Big SIR Duties Checklist

November – December
· Meet with the new Big SIR to transfer files in December.

· Officially Transfer Big SIR Duties, gavel and nametag to new Big SIR at Christmas Dinner Dance

· Committee Chairman
· Contact each current chairman of the various activities to see if they will continue their leadership for the ensuing year.  If not, ask them to find or suggest a replacement.
· Provide the Membership Chairman with a list of the new year’s committee 
Chairmen for the Membership Book in mid-December, also for Trampas Topics for January issue.
January
· Membership Roster

·   The Membership Book is updated each year and distributed to the membership at the January luncheon. The Book is prepared by the membership chairman – The Incoming Big SIR needs to ensure this is done.
· Liability insurance is provided by the State Organization.  Details of coverage by the SIRInc Insurance program can be found in the SIR Leaders Guide.  No action required by Branches.
· Update Signatures on Bank of America Account

· See example letter in binder

· Signature needed for: Big SIR, Little SIR, Treasurer, Assistant Treasurer, Auditor

· After Big SIR information has been transferred, notify Secretary of transfer. The Secretary needs to send a note to the Area Governor that all officer duties have been transferred to new officers using the following note:

· “This is to notify you the appropriate records for Branch #116 have successfully been transferred to the new Officers in accordance with SIR Schedule of Branch Operations.”

· Ensure a new contract with Boundary Oak is signed, returned to Lessee and a copy sent to Secretary for the file.

· Financial

· Have Treasurer prepare and submit budget for the ensuing year.  Annual dues and luncheon charges will surface for discussion and approval by the board.

· Get someone to do the End-of-Year Audit. Normally two people are desired.

· Provide Audit team names to Area Governor by January 1.

Audit of all Branch activities, including Golf, need to be completed by February 10.

· Senior and Super Senior Awards

· Request a list from the Membership secretary of members who will reach the age of 90 (Seniors) or 95 (Super Seniors) during the year for award presentation.

· Send State SIR Form 6 to State requesting Senior or Super Senior certificates at least 3 weeks prior to the Luncheon presentation. Once certificate is received, you need to buy a frame for the certificate and present this certificate yourself.

· Set Membership Goals

· At Jaunary BEC, review Form 27 from prior year and set membership goals for current year.

February
· Nominating Committee

· Past Big SIR chairs this committee and selects members.  Membership will be communicated to the Big SIR by February 28.
· Nominations for Officers and Directors for the new year will be forwarded to Big SIR by May 31.

· The candidate slate will be included in the July Newsletter.

· Voting and election of the new Officers and Directors will be held at the August luncheon (normally a show of hands if only one candidate per position.)
· Within 5 days following the election, the Branch Secretary will complete Form 20 and forward it to the State Organization.
Quarterly

· A quarterly report, including copies of action plans, shall be submitted to the Area Governor indicating why or why not the Branch is meeting its goals with recommendations on how to achieve the goals if they are not being met.
Ongoing Responsibilities
· Trampas Topics Newsletter

· Each month provide Newsletter Editor with your “Big SIR Sayings” (~450 words allowed)

· Use the Sayings to communicate what is happening with the Branch and to share your ideas.

· For the BEC and Luncheon meetings

· BEC & Luncheon Agendas

· Prepare and distribute to BEC and Activity chairmen draft agendas a week or two in advance of the meetings.

· Get Guest and New Member induction information from Membership and Attendance Chairmen a few days before meetings and incorporate the info in the agendas as appropriate.

· Send out final agendas a day or two prior to the meetings.

· Meeting setup

· Don’t forget to bring gavel, podium, SIR poster, agendas, and nametag to the meeting

· Setup SIR poster at the front entrance.

· Put table nametags on head and guest tables.

· Start BEC meeting on time (9:30 AM)

· Start Luncheon on time (11:30 AM)

· Pickup all your stuff at end of meeting.

· Following the meeting

· Each Quarter provide a New Member Quarterly Report to the Area Governor on the status of meeting Form 27 goals.

· SIR State Forms

· There are many useful forms for SIR on the SIR State Website. Examples include:

· Printed Supplies or Pins, Senior Certificates Order Form, Certificate of Appreciation, Branch Membership Report (Form 27), etc., etc.

· Member Recognition

· Honorary Life Member: Our Branch is allowed 4 HLM (2% of membership). If we have fewer than allowed, consider setting up a nominating committee to select a possible recipient. (See SIR State Form 45)

· Certificate of Appreciation:  Consider giving award to anyone you consider worthy. (See SIR State Form 7)

· Presidents Awards- Senior and Super Senior Certificate. (See SIR State Form 6)

· Certificate of Remembrance: When a member passes away, consider presenting a certificate to the family at the memorial service. (No SIR State Form)

· Past Big SIR: The BEC a few years ago decided to give Past Big SIR pins. In addition, the October Luncheon should recognize all Past Big SIR and give them a free lunch. It may also be a good idea to recognize all Past Big SIR in attendance at the Christmas Dinner Dance event.

· Luncheon Activities

· New Members: Consider highlighting new members name tags for 3 months after joining and encouraging other Members to introduce themselves to the new member.

· Seating: Consider scrambling seating arrangements once in a while to mix things up.

· Special Luncheon Activities: Consider having a special shirt or hat day for one of the Luncheons. 
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