
    
 

Roles and Responsibilities of the Board of Directors and Officers 

 
Directors’ Responsibilities 

 

• Serve as the governing body of the Association and control all the affairs of the Association 

subject to the restrictions imposed by the Bylaws. 

• Select the financial institution(s), by resolution, to deposit all Association monies. 

• Employ such Executive Officer to manage the day-to-day operations of the Association. 

• Contract with an outside independent accounting firm to be available for consultation per 
policy 5.4 Legal Counsel & CPA and to conduct audits of the Association's books including 
the annual audit.  Said annual audit shall commence no later than the first quarter after 
the close of the fiscal year.  The Directors shall make available to the membership an 
annual report of the audited income and expenses and balance sheet of the Association 
no later than the next Annual Meeting of the Association. 

• Contract with outside legal counsel to attend monthly meetings and be available for such 
consults as deemed necessary per policy 5.4 Legal Counsel & CPA. 

• Review and approve a budget prepared by the Finance Committee reflecting projected 
income from all sources and projected costs and expenses of the Association for the next 
fiscal year.  The budget shall be submitted to the Directors not less than thirty (30) days 
prior to the first day of the next fiscal year. 

• Report regularly and promptly to the members all actions of the Board of Directors. 

• Review and act on committee requests.  If financial requests deviate from the approved 
budget, such requests must first be reviewed by the Finance Committee. 

• Approve actions of the Executive Committee carried out in the interim between Directors' 
meetings. 

• Approve and amend such rules, regulations and policies necessary to the operation of the 
Association. 

• Attend all Board meetings.  Any Officer or Director of the Board that is absent from three 
(3) regular monthly Board meetings in one (1) calendar year shall be automatically 
removed from their position. There shall be no differentiation between "excused" or 
"unexcused" absences.  In extraordinary circumstances, an appeal for reinstatement may 
be submitted for consideration by the Board of Directors. Any absence from a Board of 
Directors meeting should be reported to the President and CEO in advance, when possible.   

• Serve without compensation. 

• Represent the entire membership by:  
o Soliciting member input as much as possible. 



o Placing the welfare of the entire membership ahead of geographical or factional 
considerations. 

o Expressing their view points and sharing their opinions on issues before the group. 

• Be informed and knowledgeable in areas of particular interest, concern and importance to 
the Association and the real estate industry. 

• Volunteer for association committees as Director Liaisons.  Committees that do not have 
a Director will have one (1) appointed. The Pro Standards and Grievance Committees are 
excluded. 

• Provide reasonable access to member guests.  It is the policy of the Association to protect 

the interests of its members and employees in maintaining confidentiality.  All guests and 

staff will be excused when the Board is called into Executive Session at which time matters 

relating to confidential personnel matters, professional standards hearings, results and 

appeals, and attorney-client communications, among other possible matters, may be 

discussed. 

 
President / Duties, Responsibilities and Authority 

 
The President, as chief elected officer, represents the entire membership and the best interests 
of the Association; exercises personal leadership in the motivation of other officers, board 
members, committee members and staff; acts as spokesperson and inspirational leader and 
takes an important part in monitoring and evaluating organizational performance and 
effectiveness.  The office of President is one of leadership and personal commitment to the 
members of our Association. 
 
Within the limits of the bylaws and policies, the President’s authority is to accomplish the duties 
set forth below and to perform such other duties as approved by the Board of Directors: 
 

A. It is essential that the President be informed and knowledgeable in all areas of 
Association involvement and in the real estate industry in general.  

B. Represent the Association and acts in its name, subject to its declared polices. 
C. Appoint such committees and designates their chairs as deemed advisable, with the 

approval of the Board of Directors. 
D. Appoint one (1) Director to the Board of Directors to serve a two (2) year term.  Such 

appointee shall meet the same requirements as elected Directors. 
E. Serve as ex-officio a member of all committees of the Association except the 

Nominating and Certifying Committee, Professional Standards Committee and 
Grievance Committee. 

F. Guides the business affairs and strategic vision of the Association with the assistance 
of the Directors, Executive Committee and staff. 

G. Supports and defends policies and programs adopted by the Board of      Directors. 
H. Presides at and attends all meetings of the Board of Directors, Executive Committee 

and the membership meetings. 



I. President, or their designee, serves as the Association spokesperson and represents 
the interest and objectives of the Association in dealings with the news media, allied 
organizations and industries, local, state and federal legislators and the general public. 

J. Ensures that the Board of Directors and Officers are kept fully informed on the 
conditions and operations of the Association. 

K. Sees that the organizational structure of the Association is reviewed annually. 
L.  President, or their designee acts as NAR voting delegate. 
M. Represents the Association in attendance at the NAR Legislative Meetings, and NAR 

Convention, in addition to the NCR Inaugural, Legislative Meetings, and Convention. 
N. And to perform such other duties as approved by the Board of Directors.   

 
President-Elect / Duties, Responsibilities & Authority 

 
It is the responsibility of the President-Elect to perform the duties of the President in the event 
of the President's absence or disability. The office of the President-Elect is one of leadership and 
personal commitment to the members of our Association. 

 
Within the limits of the bylaws and policies, the President-Elect’s authority is to accomplish the 
duties set forth below and to perform such other duties as approved by the Board of Directors: 
 

A.  It is essential that the President-Elect be informed and knowledgeable in all areas of 

Association involvement and in the real estate industry in general. 

B. Attends as a voting member, all meetings of the Board of Directors, Executive 

Committee and membership meetings, and presides in the absence of the President. 

C. Serves as ex-officio member of all committees of the Association except Nominating, 

Professional Standards and Grievance Committees. 

D. Serves as Chairperson of the Strategic Planning Committee. 

E. Appoints the Vice Chair of all committees, with consideration from committee and staff. 

F. Attends the NAR Legislative Meetings, and NAR Convention, in addition to the NCR 

Inaugural, Legislative Meetings, Convention and Leadership Summit. 

 
 Secretary-Treasurer / Duties, Responsibilities & Authority 

 
The Secretary/Treasurer shall oversee the funds and assets of the Association.  In the absence of 
the Secretary/Treasurer, or at the discretion of the Board of Directors, the duties of the office 
will be assigned to the Chief Executive Officer as required from time to time.  The office of the 
Secretary/Treasurer is one of leadership and personal commitment to the members of our 
Association. 

 
Within the limits of the Bylaws and policies, the Secretary/Treasurer is responsible and has 
commensurate authority to accomplish the duties set forth below and to perform such other 
duties as approved by the Board of Directors: 
 



A. It is essential the Secretary/Treasurer be informed and knowledgeable in all areas of 

the Association involvement and in the real estate industry in general.  It is particularly 

important that the Secretary-Treasurer be knowledgeable of Association financial 

activities.   

B. Serves as chairperson of the Finance Committee, member of the Executive Committee 

and member of the Board of Directors. 

C. Shall have charge of such books, documents and papers as the Board of Directors may 

determine and shall have custody of the Corporate Seal. 

D. Is responsible for ensuring that minutes of all the meetings of the Board of Directors 

and General Membership are properly kept.  Keep records, containing the names, 

alphabetically arranged, of all persons, firms, corporations or partnerships that are 

Members of the Association, showing their places of business. Such books shall be 

opened for inspection as prescribed by law. 

E. May sign with the President, President-Elect or Chief Executive Officer, in name and 

on behalf of the Association, any contracts or agreements authorized by the Board of 

Directors and when so authorized or ordered by the Board of Directors, may affix the 

seal of the Association. 

F. Shall perform, in general, all duties incident to the office of Secretary Treasurer, subject 

to the authority of the Board of Directors and shall perform such other duties as may 

be assigned by the Board of Directors. 

G. Has responsibility of all funds, property and securities of the Association and all 

subsidiary corporations, subject to such regulations as may be imposed by the Board 

of Directors.  When necessary or proper, the Secretary/Treasurer may endorse on behalf 

of the Association, checks, notes and other obligations and shall deposit same credit to 

the Association at such bank or banks or depository as the Board of Directors may 

designate. 

H. On behalf of the Association and in conjunction with the Executive Officer;  

• signs all receipts and vouchers  

• signs checks and bills of exchange 

• signs promissory notes issued by the Association, except in cases where the 

execution of documents shall be expressly designated by the Board of Directors or 

the Bylaws to some other officer or agent of the Association. 

I. Makes such payments as may be necessary or proper on behalf of the   Association.  

The Treasurer shall enter regularly on the books of the Association full and accurate 

account of all monies and obligations received, paid or incurred for, or on account of 

the Association, and shall exhibit such books at all reasonable times to any Director 

upon request at the offices of the Association. 

J. Prepares with the Finance Committee and staff, an annual budget to be approved by 

the Board of Directors and makes recommendations for amendments to the budget 

when necessary. 

K. Presents financial reports at the regularly scheduled meetings of the Board of Directors. 

L. Requests committees' financial needs in advance of budget preparation. 

M. Attends the NAR Legislative Meetings, and NAR Convention, in addition to the NCR 

Inaugural, Legislative Meetings, and Convention as budgeted. 

N. The Secretary/Treasurer is strongly encouraged to serve on the Association’s 

Government Affairs and RPAC Committees. 


