Definitions of MITSEDS Procedures.

Getting Mail--

The mail must be checked at least once every two weeks. The first officer at the SEDS office at any one time when the ASA office is open should check the mail. Junk mail should be trashed. Other mail should be put in the Mail-Inbox, and an email sent to the officers list summarizing the contents of the mail. 
Outreach Responses-- 

The Outreach Chair is responsible for responding to and cataloging all requests for information. Generic letters for students and teachers will be kept in the appropriate file cabinet. All requests and responses should be filed for at least one year.
Weekly Events email--

Each Friday the Vice-President is responsible for summarizing the upcoming week’s events and sending an email to the Publicity Chair. Each Sunday the Vice-President shall send an email to the announce list describing the upcoming events for the week.

Responding to emails sent to the club--
The officer most knowledgeable on the topic of the email should respond. If no response is sent within two days of the officers receiving the initial email, the President of the club should respond. All responses must be cc-ed to the mitseds-officers list.

Infinite Poster--
The Publicity Chair must update the infinite poster weekly with the current events. A new infinite poster should be put up each January.
Finboard requests--
All officers should have a detailed list (hard copy) of their budget requests two officer meetings before the Finboard deadline. At the meeting each officer must explain their request to inform other officers. The Treasurer will compile these requests into one budget and present it at the following officer meeting for review. All updates to the complete budget request must be made at this meeting. The Treasurer will then submit the final budget to the Finboard by their deadline. Each final budget request will be filed in the appropriate cabinet.

Scheduling rooms--
Each officer is responsible for requesting a room from the schedules office for any event that he/she is in charge of. 

ASA requirements--
Whenever the ASA requests information of any kind, this request will be addressed at the first SEDS officers meeting following their request. The Vice-President and President shall both ensure that the needed information is provided to the ASA.
SEDS calendar updates--
All updates to the schedule of events should be added to the SEDS calendar at the office as soon as possible. Officers should only update the event that he/she is responsible for.
Ledger-- 
The Treasurer should be a running ledger of all transactions in the SEDS office as well as any personal records he/she may have.
