BOD Chairperson
 The TSRSO BOD Chairperson will have knowledge of the BOD by-laws and the Articles of Incorporation.  The Chairperson shall have a understanding of the Start to Live guidelines, the spiritual retreat guidelines and the taping committee guidelines.  He/She also needs to have experience in regional service and knowledge and understanding of the TSRSCNA guidelines.
The Chairperson shall attend and Chairperson all TSRSO BOD meetings, as well as all executive committee meetings.  The Chairperson shall attend and participate in the yearly Start to Live Chairperson election. The Chairperson shall attend all TSRSCNA meetings and make a report to the TSRSCNA.  The Chairperson shall at the monthly BOD meeting appoint an at large member to attend the TSRSCNA PA meeting the following month.  The Chairperson shall appoint all Ad Hocs.
The TSRSO BOD Chairperson must have the ability and willingness to remain fair and impartial when conducting the business of the BOD.  She/He must place principles before personalities.  The Chairperson will have a good working knowledge of Robert's Rules of Order.  The Chairperson has general oversight responsibilities of the convention spiritual retreat and taping, although changes shall go through the full BOD and or the responsible committee.  Removal of directors is outlined in the bylaws.
The Chairperson shall be a signature on all financial accounts.  
The Chairperson will participate in as needed and have knowledge of all large literature purchases.  He/She will hold a closed session of the BOD to discuss salaries, removals, or other personal details of a special worker or at large member's life.  He/She will make a general report to the TSRSCNA and BOD on the results.  The Chairperson should work closely with the vice-Chairperson on all matters.  The Chairperson shall work closely with the Vice-Chairperson to rectify any NSF checks

Vice Chairperson
The TSRSO BOD Vice-Chairperson will have knowledge of the BOD by-laws and the Articles of Incorporation.  The Vice-Chairperson shall have an understanding of the Start to Live guidelines, the spiritual retreat guidelines, and the taping committee guidelines.  He/She also needs to have experience in regional service and knowledge and understanding of the TSRSCNA guidelines.
The Vice-Chairperson shall attend all BOD meetings, executive committee meetings, Start to Live Chairperson elections and any "special" meetings.  The Vice-Chairperson will from time to time attend TSRSCNA Policy and Administration meetings.  She/He shall Chairperson when asked or needed any functioning TSRSO BOD committee lacking leadership.  
The Vice-Chairperson usually is asked to Chairperson all Ad Hocs.  The Vice-Chairperson may from time to time be asked to Chairperson the monthly BOD meeting.

The Vice-Chairperson must have the ability and willingness to remain fair and impartial when conducting the business of the BOD.  He/She must place principle before personalities.  The Vice-Chairperson should have a good working knowledge of Robert's rules of order.  The Vice-Chairperson will have signature rights on all TSRSO financial accounts.  The Vice-Chairperson will work closely with the Chairperson and shall be willing in one or two years to seek election at that position.  The Vice-Chairperson shall work with the Chairperson to rectify any NSF checks.

TSRSO Corporate Secretary
The Secretary of the TSRSO Inc. shall have a working understanding of the Articles of Incorporation.  He/She shall have a working understanding of the TSRSO Bylaws.  Article Nine and sub-sections 6:08 and 12:04 are primary to the understanding of her/his duties.

The Secretary of the corporation shall be the sole applier of the corporate seal.  The collection and maintenance of minutes, reports, by laws and financial information shall fall under her/his responsibilities.  For IRS purposes the TSRSCNA falls under this corporate umbrella. Otherwise the collection of information shall be for the TSRSO BOD, Start to Live, Spiritual Retreat, and taping committees.  In the collection of financial data the TSRSO Corporate Secretary shall work with the Treasurer and accountant to receive accurate information, on the preparation for the yearly tax returns.
The Corporate Secretary shall maintain a membership book.  This book will have all current (and past as practical) members names, addresses, and signatures.
If at some time for some reason deemed necessary the TSRSO BOD must after consulting the TSRSCNA remove a director; the Secretary of the corporation will send a letter of removal to that director.  This shall be done even if the director was present at the removal.  Copies of the letter shall be distributed to the BOD and the TSRSCNA and two copies in the minutes of the TSRSO.
The TSRSO Corporate Secretary may sit on the executive committee of the TSRSO.

Treasurer

It is important for the TSRSO Treasurer to read and comply with the duties outlined in the by-laws and have knowledge of the Articles of Incorporation.
The Treasurer shall be responsible to enter all day to day transactions into the office computer (the Office Manager shall provide all necessary information.)  He/she will also verify payroll information, deductions from checking, and make accurate journal entries.  The Treasurer will also reconcile all checking and literature replenishment accounts on a monthly basis.
The TSRSO Treasurer will work with the paid accountant on local, state, and federal tax filing.  He/she will provide them with monthly and end of year profit loss statements, balance sheets, checking, and replenishment account reports.  He/she also files all city, state, and federal sales tax.

The Treasurer will make a monthly report to TSRSO BOD including therein an income and expense report, an account receivable report, balance sheets, and a budget fill in with the appropriate and correct information.
On a bi-monthly basis the Treasurer will provide the BOD Chairperson with information for their report to the TSRSCNA.  The Treasurer may also be asked to attend the TSRSCNA meeting and give a report.  He/she shall also on a yearly basis make a budget and get approval.

Office Manager

The Office Manager is responsible for maintaining the physical building housing the TSRSO.  This would include making sure that the office is clean and safe for use, that all items necessary to maintain it are available (including ink, paper, toilet paper, etc.) for those using it or delegated to maintain it, and to supply all receipts and financial expense information to the treasurer.  Also, any interaction with the landlord other than rent payment, including snow removal, maintaining the back steps hallway and the outside light in the alley.  All major repairs and changes will go through the entire board and the landlord.
Furthermore the day to day interaction with the special workers is included in his/her responsibilities.  This includes keeping their hours, making sure they have all the tools needed to do their jobs, and any contact with the job service (if necessary.)  Although, any changing of wages and raises shall be handled by the board, in a closed session.  If the special worker calls off they would call you. Also informing them of their roll and responsibilities to TSRSO and to TSRSCNA will fall under this job description.  All payroll information will be passed on the Treasurer from the Office Manager.
The Office Manager in conjunction with the Literature coordinator shall also assist in the preparation for all large literature purchases making sure the space is available and a clean path can be made to it. If able, also helping to unload, move it into place and count it.  The Office Manager may be called from time to time to assist others who use the TSRSO to assist in or give direction to how they may or may not use the rooms, closets, etc.  The Office Manager will maintain the two calendars (one in the large front meeting space, one in the rear meeting space) that tell who uses what space at what time.
The Office Manager will provide any and all information as needed to the TSRSO BOD Chairperson to provide an accurate and current report to the TSRSCNA at their bimonthly meeting.  Lastly the Office Manager will prepare a report on all activities of that month and report them at the monthly TSRSO BOD meeting.

Literature Officer
The TSRSO Literature Officer is responsible for ordering, maintaining and inventorying WSC approved and some regionally accepted literature and other items for sale at the TSRSO. 
He/She shall do a physical spot inventory semi-annually insuring proper stock on hand.  A monthly inventory need only include the top selling items.  Once or twice a year after reviewing past and current sales, financial, and other data, she/he will put together a "big" order inventory for purchase.  The Literature Officer will notify the entire board and TSRSCNA before ordering.  Notification is the requirement of the Literature Officer.  After these actions are taken, he/she will negotiate with NAWS for discounts (if applicable.)  The Literature Officer will work with the office manager and other BOD members on the delivery and stocking of the "big" order.  All sales from NAWS of fifty dollars or more made by the office sales worker need to be approved by the Literature Officer.  
He/She shall keep the regional meeting list current by delegating the task (such as to the special worker,) or by their own hand.  The oversight and coordination shall be her/his responsibility.  She/He will enter all orders into the computer when received and update the meeting list maker.  Also, getting bids (while working with the Negotiating Team) for the meeting lists and the purchase itself of said meeting lists fall under the Literature Officer’s duties.
She/He shall prepare and make a monthly report to the BOD.  
He/She will prepare on a bimonthly basis a report for the BOD Chairperson to make at the TSRSCNA.  At the Chairpersons request the Literature Officer may attend the TSRSCNA and make that report for themselves.  The Literature Officer will make an annual report to the TSRSCNA and BOD himself, on the previous year's sales and upcoming yearly predictions (this should be done at the February meeting of TSRSCNA and BOD).
Once a year, an actual hand count of all the saleable assets should be made.  This is a very large job and cannot be done alone.  The actual physical counting of literature, coins, key tags, etc. will be overseen by the Literature Officer with help from other BOD and other reliable members.
The Literature Officer shall make themselves available to sell literature at our convention and spiritual retreat.  She/He may attend fundraisers and even ASC events.  She/He will work with the office manager to make sure there is someone working the office when it is supposed to be open and the special worker is not available.

Negotiating Team Chairperson
The Negotiating Team Chairperson shall head a small 3 - 5 member committee.  They shall be charged with the responsibility of negotiation, bid oversight, vendor information collection and storage, product information, hotel and resort information collection and storage for the use of the BOD and its committees for their activities. The correct temperament, demeanor, and appearance are needed for this position and process.
The Chairperson of the negotiation team shall participate in and make a report to the TSRSO BOD on all activities, including negotiations and bidding for hotels and resorts for Start to Live and the Spiritual Retreat.  She/He may be asked to work with an attorney on document organizing and document oversight.
He/She shall work with the committee to provide for Start to Live and Spiritual Retreat vendors for products.  The best value, quality, and cost will be chosen through research of past and present vendors and a three bid minimum process.  No current BOD Start to Live or Spiritual Retreat member may be a vendor.  From time to time He/She may be asked to oversee or provide product or vendor information for the office.  Vendor information for the taping committee may be required along with possible equipment information.  She/He may also be requested for help by the TSRSCNA on information, such as locations, room cost, vendors, etc.  In the case of a NAWS sponsored event in the Tri-State region the Negotiating Team will assist them to provide the fellowship with the best cost, quality, and information.

TSRSO Recording Secretary
The TSRSO Inc. Recording Secretary shall take the minutes of all full monthly TSRSO meetings and any special meetings.  The recording Secretary shall take roll at the monthly and special meetings.  He/She shall provide a copy and the original for the corporate Secretary to keep in the files.  She/He will make a copy of the minutes available to all area Directors, Directors at large, ad hoc members, and the TSRSCNA.  Vote tallies shall not be included in the minutes.  Copies of minutes of closed sessions of the BOD will only be distributed to Directors.  This may be done by the US Mail, electronically or otherwise.
The Recording Secretary of the BOD shall take the minutes (if needed) for the Executive Committee meeting.  The agenda should be formulated at this meeting.  The recording Secretary will, if able, make the agenda for the next TSRSO meeting available with the last month’s minutes.  

