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Summary of Comitium Officer Duties


LEGION OF MARY:  Duties of the COMITIUM President
· The responsibilities of the President of the Comitium are very similar to the responsibilities of a Praesidium President.
· Coordinate all Comitium activities, including extension, Acies, Congress and other functions.

· Oversee the operation of the Comitium and adherence to the Legion system
· Attend the next higher Council meetings (Arlington Regia), as assigned (or ensure there is a substitute).  The Comitium should always have at least one board officer present at the Regia meeting and all board officers should endeavor to attend Regia meetings when the Comitium is reporting (e.g. annual, quarterly, etc.).  Also, participate in visitations and other necessary activities.
· Chair the Comitium Officers board meeting and the Comitium meeting.  Prepare the agenda for the Officers board meeting.
· Furnish the Comitium with a report of the Regia meeting.
· Give an Allocutio in the absence of the Spiritual Director.  (Note: Always have an Allocutio prepared in advance, for emergency.  It should not be simply reading from the handbook or another source.  While a commentary in your own words on a section in the handbook is ideal, it is permissible to refer to something you prepared in writing.
· Prepare an worksheet, copies of attachments, or other necessary materials for the Comitium officers meeting and prepare a worksheet and other necessary materials for the Comitium meeting.
· Guide the other Officers in the performance of their duties and the keeping of their records.  Ensure that the Vice President is aware of how to chair the Comitium and Comitium officers meeting in the absence of the President.
· Provide an atmosphere for spiritual growth and zeal for Our Lady and Her Legion.  Set an example of leadership.
· Consult with the Regia Officers, as deemed necessary.  Consult with the Spiritual Director for any serious problems.
· Presidents should remember that they have the “grace of state”.  Even though you may feel you cannot handle the job, the Presidency itself carries graces with it.  The President is “sitting in” for Our Lady and she never lets anyone down.

LEGION OF MARY:  Duties of the COMITIUM VICE President

· The responsibilities of the Vice President of the Comitium are very similar to the responsibilities of a Praesidium Vice President

· Attend the next higher Council meetings (Arlington Regia), as assigned (or ensure there is a substitute).  The Comitium should always have at least one board officer present at the Regia meeting and all board officers should endeavor to attend Regia meetings when the Comitium is reporting (e.g. annual, quarterly, etc.).  Also, participate in visitations and other necessary activities.
· Assign visitors to do visitations of Curiae and praesidia and participate in visitations and other necessary activities.
· Assist the Comitium President in the operation of the Comitium, including the preparation of periodic reports to the next higher Council.  The Vice President is aware of how to chair the Comitium and Comitium officers meeting in the absence of the President
· Preside at Comitium and Comitium Officers board meetings in the absence of the President
· Monitor the end of terms of officers for all directly attached councils or praesidia, including monitoring and reporting on terms due and vacancies at the monthly Comitium and Comitium officers board meeting. Alert reporting councils that elections should be held the month prior to end of term month, as necessary.
· Oversee/run the election of Comitium officers.  With regard to the election of Comitium officers, the Comitium Vice President will transmit the minutes related to elections to the Regia Vice President in order to faciliatte ratification of the elected officer(s) at the next Regia meeting.
· Ensure that minutes from directly attached Curia reflect the election of any new officer and contains the appropriate documentation. 
· The reporting councils will provide a copy of their meeting minutes monthly to the Comitium Vice President or the designated corrspondent (who in turn will provide these to the Comitium Vice President).
· The Comitium Vice President informs the other Comitium officers of any election that may occur in a reporting Curia, seeks comments prior to ratification, and presents the newly elected Curia officer at the Comitium meeting for ratification.
· Consult with the praesidium President, Spiritual Director, and other officers to identify potential officers and discuss potential officers with the other Comitium officers.
· Interview potential officer candidates to ensure they understand the duties of the position and demonstrate a willingness to carry them out, especially the first duty – to attend the Comitium meetings. Praesidium officers are expected to attend the meeting monthly unless they request an approved absence (sick, work, family, vacation) from the Comitium Vice President in advance of the meeting. If significant travel time (3 hours or more) is involved, quarterly attendance may be appropriate.
· Present the potential officers to the council body and seek consensus for an appointment either by a voice vote or by asking if there are any objections to the appointment. 

· Monitor the attendance of praesidium officers and council officers at the monthly council meeting.
· Discuss attendance problems at the Comitium officer’s meeting, and discuss corrective action with the other officers. Officers who are frequently absent (not excused) are not fulfilling their first duty to Mary, and should be encouraged to re-examine their commitment.
· Develop/utilize a system for taking the roll, whether verbally or by sign-in sheets.  If sign-in sheets are used, during the meeting remind members to sign in. 
· Report on attendance at the end of the meeting using the following system:
There are x out of y council officers present.

There are x directly attached council officers present from x councils. Councils not represented are x.

There are x praesidium officers present from x directly attached praesidia. There are x excused, x absences and x vacancies.

Praesidia not represented are . . .

Attendance including vacancies is x%

Attendance excluding vacancies is x%

· Only appointed praesidia officers count in the attendance percentage. Spiritual Directors are not included, and council officers do not count unless they are also praesidium officers.

· Calculate the attendance percentage including vacancies as follows:

· (#Total Officers) = 4 x (# Directly Attached Praesidia)

· Attendance Percentage = [(# Present) / (# Total Officers)] * 100

· Calculate the attendance percentage, excluding vacancies as follows:

· (# Total Officers) = [4 x (# Directly Attached Praesidia) ] – (# Vacancies)

· Attendance Percentage = [(# Present) / (# Total Officers)] * 100

· Maintain an up-to-date officer roster and distribute it periodically to directly attached units and to the assigned correspondent. The roster should list the full names of all officers of directly attached councils and praesidia, their term starts, addresses (postal and email), and phone numbers.

· Obtain and maintain attached council’s rosters.  Requests periodic updates from attached council vice-Presidents. 
· Provide a copy of the Comitium roster to the Regia Correspondent, or to the Regia President, if a correspondent is not assigned. 
LEGION OF MARY:  Duties of the COMITIUM secretary/ASSISTANT SECRETARY
· Attend the next higher Council meetings (Arlington Regia), as assigned (or ensure there is a substitute).  The Comitium should always have at least one board officer present at the Regia meeting and all board officers should endeavor to attend Regia meetings when the Comitium is reporting (e.g. annual, quarterly, etc.).  Also, participate in visitations and other necessary activities.
· Assist the Comitium President in the operation of the Comitium, including the preparation of periodic reports to the next higher Council.  Prepare an agenda for the Comitium meeting to include inputs from and approval by all officers.
· Keep concise and accurate minutes, typed or written in ink.  Minutes should be housed in a binder or a bound book and should be kept under control of the Secretary and should be maintained in such a way as access to them is provided as needed.
· "Shout" the minutes! The minutes should be read in a clearly audible tone.  Well recorded and read minutes set the tone of the meeting. Handle correspondence.  Once minutes are read and comments and/or corrections identified, necessary modifcations may be made and then the Secretary and the President (or Presidents designee) will sign the minutes.
· The responsibility for duties of the Secretary may be allocated between the Secretary and the Assistant Secretary at the discreation of the Treasurer and with concurrence of the Comitium board.  Currently, the Fairfax Comitium does not elected to employ an Assistant Secretary.
LEGION OF MARY:  DUTIES OF THE COMITIUM TREASURER/ASSISTANT TREASURER
· Attend the next higher Council meetings (Arlington Regia), as assigned (or ensure there is a substitute).  The Comitium should always have at least one board officer present at the Regia meeting and all board officers should endeavor to attend Regia meetings when the Comitium is reporting (e.g. annual, quarterly, etc.).  Also, participate in visitations and other necessary activities.
· Assist the Comitium President in the operation of the Comitium, including the preparation of periodic reports to the next higher Council.
· Give the Treasurer's Report at the meeting including: a) previous balance, b) income from donations, supplies and other sources received, c) list expenses and monies spent, and d) the current ending balance.
· Donations, supplies and other income should never be counted during the meeting, but rather after the meeting, by 2 volunteers, with the Treasurer observing.  The results of the count should be recorded on the appropriate documents (e.g. donation/supply sheet, cash count sheet, and check sheet), verified, signed and dated by the counters.
· The Treasurer should prepare and make the deposit, of funds received at he Comitium meeting, to the bank as quickly as possible after the meeting. 
· The Treasurer is responsible for authorizing and making all disbursements of funds, with approval by the Comitium board and/or the Comitium body, as appropriate.  The Treasurer shall prepare a periodic Treasurer report to be read at the monthly Comitium meeting, which should include making a recommendation/motion for a donation to the Regia or on other expenses as necessary.  The recommendation/motion must be seconded.
· Ensure enough Legion supplies are kept on hand to meet the needs of the reporting praesidia and councils, such as some handbooks, Tesseras, active and auxiliary leaflets, etc. These will be purchased from the Regia or from other sources, at the direction of the Comitium board. These supplies should be organized before the meeting so that they are available to the members.
· Ensure that the treasurer books are audited once a year by two members other than the treasurer. The auditors should sign and fill out the audit form which is attached to the annual report.
· Develop a system for filing receipts in an orderly fashion.  Retain the receipts for the annual reporting period.  They can be destroyed after the audit.
· The responsibility for duties of the Treasurer may be allocated between the Treasurer and the Assistant Treasurer at the discreation of the Treasurer and with concurrence of the Comitium board.  Currently, the Fairfax Comitium has elected to employ an Assistant Treasurer role.
LEGION OF MARY:  DUTIES OF THE COMITIUM ASSISTANT TREASURER

(Note: Currently, the Fairfax Comitium has elected to employ an Assistant Treasurer role.  As such, following are the primary duties).
· Attend the next higher Council meetings (Arlington Regia), as assigned (or ensure there is a substitute).  The Comitium should always have at least one board officer present at the Regia meeting and all board officers should endeavor to attend Regia meetings when the Comitium is reporting (e.g. annual, quarterly, etc.).  Also, participate in visitations and other necessary activities.

· Assist the Comitium President in the operation of the Comitium, including the preparation of periodic reports to the next higher Council. 

· Assist the Treasurer in the performance of the duties of the Treasurer and to fulfill the duties of the Treasurer, in the absence of the Treasurer. 

· The primary duty of the Assistant Treasurer is to oversee and ensure a sufficient inventory of supplies is maintained to meet the needs of the Comitium.  
· The Assistant Treasurer shall be responsible for the ordering of supplies, maintaing control of the supplies and advising the Treasurer and the Comitium board as to recommendations related to supplies.
· The Assitant Treasurer shall be responsible for ensuring that all supplies and materials orderd are received and fully accounted for and to bring any variances to the attention of the Treaturer and the Comitium board.
· The responsibility for duties of the Treasurer may be allocated between the Treasurer and the Assistant Treasurer at the discreation of the Treasurer and with concurrence of the Comitium board.  Currently, the Fairfax Comitium has elected to employ an Assistant Treasurer role.
Other Comitium Officer Duties
· Manage/oversee the:

· annual Bishop's report (currently VP, but historically responsibility of President),
· annual calendar (currently VP, but historically managed by the Secretary), 
· assignments for the Acies and December Reunion (currently VP, but historically has rotated amongst officers),
· coordination of the Acies event, including procession, printing the Acies booklets, etc. (currently VP, but historically has rotated amongst officers),
· reader/correspondent for the attached councils (as assigned – historically includes assignment to members of the Comitium body), 
· coordination of the Fairfax Fair activities (currently Treasurer),
· coordination of other Comitium events (all Comitum officers)
· Participate in visitations, as assigned.

· Manage, oversee and/or participate in other activities, as assigned.  
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