A. THE PRESIDENT SHALL:

1. Coordinate property hand receipts with the TSA Secretary.  

2. Sign a signature card at the Post office and be authorized to pick up TSA mail.

3. Submit pertinent documents from the Board meetings to TSA Secretary.

4. Bring forward amendments to the Constitution and Bylaws to the board for further processing as described in the TSA Constitution.

5. Prepare agenda and submit to the Secretary.

6. Coordinate with the First Vice President for a Welcome/Farewell function given for the spouse of the Commander spouse of the CSM with the assistance of all Board and Committee members.

7. Serve as a member of the Scholarship Committee.

8. Perform all duties as described in the Bylaws. 
· Preside over Preside over all TSA membership meetings.

· all meetings of the Executive Board.

· Call for special meetings.

· Attend the meetings of the Apple Tree Gift and Thrift Shop Board and serve as a voting member of that board. 

· Serve on the Constitution, Bylaws, SOP Review Committees and Budget Committee.

· Appoint a Parliamentarian with the majority approval of the Executive Board.  

· Appoint a chair of each standing and special committees with the majority approval of the Executive Board.

· Enforce the Constitution and By-Laws.

· Cast the breaking vote in case a deadlock, except in annual election of officers.

· Fill elected officer vacancies by appointment with the majority approval of the Executive Board. (See Bylaws)

· Authorize associations’ expenditures, not to exceed $150.00 (one hundred-fifty dollars) per disbursement.

· Be a contracting party or other obligations on behalf of the event locations.

· Maintain a positive relationship with all committee chairpersons.

· Maintain a working knowledge of all club activities. 

· Submit an After Action Report and all properties of the office within 30 (thirty) days of the installation of the new President.

B. THE FIRST VICE PRESIDENT SHALL:

1. Coordinate with President and Second Vice President by July in selecting menus for the monthly General Membership meetings for the upcoming year.

2. Present proposed dates and menus to both the Executive and General Boards at July meetings. 

3. Prepare a flyer with the Second Vice President of proposed dates, programs, and menus for distribution at the September Newcomers’ Activities/Sign-up.

4. Perform all duties as described in the Bylaws.

· Assume the duties of the President in his/her absence.

· Succeed to the office of the President if that office is vacated.  If First Vice President declines the appointment, a new appointment for President will be made by consensus of the Executive Board.  The newly appointed President shall appoint a new First Vice President subject to the Executive Board’s approval.

· Attend TSA Executive Board meetings.

· Attend monthly TSA Programs. 

· Shall be responsible for planning, scheduling and coordinating the logistical needs of all monthly and special functions Luncheons/Dinners.

· Coordinate dates of monthly TSA Programs.

· Purchase appreciation gifts and/or obtain TSA Certificates of Appreciation for guest speakers.

· Collect and report monthly volunteer hours to the Installation Volunteer Coordinator.

· Be a contracting party on behalf of the organization in the absence of the President.

· Perform other duties as assigned by the President.

· Serve on the Constitution, Bylaws, SOP Review Committees and Budget Committee.

· Maintain a working knowledge of all club activities.

· Submit an After Action Report and all properties of the office within thirty (30) days of the installation of the new First Vice President. 

C. THE SECOND VICE PRESIDENT SHALL:

1. Coordinate with President and First Vice President by July in selecting menus for the monthly General Membership meetings for the upcoming year.

2. Present proposed programs to both the Executive and General Boards at September meeting.

3. Perform all duties as described in the Bylaws.

· Assume the duties of the President in the absence of the President and First Vice President.

· Attend Executive Board meetings.

· Attend TSA Board meetings as a voting member.

· Plan and coordinate Special Fund Raisers (i.e. Bazaars, Silent Auctions, etc.)

· Prepare and submit fundraiser requests to Area IV Director of Community Activities.

· Be a contracting party on behalf of the organization in the absence of the President.

· Submit an After Action Report and all properties of the office within thirty (30) days of the installation of Second Vice President.

· Perform other duties as assigned by the President.

D. THE SECRETARY SHALL:  

1. Maintain attendance sheets of Board members at meetings.

2. Keep record of excused and unexcused absences of all Board members.

3. Prepare and submit to the JAG, Administrative Law Division, all documents for approval; i.e. minutes, financial statements.

4. Copy and distribute previous month’s Board minutes for the monthly General Board meetings.

5. Copy monthly agenda as provided by the President and distribute to Board members at each General Board meeting.

6. Prepare letters necessary for President’s signature to submit to JAG for request of expenditures over $1000.00. 

7. Post monthly minutes and financial statements at Area IV DCA for TSA records.

8. Maintain copies of the TSA Board minutes and financial statements for TSA records.

9. Keep on file the original (or copy) of the approval letter from the Commander, regarding the Constitution.

10. Assist with correspondence and certificates of appreciation upon receiving prepared submission by committee chairs.

11. Notify via email all Board members of Executive Board & General Board of Special Board meetings.

12. Prepare a Board roster to include position, name, phone numbers, email address, mailing and residence address.  Provide the Board with a hard and email copy by the August Board meeting and update via email as needed.

13. Maintain a folder for each position to be placed at Board meetings for collection of distributed paper work.

14. Perform all duties as described in the Bylaws.

· Attend Executive Board meetings.

· Attend TSA Board meetings.

· Record the proceedings of the TSA Board meetings and any special meetings of the Association.

· Submit a copy of the minutes to the Area IV Director of Community Activities.

· Record, sign, present, post and keep the minutes of the General Board meetings, special meetings, or monthly functions, as necessary.

· Record all General Board votes delivered by telephone and electronic mail.

· Keep a current list of all members.

· Prepare all correspondence for the Association as deemed appropriate by the President.

· Keep the official copy of the Constitution.

· Make available a copy of the Constitution upon request.

· Perform other duties as assigned by the President.

· Submit an After Action Report and all properties of the office within thirty (30) days of the installation of the new Secretary.

E. THE TREASURER SHALL:

1. Schedule and chair the Budget Committee meeting held after the installation of officers to                                                                      prepare a new budget by May.  See Treasurer Section of the Bylaws.

2. Provide to the Executive Board a monthly financial statement with a list of donations made.

3. Provide copy of monthly check register to the President and the Honorary Board.

4. Perform all duties as described in the Bylaws.

· Be responsible for the management of the Association’s funds.

· Act as Custodian for the funds of the Association.  Receive, safeguard, disburse, and account for funds and other assets in accordance with applicable regulations, policies and procedures established by the TSA Board.  

· Prepare an annual Budget (with the assistance of the Executive Board) to be approved by the TSA Board at the beginning of the Association year for presentation to the general membership.

· Render a report as to the financial status of the organization at the TSA Board meetings.

· Maintain all financial records and those records pertaining to the financial operation and liquidation of the organization.

· Be liable for losses of funds and property where dishonesty, fraud or culpable negligence on their part is established.

· Attend Executive Board meetings.

· Attend TSA Board meetings as a voting member.

· Attend and collect monies at monthly TSA Programs.

· Perform other duties as prescribed by the President.

· Submit an After Action Report and all properties of the office within thirty (30) days of the installation of the new Treasurer.

F. THE PARLIAMENTARIAN SHALL:

1. Ensure that the General Board meetings are conducted by proper procedures as outlined in the Constitution and Bylaws.  Robert’s Rules of Order (newly revised) shall govern all parliamentary procedures not covered by the Constitution and Bylaws.

2. Explain Parliamentary procedures in simple terms.

3. Prepare, copy, and distribute ballots for all voting procedures at all meetings as necessary.  Coordinate with all committees requiring votes brought to the General Membership.

4. Tally votes at all meetings and report results to appropriate committee chairs and the Treasurer.  Provide the Recording Secretary with hard copy of the results for minutes and Continuity Book. 

5. Oversees the Constitution, Bylaws and Standard Operating Procedures (SOP) Review Committees, which shall meet at least every two years, no later than January.  See Constitution, Bylaw and SOP Review Committees Section in this document.

6. Chair the Nominating Committee in accordance with TSA policy.  See Nominating Committee Section in this document.

7. Administer telephone and/or electronic mail vote of the General Board as necessary and report results to the President and the Recording Secretary.

8. Maintain a record of all telephonic and electronic mail votes of those members polled.

9. Facilitate any changes in the SOP when voted upon by a two-thirds vote of the Executive Board.

10. Plan with the Second Vice President and preside over the Installation Ceremony of the TSA Executive Board officers and the elected officers.

11. Attend all Executive Board, General Board, Special, and General Membership meetings. 

12. Perform all duties as described in the Bylaws.

II.  APPOINTED STANDING COMMITTEE CHAIRS’ RESPONSIBILITIES

A. THE WELFARE CHAIR SHALL:

1. Maintain a separate Continuity Book and a Donation Book.  The Donation Book shall include the donation request letters, JAG approval letters, receipts, financial statements from the Treasurer, and any other pertinent documents.

2. Develop a donation request form and guidelines to be approved by the Executive Board to be distributed to the community.

3. Research and select all appropriate formally written and signed requests which will serve a large number of Americans for a substantial period of time.  When possible, funds should be made to assist nonprofit community endeavors or groups. 

4. Contact the JAG office if there are any questions or concerns about a particular individual or organization requesting funds that may have anti-American affiliations.  

5. Make recommendations to the General Board for appropriate recipients for approval by the General Board.

6. Obtain approval for specific American projects and any donation totaling more than $1000.00.  Information regarding voted approval of requests of $1000.00 or less will be reported to DCA via monthly minutes and financial reports. 

7. Ensure that donation recipients from the Welfare funds are aware that they must utilize allocated monies within a period of sixty days from the date of payment or return the allocation to the welfare fund.  

8. Ensure that donation recipients from Welfare funds submit their receipts no later than 30 days after the funds have been expended.

9. Follow up, inspect, and review all gifts to ensure effective use of TSA welfare funds. Failure on the part of the requesting agency to use funds appropriately or failure to return them shall cause it to be banned for a minimum one-year period from further consideration as a recipient of TSA donations. 

10. Turn over Continuity Book to their successor and the Donation Book to the Treasurer within three days after the May Membership function.

B. THE HISTORIAN SHALL:


1. Chair a committee to assist if needed. 

2. Record the history of the board through the use of photography and scrapbooks. 

3. Assemble and maintain scrapbooks.

4. Present scrapbooks to the President at the May General Membership function and retain one for the TSA files. Scrapbooks will be displayed at the TSA functions, General Board meetings and General Membership functions. 

5. Coordinate the annual Board pictures to be taken at the April General Board meeting and present to each Board Members in May.

C.  THE MEMBERSHIP CHAIR SHALL:

1. Review and update as needed Membership Application Form. 

2. Prepare and distribute a renewal letter and membership application form to previous year’s membership.

3. Oversee membership sign-up at the September Newcomers’ Activities/Sign-up and monthly events. 

4. Promote a mid-year mini membership drive. 

5. Collect membership dues and turn over dues to the Treasurer within two days.

6. Compile and maintain a complete and accurate membership list.  

7. Publish a membership directory to be available to the General Membership by the November meeting.

8. Supply an up-to-date membership roster no later than the February Board meeting to the Parliamentarian for use by the Nominating Committee. 

D. THE PUBLICITY CHAIR SHALL:

1. Arrange for any publicity that the TSA considers appropriate.

2. Provide posters, press releases, and flyers etc. of TSA functions and activities to the Commander’s Channel, Morning Calm, AFN, community electronic board and all other media as well as establish a working relationship with these organizations/agencies. 

3. Provide information on TSA activities to the Community to be brought to community meetings. 

4. Provide updated information to the Webmaster.

E. THE RESERVATIONS CHAIR SHALL:

1. Publish reservation policy and provide it to the General Board.

2. Receive reservations for all functions requiring them and notify First Vice President of reservation numbers on deadline day so notification can be given to the facility used. 

3. Make nametags for the membership.

4. Arrive early for the monthly functions in order to check-in reservations and collect money. 

5. Collect all monies from such functions and turn such monies over to the Treasurer within two days.

6. Notify persons who make reservations and do not attend or have not cancelled by the deadline.  If payment is not made within 30 days of the reservation deadline, membership will be suspended until payment is made.  The Membership Chair and the President shall be notified of such suspensions.

F. THE SCHOLARSHIP CHAIR SHALL:

1. Establish a committee which consists of the following: The appointed chair person, the President, the Treasurer, a TSA Advisor, a senior officer’s spouse, a senior enlisted person’s spouse, and a member selected from the General Membership. Should any of these have children or spouses applying for a scholarship, they are ineligible to sit on the committee.  Should any of these individuals be ineligible, they shall appoint a representative to sit in their stead.  This committee shall meet monthly from November to May.

2. Prepare and update applications for scholarship and distribute by 1 January. 

3. Ensure that all scholarship monies be used for tuition only. 

4. Publicize scholarship availability and eligibility requirements through the high school, PTO, and other community information forums by September and coordinate with the Education Center, school counselors for distribution of applications.

5. Choose a Selection/Scoring Committee that shall include: one officer’s spouse, one enlisted person’s spouse, two community leaders who are non-TSA members, and two Active Duty service members.  No member of the Scholarship Committee shall serve on the Selection/Scoring Committee.  Should any of these individuals on the Selection/Scoring Committee have children or spouses applying for a scholarship, they are ineligible to sit on this committee. 

6. Assist with the Scholarship Recipient Recognition event.  The ceremony will take place in May of each year.

G. THE SPECIAL PROJECTS CHAIR SHALL:

1. Form a committee to coordinate the Special Projects and submit a budget for this event to the Treasurer.

a) Coordinate the event.

b) Meet regularly with your committee members, set a timeline for completion of each aspect and check progress.

c) Write prompt thank-you cards to all volunteers and homeowners involved in the event. 

d) Solicit three volunteers (at a minimum) to organize the following: 

i. Coordinate getting information out to the public. 

ii. Coordinate the food menu to be served at the reception.

2. Oversee the “The Pink Book” or assume that responsibility.

H. THE WAYS AND MEANS CHAIR SHALL:

1. Chair a committee to assist if needed.

2. Vendors must be told that they can only sell their products at the TSA event.

3. Meet with the staff where the event will take place to arrange set-up of vendor tables as well as work closely with the First and Second Vice Presidents on logistics. 

4. Inform all vendors of the identification required for access and provide them with directions to the event.

5. Arrange access for vendors by submitting the proper identification to the Provost Marshal.  Prepare Pass and ID memorandum to Area IV.  

6. Keep vendors informed of any date or time changes as well as call one week prior to remind them of the upcoming event. 

7. Be responsible for meeting the vendors to escort them to the base and be available to handle any inquiries. 

8. Plan an Opportunity Drawing, to include making opportunities for drawings available during reservation check-in time, collecting donated gifts from vendors, assisting in the drawing and passing out of gifts.

9. Collect table fees from vendors during the event. 

10. Turn in Opportunity Drawing collection and table fees to the Treasurer within two days of the event.

11. Conduct fundraising projects, which may include but not limited to, the purchase and sale of cookbooks, calendars, door prizes etc. 

I. THE HOSPITALITY CHAIR SHALL:

1. Report to the Membership Chair.

2. Research and submit a proposal to the Membership Chair in July for the purchase of a small gift given to new members.  Upon approval, purchase gifts and present to the new members beginning with the September function.

3. Assist in the setup of the Newcomers’ Activities/Sign-up in September. 

4. Collate membership welcome packets to include but not limited to: welcome letter, reservations policy, proposed menus and programs.

III. ALL GENERAL BOARD CHAIRS SHALL:

1. Be appointed by the TSA President with majority approval of the Executive Board and be a voting member. 

2. Be familiar with TSA Constitution, Bylaws and SOP.


3. Attend monthly board meetings and support all TSA activities.

4. Maintain a Continuity Book to include a job description, Constitution, Bylaws, SOP, monthly reports, yearly budget, monthly financial reports, board reports, meeting minutes, after-action/year end reports, and an inventory pertinent to that position.  The Continuity Book is turned over to his or her successor within three days after the May General Membership function.

5. Prepare and submit an after-action report to the President and appropriate Vice President and retain a copy for your Continuity Book. 

6. Prepare a committee plan for the board year to be presented at the September General Board meeting.  Any proposed revision to current policy must be approved by a majority vote of the General Board.

7. As necessary, prepare a monthly report of board proposals and any expenditure.  Distribute this report to all board members.

8. Submit items for publication to the secretary at each monthly General Board meeting or by the submission deadline.  Must publish the amount of welfare funds expended every month.

9. Prior to the luncheon reservation deadline, notify the President and the Reservations Chair of any guests who will be paid for from TSA funds. 
















