Midwestern District Council
Auxiliary Officer Duties and Responsibilities
Compiled from the MDC Constitution and By-Laws (July 2022)
This document consolidates the duties that apply to auxiliary officers from the general Auxiliary Laws and Financial Procedures. Where the bylaws do not specify responsibilities for an office, recommended best-practice language should be developed by the Executive Board or Auxiliary and adopted through the appropriate approval process.
Auxiliary President
Serves as the chief elected officer of the auxiliary.
Works with the appointed Auxiliary Director and under the authority of the Diocesan and MDC Constitution and By-Laws.
Submits two recommendations for Auxiliary Director; final appointment rests with the Diocesan.
Ensures annual budget is submitted to the General Secretary one month before the Annual Session.
Ensures annual program is submitted to the General Secretary for approval.
Ensures annual financial report is submitted on the first day of the Annual Council business session.
Obtains required approvals for auxiliary speakers and programming.
Signs council vouchers with the Secretary/Assistant Secretary and Treasurer before payment.
Vice President
Assists the President in all assigned duties.
Presides in the President's absence.
Assumes responsibilities delegated by the President.
Secretary
Maintains minutes and records of auxiliary meetings.
Maintains auxiliary accounting records jointly with the Treasurer.
Makes periodic comparisons with records of the General Treasurer.
Signs Council vouchers with the President and Treasurer.
Assists with submission of annual reports, budgets, and programs.
Assistant Secretary
Assists the Secretary.
Performs Secretary duties during the Secretary's absence.
May sign Council vouchers in place of the Secretary.
Treasurer
Maintains accurate financial records.
Works with the General Treasurer regarding deposits and disbursements.
Maintains auxiliary accounting records and reconciles with the General Treasurer.
Turns over receipts promptly to the General Treasurer.
Maintains petty cash according to MDC policy.
Signs Council vouchers with the President and Secretary.
Assistant Treasurer
Assists the Treasurer.
Performs Treasurer duties during the Treasurer's absence.
Assists with reconciliations, deposits, and financial reporting.
Important Council-Wide Requirements for All Auxiliary Officers
No person may hold more than one elected auxiliary office.
All auxiliary funds are under MDC financial procedures; separate checking accounts are prohibited.
All auxiliary activities are subject to the MDC Constitution and By-Laws.
Failure to submit required budgets may result in impoundment of auxiliary funds.
Auxiliary officers may be removed for repeated violations of MDC laws and regulations.
Source References
Primary references: Auxiliary provisions (pp. 18–22), Auxiliary Laws, Auxiliary Financial Procedures, Auxiliary Practical Procedures, Auxiliary Programming, and Auxiliary Rules for Order, together with the officer provisions used as a model for assistant officers.
