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DUTIES OF STATE CHAIRS

Importance of Chairs:

Our Constitution states that the CDA was organized for the “moral, spiritual, and intellectual improvements of its members and for charitable, religious and benevolent purposes.”  Our Chairs are the heart and soul of this organization.

Chairs are asked to represent and support each of the Circle of Love categories - Education, Family, Leadership, Legislation, Quality of Life, Spiritual Enhancement, and Youth/JCDA, and to provide guidance for Minnesota’s State Projects - SOS-Support our Seminarians, Women’s Religious, and our Gummi Bear Campaign to support Habitat for Humanity.  Court Development, Membership, Publicity, Website, and the Newsletter Chairs support our local and state courts as well. Chairs for special projects may be assigned by the State Regent.

Duties of the Chairs:

1. Submit a column to the Voice of the Lakes related to your category at least once a year.  If information to relate is time sensitive, communications may be made directly with local court Regents/Chairmen, with approval of the State Regent.  State newsletter deadlines are November 10,  February 10, and July 10.   Newsletter columns should be informative and encouraging.  Materials can be gathered from issues of the Share Magazine, National & State Board communications and related resources.  
2. Collect and evaluate report forms received from local courts; tabulate results of these evaluations and prepare reports for the State Convention, sharing overall project/program information and identifying award recipients (if desired) for presentation at the State Convention.  If numbers dictate, awards for each category should be based on the number of members i.e. Category I-75 or fewer; Category II 76-125 and Category III 126+ or more members.  Send first place State entries to National, respecting the deadlines and directions provided.

3.  With the approval of the State Regent, prepare any handouts which you deem helpful  

and mail, email or share directly with local courts to aid them in implementing of the Circle of Love and other programs.

4.  Attend State Workshops; be prepared to present information on your category. You  

      will receive advance information from the State Regent as to time of presentation etc.

Other Specific Duties:                       
Circle of Love Chairs (7) must encourage reporting by the local courts, and after receiving and evaluating reports from the courts, they are responsible for submitting the state and national reports as directed by the State Regent in advance of communicated deadlines.  The Education Chair in particular must promote the education contest by providing courts with directions, themes and deadline dates.  The State first-place winners in each category must be packaged and sent to the National Chair for that category following directions and meeting deadlines.  She must also mail a list of all entrants, their placings, category and sponsoring courts to the State Regent and the editor of the Voice of the Lakes.  These results are published in the Voice of the Lakes and on the state website after being announced at the State Convention.
State Publicity Chair is responsible for sharing information about publicity strategies with local courts as well as sending out, tabulating and evaluating local court publicity reports and for presenting the results at the State Convention.  She is also responsible for press releases involving all State Court events and for State Convention Publicity.  This must be coordinated with the State Regent.
State Website Chair is responsible for updating the state CDA website mncda.org and mncda.com and for making changes requested by the State Regent.  She encourages submissions to the website by State leadership and local courts.  She also serves as a resource to local courts with questions about their own websites, encourages participation in the Website Contest, and presents a report at the State Convention, recognizing successful websites and suggesting improvements.  She sends the first place local website entry to the National Chair and also completes and submits the State Website’s entry to the National Website Contest.
State Newsletter Chair is responsible for collecting information from State leadership and local courts for the State CDA Newsletter, the Voice of the Lakes, which is published three times a year – March 1, August 1, and December 1.  She receives updates from the State Secretary on new members and members who have died since the previous publication.  She serves as a direct contact with the publisher of printed copies of the newsletter and reminds the State Regent to update the mailing list provided by the newsletter publisher.   The Newsletter Chair is also responsible for sharing the CDA Newsletter Contest information with local courts and for receiving and evaluating local court newsletters, submitting first place entries in each category to the National Chair.  She also presents the results at the State Convention.   The State Newsletter Chair also prepares and sends the State Newsletter entry to the National Chair.
Membership Chair is responsible for encouraging the growth of membership throughout the state by developing and sharing membership and recruitment strategies with local courts and for encouraging courts to report their membership growth efforts.  She is also responsible for sharing information on effective strategies and announcing awards at the State Convention.  

Court Development Chair is responsible for researching communities, meeting with parish priests, and sharing information about CDA with parish women.  Current courts and members are encouraged to support this effort, especially in communities and parishes near to them.
Gummi Bear Chair contacts local court Regents to determine number of Gummi Bears each court wishes to receive.  She relates the number needed to the State Regent who orders the Gummi Bears and arranges for delivery.  Chair receives all payments and reports from the local courts and sends the report and checks to the State Secretary once all are received.  A report is also prepared to present at the State Convention.

SOS Chair contacts diocese and archdiocese offices annually to update the list of seminarians to be supported each year and to provide seminarian contact information to local courts assigned to them for their support and prayers.

Women’s Religious Chair researches Women’s Religious groups in the state to assign to local courts for their support and prayers.  Updates are made to assignments as requested by local courts or status of the religious group.  A report is shared at the State Convention after receiving reports from the local courts.
Expenses
1.  Mileage for State Court work is .30 cents per mile*.  You may also submit bills for phone calls, postage and photocopies.  Use an official State Expense sheet.  This should be mailed to the State Regent.  Try to submit bills at least within three months after they occur. Don’t let them accumulate.

2.  At the State Convention, the State Court pays mileage*, and one-half of the room expense, and $50 towards meals (excluding breakfasts).  An expense sheet should be submitted to the State Regent no later than 10 days after the convention. (The Convention registration is waived.)

3.  At the State Workshops, the registration fee is waived for State Chairs & District Deputies and meals are paid by the State Court.
*When traveling with others, mileage cost is to be split amongst passengers. State Chair or District Deputy should offer to pay their portion of the trip and turn in this amount on a State Expense report.  
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