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GENERAL DUTIES OF BOARD MEMBERS

Section A:  The duties of the Board members shall be implied by their respective titles and those specified by these By-Laws. These duties shall include but are not limited to:
1. Maintain a current standard operating procedure (SOP) and write an After-Action Report (AAR) due at the June Board meeting and submitted to the Secretary, Parliamentarian, and President via email. 
2. Annually review/revise/maintain said SOP and AAR and create and clearly label a digital copy to be stored electronically on a device to be passed on to the next Board year’s officer/chair with that position and printed if a binder is also kept and passed on. 
3. Prepare and submit a proposed budget to the Treasurer at the beginning of the RSAMCC year if position requires one and operate within individual allowances as approved by the General Membership. See RSAMCC Constitution, Article IX, Section I for approval of additional allowances.
4. Provide monthly board reports to the President, Secretary and Volunteer Chair by the specified deadline, unless arrangements have been made with the President's approval for an alternate submission timeline.
5. Attend all Board meetings. Members should notify the President of any intended absence prior to any meeting. Missing three consecutive board meetings without prior notification will trigger a review of the Officer’s/Chair’s continued participation by the Executive Board. 
6. [bookmark: _Hlk173704483][bookmark: _Int_9yyw86Q0]At the start of the Board year, the Parliamentarian will assign each voting Board position another voting Board position to serve as their proxy in the event they are absent from a meeting. No Board position shall receive more than one proxy.
7. Shall attend all monthly General Membership meeting luncheons and special events, if possible.


DUTIES OF EXECUTIVE BOARD

Section A:  President (Non-Voting, except as a tie breaker)
1. Shall, upon assuming office in June (Joint Board Meeting), acquire/sign for all keys and, as needed, sign a new application at the post office for new key lock/change.  President will distribute copies of keys as follows: PO Box-Treasurer, additional PO Box key to any voting Executive Board member as designated at the beginning of each RSAMCC year, Storage Unit-2nd Vice President. See SOP for further change over duties upon installation and exit of office.
2. Shall preside at all RSAMCC General Membership, Executive Board, and General Board meetings to include the Annual Board Orientation in June.
3. Shall call special meetings of the Executive Board and/or the General Board when necessary and may call special meetings of the General Membership with the approval of the Executive Board.
4. Shall serve as an ex-officio member of all committees except the Nominating Committee.
5. Shall with the assistance of the Executive Board, appoint all Chairs of Standing Committees and Special Committees.
6. Shall appoint a Parliamentarian to the Executive and General Boards.
7. Shall appoint representatives to serve as liaisons between the RSAMCC and other organizations as required.
8. Shall have the authority to sign checks and shall be one of the three signatories on the bank check signing authorization card.
9. Shall sign and review the monthly Treasurer’s financial statement and approved board minutes to be submitted to FMWR by the deadline set by FMWR.
10. Shall sign and review, with the Executive Board, the revalidation packet received from the Parliamentarian.
11. Shall, with the approval of the Executive Board, sign all contracts on behalf of the RSAMCC.
12. Shall maintain an electronic file containing the SOP and After-Action Report for each of the Executive Board, General Board, Standing Committee and Special Committee positions.
13. Ensure the Executive Board, General Board, Standing Committee and Special Committee positions are bonded at the expense of the RSAMCC as needed.
14. If any elective office, other than the Presidency, becomes vacant during the year, the President, with the approval of the Executive Board, shall appoint a successor to serve the unexpired term. 
15. Shall maintain incorporation status with the State of Alabama and shall ensure that the Treasurer makes yearly payments associated with operating a charitable organization in the state in the month of June.
16. Shall have the authority to appoint Standing Committee Chairs.
17. Shall ensure that the Treasurer prepares and files taxes by October 15th each year.
[bookmark: _heading=h.u3fywjipmewz]
Section B:  First Vice President (Voting)
1. Shall assist the President and perform the duties of the President in the President’s absence.
2. Shall assume the duties of the President in the event that office becomes vacant during the year, with the approval of the Honorary President and Advisor(s).
3. Shall attend committee meetings at the request of the President.
4. Shall act as a liaison for all VIP Guests (seating, security, and notification.)
5. Shall, in conjunction with the President, prepare a program outline for the year which includes the Membership Kick-Off, luncheons and other functions as they arise to be presented to the Executive Board for approval. Shall coordinate and assist in the presentation of programs for each General Membership Meeting.
6. Shall work with the Vendor Chair to keep all vendor forms and Disclaimer forms updated and submitted to FMWR for approval no less than 21 business prior to RSAMCC event.
7. Submit annual program schedule and menus to Webmaster for program flyer creation and monthly evites. 
8. Shall reserve facilities (The Summit at Redstone or another location) for the monthly General Membership Meeting functions.
9. Shall be the primary point of contact between RSAMCC and The Summit at Redstone regarding the facility’s use for General Membership functions.
10. Be responsible for procuring the President’s appreciation gift at the end of the President’s term, which will be budgeted for in the First Vice President’s budget. 

Section C:  Second Vice President (Voting)
1. Shall preside at all meetings in the absence of both President and First Vice President.
2. Shall assist the President and First Vice President as requested for all RSAMCC projects and events.
3. Shall maintain working knowledge of all RSAMCC activities.
4. Shall maintain and hold keys/combinations for the RSAMCC storage area(s).
5. Shall be responsible for and maintain an accurate list of all RSAMCC property and loaned property, including cabinets and decorating items, and shall be responsible for the general orderliness of storage facilities.
6. Shall complete an AAR after each event to include a final spreadsheet of expenditures. in conjunction with the Treasurer.
7. Shall plan and coordinate with approval from the President and General Board in arranging all other special events/fundraising activities, to include coordinating with 1VP on fundraisers that also serve as monthly membership events,  Oversee Fundraising Committee to assist and coordinate all fundraising and sponsorship activities in which the RSAMCC chooses to participate.
8. Shall work with Volunteer Coordinator to appoint chairs with approval of President and First Vice-President in assisting with events and activities.
9. Shall be the single point of contact for the Executive Board with FMWR Garrison Non-Federal Entity/Fundraising Coordinator when needing approval for RSAMCC activities.

Section D:  Secretary (Voting)
1. Shall attend and keep minutes of all meetings of the Executive Board, General Board, regular, and special meetings of the General Membership.
1. Shall set up monthly board meetings.
1. For RSAMCC revalidation purposes, shall have custody of all minutes and records of meetings of the RSAMCC and maintain a current file of documents to include:
0. Constitution and Bylaws
0. [bookmark: _Int_hwlZB0Wm]Copy of Request for Permission to Operate letter and the Installation Approval letter
0. Retention of revalidation documentation
0. Copy of financial statements
0. Copy of latest audit
0. Copy of incorporation paperwork
0. Copy of IRS tax exempt status
0. Current list of officers
0. Copies of the SOP and After-Action Reports for each position on the General Board
0. List of annual members as provided by the Membership Chair
1. Shall prepare copies of minutes and agendas and distribute via email.
1. Arrange for minutes to be recorded by another member of the General Board or Executive Board, depending on the meeting, in their absence.
1. Collect monthly board reports and create General Board agenda based on submitted reports.

Section E:  Treasurer (Voting)
1. Shall make arrangements with the bank for three signatories on the bank signature authorization card. The signatories shall be the Treasurer, and any two Executive Board members as determined at the beginning of each RSAMCC year.  Signatories will be bonded at the expense of RSAMCC. Two signatures will be required to make a check valid. No persons shall sign checks written to themselves.
2. Shall receive and disburse funds generated (to include any fundraiser) on behalf of the RSAMCC. Shall make deposits of funds in a timely manner, not to exceed 72 hours after an event or fundraiser. The two designated voting Executive Board members who have authorized signatures shall be allowed to make deposits on behalf of the Treasurer. Treasurer will work with any Board Member that an overdraft check has been given to, to ensure that all members owing money for any function or dues or for an overdraft will be informed and collected from.
3. Shall split profits from fundraising for disbursement as outlined in the Constitution.
4. Shall maintain all contracts, warranties and bonds and shall be bonded at the expense of RSAMCC.
5. Shall present a report on the transactions of the previous month at the monthly meeting of the General Board.
6. Shall request proposed budget submissions from those Board members requiring a budget and chair the Budget Committee and prepare, with the assistance of the Honorary President, Advisor(s), President, First Vice President, Second Vice President, Secretary, Parliamentarian, and the Board Liaison the annual proposed budget to be presented to the General Board NLT the September Board meeting for their approval.  This budget will then be presented to the General Membership in September for their approval.  Upon approval of the Executive Board, prepare a revised Budget in January, if necessary.
7. Shall prepare an annual financial statement with supporting documents and ensure audit requirements are met in accordance with AR 210-22. 
8. Shall ensure that twenty-five percent of membership dues remain in the general fund at end of the board year per the RSAMCC Constitution.
9. Shall prepare and file the required annual tax documents (October 15th every year).
10. Shall be responsible for one post office box key and coordinate with the President for any mail collection. Additional key to the PO Box may be held by any voting Executive Board member as designated at the beginning of each RSAMCC year.
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