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Friendship Trays, Inc.

2401-A Distribution Street

Charlotte NC 28203

Phone:  (704) 333-9229

Fax: (704) 333-5947
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Roles and Responsibilities of Corporate Officers
Updated through Aug. 11, 2009

President

· Guide Board in fulfilling its stated roles
· Invest the Board’s time wisely
· Appoint Ad Hoc committees as appropriate
· Interact with Executive Director day-to-day as primary contact with Board
· Appoint Chairs of Human Resources Committee and Ad Hoc Committees
· Chair the Executive Committee
President Elect

· Perform duties in the absence of the President

· Become President the following year

· Chair the Development Committee

Secretary

· Prepare and maintain minutes of Board of Directors meetings

· Prepare and maintain minutes of the Executive Committee meetings

· Maintain the Board roster

· Maintain Friendship Trays, Inc. History document

Treasurer

· Review financial results monthly and submit a report to the Board
· Chair the Finance Committee
� EMBED MSPhotoEd.3  ���








_1163847595.bin

