PRESIDENT
List of Responsibilities of the President of ActioNet, Inc.
The duties of the President include the following:
1. Chair regular and special meetings of the Members and Officers/Directors.  Follow procedures to greet all guests and substitutes at meetings.
2. Bring referral slips and signs to weekly meetings, and ensure that a supply is available.

3. Provide leadership for resolution of organizational issues.

4. Serves as voting Director.
SECRETARY
List of Responsibilities of the Secretary of ActioNet, Inc.
The duties of the Secretary include the following:
1. Keep minutes of all meetings of Officers/Directors, any special or annual
meetings of the Members, and those portions of any regular meetings of
Members for which minutes are required (those which relate to administration
of ActioNet. All minutes shall be included in the Corporate Record Book.
2. Keep record of attendance at regular meetings of members, contact members
after each absence, report absences to Vice President of Membership.
3. Maintain agenda for all meetings of Members and Officers/Directors.  Send Friday and Monday meeting reminder emails to all members.
4. Schedule and maintain calendar of members' presentations at regular
ActioNet meetings.
5. Serve as voting Director.
TREASURER
List of Responsibilities of the Treasurer of ActioNet, Inc.
The duties of the Treasurer include the following:
1. Track and collect application fees, breakfast/room service fees and
membership dues (if any) from Members and guests and provide a regular statement to all members.  Track the new member sponsorship award for members who introduce new members to ActioNet.  Recommend policies and procedures for collecting late dues.
2. Coordinate payment of breakfast/room service fees.
3. Track and account for any other income and all expenses.
4. Report financial affairs to Directors and general membership from time to
time.
5. Coordinate preparation and filing of all State and Federal income tax returns and reports.
6. Serve as voting Director.
VICE PRESIDENT OF MEMBERSHIP
List of Responsibilities of the Vice President of Membership
The duties of the Vice President of Membership include the following:
1. Chair Membership Committee.
2. Greet all guests personally or designate greeter.
3. Provide pamphlet to guests containing overview of ActioNet and explaining
application process.
4. Collect from applicants a membership application, including a written
description of products or services to be marketed at ActioNet, circulate to all
Members for conflict check 3 days prior to considering application for
membership.
5. Collect from applicants a letter or other proof of professional qualifications
and/or licenses to market products or services to be marketed at ActioNet.
6. Provide all new members with ActioNet folder and ActioNet business card
holder; collect $20 deposit for same.
7. Maintain list of current members and substitutes with contact information;
provide this information to the VP of Administration for timely updating on the website.  
8. Provide all directors with contact information for new members prior to their initiation.
9. Provide Treasurer with information regarding new member sponsorship award to current members.
10. Serve as voting Director.
11. Conduct Membership recruiting and retention activities and Membership relationship activities such as ‘Lunch or Coffee Buddies’.
12. Coordinate the bi-annual Membership Drive Open House.
13. Assist with events to market ActioNet membership.
VICE PRESIDENT OF ADMINISTRATION
List of Responsibilities of the Vice President of Administration
The duties of the Vice President of Administration include the following:
1. Chair meetings and assume other duties of the President, when the President is
unavailable.
2. Assist all other Officers in completion of their tasks.
3. Fill in for any Officer who is absent from a meeting of the Members.
4. Serve as voting Director.
5. Maintain the ActioNet Web site:  www.actionet.biz
6. Maintain bylaws, policies and publish updates on the ActioNet Web Site.  www.actionet.biz 
7. Coordinate officer elections by chairing an elections committee to recruit and qualify officer candidates.  Conduct elections.
VICE PRESIDENT OF REFERRALS
List of Responsibilities of the Vice President of Referrals
The duties of the Vice President of Referrals include the following:
1. Chair the portion of regular membership meetings dedicated to referrals and
testimonials.
2. Track all referrals, and report the same to the members from time to time.
3. Schedule activities to increase effectiveness of members at passing referrals,
from time to time.
4. Serve as voting Director.
