
· Outreach to students
· Know how to present SAE to companies
· All officer should have a large focus on teach younger team members how to do their jobs even better than they are doing them so we can continue on the history of excellence
· All officers recognized by the UF Center for Student Involvement must meet the following requirements:

· Must be taking 12 credits per semester (Unless during final semester before graduation, which requires a letter from the college of study to verify the number of remaining credits needed)
· Must have a 2.0 GPA from the previous semester, and a 2.0 overall GPA, 
· Must have no academic warnings and/or probations
· Must have no conduct probation
· Must have no obligations, fees, etc. to UF
· All officers must live Gainesville, FL during the entirety of their term (summer internship with an engineering company may be exempt on a case by case basis)
· All officers are required to attend the Officer Training Session, Officer Meetings and General Body Meetings
