
AAUW Minnesota Board Position Descriptions 
(Taken from AAUW MN Standing Rules, Approved October, 2013) 

 

In addition to specific position descriptions, general responsibilities of board members can 

be found in the AAUW Minnesota Standing Rules located on the AAUW MN website in the 

“About Us” dropdown menu. 

 
Vice President for Membership  

 Serve as chair of the membership committee, as an ex officio member of the program committee, 

and as a member of the finance committee.  

 Understand the eligibility rules and membership requirements for branch members and assist the 

branch membership chairs in problems of qualifications for membership and in the development 

of membership orientation programs.  

 Provide guidance, materials, and assistance to branches for promoting diversity and growth of 

membership and for strengthening membership retention.  

 Endeavor to increase membership in AAUW Minnesota through the establishment of new 

branches and recruitment of AAUW national members.  

 Continue organizing activities with a petitioning group at the direction of the state president and, 

with the assistance of the bylaws chair, help the petitioning group in the preparation of its bylaws.  

 Have jurisdiction over new branches for two years and, during this time, arrange visits of state 

board officers, past leaders, and/or liaison team members as necessary with costs of these visits to 

be paid by the state after prior consultation and approval of the president and the finance chair.  

 Review the membership section of the AAUW Minnesota website on a regular basis. Submit 

updated membership information to the webmaster, in order to keep the membership section of 

the AAUW Minnesota website current.  

  

Vice President for AAUW Funds 

 Serve as chair of the AAUW Funds committee and as a member of the program committee. 

AAUW Funds includes Legal Advocacy, Educational Opportunities, Public Policy, Eleanor 

Roosevelt, and Leadership Programs Funds. 

 Implement the AAUW Funds programs on fellowships, research and projects, Legal Advocacy 

programs and such others as may be established by AAUW. 

 Keep records of contributions received and credited to the respective branch and forward branch 

and individual contributions to AAUW as they are received. Verify with AAUW that funds are 

received and properly credited to the branch and state. Examine AAUW Funds reports received 

and check them against Minnesota records. 

 Explain all AAUW Funds programs to the branches by suggesting programs, speakers, and fund 

raising methods, encouraging each branch to raise their per capita gift and to work for 100% 

participation by its membership, promoting contributions to Minnesota funds (i.e. Past Presidents 

and Jane F. Skinner American Scholarships), explaining AAUW Funds to new branches, 

publicizing AAUW Funds; collecting branch AAUW Funds contributions with the deadline to be 

determined by the vice president for AAUW Funds, and forwarding checks received from 

branches to AAUW.   



 Welcome to Minnesota, either by letter or in person, any AAUW Fund recipients who are 

studying in the state and extend to them whatever help, advice, and hospitality will make their 

stay more pleasant and profitable.  

 Arrange for recipients of any AAUW Funds to speak at state conventions.  

 Schedule branch visits of fellows at branch expense. Determine the availability of each fellow, 

and send an invitation to attend the state convention after approval of the board.  

 Design, plan and organize, in conjunction with the Program Committee, an event at state 

convention; and inform all branches how they can participate in this fundraiser which will benefit 

all of the state’s contribution to AAUW Funds. 

 Figure the per capita contribution on the membership as of February 1st of the current year as 

reported in the state convention booklet.  

 Have the AAUW Funds report printed in the convention booklet using contributions and 

membership statistics from the preceding year.  

 Review the AAUW Funds section of the AAUW Minnesota website on a regular basis. Submit 

updated information to the webmaster, in order to keep the AAUW Funds information on the 

AAUW Minnesota website current.    
 

 Secretary/Historian  

 a. Record the minutes of the meetings of the state executive committee, the state board of 

directors and AAUW Minnesota convention.  

 b. Serve as an ex officio member of the convention minutes-condensing committee.  

 c. Within thirty (30) days after an executive committee meeting, be responsible for sending copies 

of minutes to all members of the board of directors.  

 d. As soon as possible after each meeting of the board of directors, send advance copies of the 

minutes to the appointed committee of three for review. After recording recommended 

corrections and changes, send copies to all members of the board of directors in time for review 

prior to approval at the next board of directors meeting.  

 e. Be responsible for providing copies of the full and complete state convention minutes to all 

board members prior to the summer board meeting. After board approval of the full and complete 

convention minutes, send copies to members of the convention minutes-condensing committee 

who should return the condensed version to the state secretary in time to be sent to board of 

directors members prior to the fall board meeting. After approval by the board of directors at the 

fall board meeting, submit the approved condensed convention minutes for printing in the next 

convention booklet. Include copies of lists of recipients of special awards at conventions (i.e. 

Membership, AAUW Funds, Young Women for Equity, etc.) as part of both the complete and the 

condensed convention minutes.  

 f. Be responsible for collecting and preserving the historical record of AAUW Minnesota:  

 1) Compile an annual history of AAUW Minnesota (including dates, full names, and addresses) 

from the reports of the branches and the board, which shall be the legal record of the state 

AAUW.  

 Provide guidelines and receive from each retiring board member copies of significant materials 

which originated during her/his tenure for placement in the archives.  

 File yearbooks, minutes, convention reports, and other pertinent material of a permanent nature in 

the archives at the Minnesota Historical Society.  

 Submit information to be printed in the annual convention booklet or send each branch copies of 

the historical report, whichever is appropriate.  



 Assume responsibility for the decade history project. 

 Have available at all meetings of the state, board of directors, and executive committee copies of 

the current AAUW Bylaws and the AAUW Minnesota Bylaws and lists of state officers, board 

members, committees, and task forces.  

 Assume responsibility for such correspondence of the state, board of directors, and executive 

committees as the president, board of directors, or executive committee shall delegate.  

 

Nominating Committee (3 members and 1 alternate)* 

 Informs the membership of the opening of applications September 15 and closing 

November 15 via The Minnesota Pine and notification to the branch presidents. 

 Conducts all nominating committee meetings (Chair). 

 Is responsible for all correspondence and records of the nominating committee, including 

the distribution and collection of vita sheets (Chair).  

 Reports to the state board at the January board meeting (Chair).  

 Sends letters of acceptance/rejection to all candidates immediately following board 

approval of the slate at the January board meeting. 

 Reports to the state membership via The Minnesota Pine. 

 Reviews and recommends/rejects applications.  

 Is required to conduct a conference call or meet in person to discuss candidates' 

qualifications if more than one candidate per office seeks nomination.  

* Elected Nominating Committee Members will be joined by two board members and one 

alternate board member elected by the board at the first meeting of the fiscal year. From the five 

committee members, the board will also elect a Chair and an Assistant Chair of the Committee. 


