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ARTICLE I

NAME AND PURPOSE

Section A. The name of this organization shall be Fort Novosel Community Spouses’ Club, Fort Novosel, Alabama hereafter referred to as “FNCSC.”

Section B. The purpose of the FNCSC shall be to develop and foster a spirit of community responsibility through community outreach; to provide welfare support for activities within the military and surrounding communities through Community Grants and Military Dependent Scholarships programs; and to provide opportunities for social, cultural, and creative pursuits.  

ARTICLE II

GENERAL PROVISIONS

Section A. The FNCSC is organized as a private, self-sustaining, non-profit organization and operates and exists on a military installation only with the consent of the Installation Commander. This consent is contingent upon compliance with the requirements and conditions of all Army Regulations, specifically, Fort Novosel Regulation 210-1 (attached). It adheres to the Internal Revenue Code, Section 501 (c) (4) of the Internal Revenue Code of 1986 (Federal Tax Exempt Status of a Private Organization) or corresponding provisions of any future United States Internal Revenue Law.  

Section B. The membership and all activities and programs which the FNCSC conducts, or in which it participates, will not prejudice or discredit the US Army, the military services or other agencies of the US Government. All activities of the organization will be conducted without discrimination based on race, national origin, color, religion, gender, sexual orientation, age or marital status.  

Section C. The FNCSC shall be financially self-sustaining except for support authorized in Fort Novosel Regulation 210-1.

Section D. The nature, function and objectives of the FNCSC, together with provisions for proper disposition of residual assets and liabilities upon dissolution, will be established in this Constitution and Bylaws.  

Section E. The officers and members of the FNCSC will abide by all applicable federal, state and local laws in the transaction of FNCSC business. 

Section F. Any item or documentation purchased, acquired, created (including digital documents and/or images) by any FNCSC Board member on behalf of the FNCSC or during FNCSC related business will be considered FNCSC property and subject to all federal, state and local laws pertaining to ownership.
Section G. The members are liable should the assets of the FNCSC be insufficient to 

discharge its liabilities. All members will acknowledge, in writing, that they understand 

the provisions of this article and section.  

ARTICLE III

MEMBERSHIP

Section A. Membership in the FNCSC shall be voluntary and is extended to:

1. Active Members

a. Eligibility:
i) Spouses of active duty or retired Commissioned Officer, Warrant Officer, or Enlisted soldier (hereafter referred to as military personnel) of the Armed Forces of the United States assigned to Fort Novosel, Alabama, or residing in the local Wiregrass area. 
ii) Un-remarried widows or widowers of military personnel of the Armed Forces of the United States who reside in the Fort Novosel Wiregrass area.

b. Privileges: Active members in good standing have the privilege to vote, to hold elected or appointed offices, and to participate in all FNCSC activities. Active membership is effective upon registration and payment of current dues.  

c. An active member is considered in good standing when annual dues and all current activity and program fees are paid in full.  
2. Associate Members



a. Eligibility:

i) Divorcees of military personnel of the Armed Forces of the United States who have retained their military privileges and reside in the Fort Novosel, Wiregrass area.  

ii) Spouses of International Officers or Enlisted military personnel on active duty, assigned to Fort Novosel, Alabama.

iii) Spouses of National Guard or Reserve military personnel not on active duty orders but residing in the Fort Novosel, Wiregrass Area.  




iv) Spouses of DoD/DA contractors of Fort Novosel. 


v) Spouses of DoD/DA civilian employees who are currently 



employed at Fort Novosel, Alabama.  


vi) Spouses of veterans who were honorably discharged are eligible for
associate membership provided the number does not exceed 5% of the total general membership. 
b. Privileges: Associate Members in good standing have the privilege to vote, to hold appointed office, and to participate in all FNCSC activities. Associate Members may not hold an elected office. Associate membership is effective upon registration and payment of current dues.
c. An associate member is considered in good standing when annual dues and all current activity and program fees are paid in full.  

3.  Honorary Members



a. Eligibility:  

i) Spouses of general officers assigned to Fort Novosel, Alabama:  Commanding General and Deputy Commanding General of the United States Army Aviation Center of Excellence, Commanding General United States Army Combat Readiness Safety Center as well as the Command Sergeant Major of the United States Army Aviation Center of Excellence and the Command Sergeant Major of the United States Army Combat Readiness Safety Center.  

ii) Spouses of retired or deceased general officers that have served Fort Novosel as the Commanding General or Deputy Commanding General of the United States Army Aviation Center of Excellence, or the Commanding General of the United States Combat Readiness Safety Center as well as spouses of retired or deceased Command Sergeants Major who have served as the Command Sergeant Major of the United States Army Aviation Center of Excellence and the Command Sergeant Major of the United States Army Combat Readiness Safety Center, and reside in the Fort Novosel Wiregrass area.

iii) The President, in conjunction with the Honorary President, shall invite other distinguished individuals to be honorary members or advisors upon approval of the majority vote of the FNCSC Executive Board. (ref. p5, 2A)
b. Privileges: Honorary Members will not be assessed dues; however, if an honorary member wishes to vote at the general meetings, they must pay dues. Honorary members may not hold an elected or appointed office or be a committee chairperson.
4.  Eligible Guests

a. Eligible or non-eligible non-members may attend one General Membership meeting per FNCSC fiscal year as a non-member. This excludes members-only functions.
b. Vendors who are selling at an FNCSC General Membership meeting may be invited to stay the duration of the meeting.   

c. Children ages 6 months and older are ineligible to attend General Membership meetings. 

Section B. All members are required to read and adhere to the Constitution and Bylaws of FNCSC.

Section C. The membership year shall run from 1 June to 31 May.

Section D. With a majority vote of the Executive Board and under the advisement of the Honoraries, Board positions and membership in FNCSC may be terminated for just cause under the following circumstances without refund of dues:

1. Permanent departure from the area.

2. Non-payment of dues.

3. Written resignation (submitted 7 days in advance).

4. Change of status affecting eligibility for membership. 
5. Failure to comply with the FNCSC Constitution and Bylaws or unbecoming conduct. 
ARTICLE IV

OFFICERS AND GOVERNING BODY

Section A. The FNCSC Board will consist of the elected and appointed Board members, Chairpersons of standing committees, and Honoraria Members. The FNCSC Board shall:

1. Formulate plans and establish internal operating procedures for the organization in accordance with its Constitution and Bylaws.  

2. Establish the scope of activities, services, and facilities.

3. Establish rules and internal controls.

4. Ensure that the organization is properly administered, its funds safeguarded, that all income is received in full and properly accounted for, that all expenditures are properly accounted for, and that creditor relationships are approved.  

5. Administer Community Grants funds for educational and charitable purposes.

6. Specify duties of the FNCSC Board members are defined in the Bylaws.

7. The Parliamentarian shall be appointed by the President and shall be a non-voting member.
8. Board members may be submitted to background checks if handling monies.

Section B. The FNCSC Board, excluding Honoraria and Advisors, will abide by the following term limits:

1. A Board member may not serve on the Executive Board in any capacity more than two consecutive years except at the discretion of the President and Honorary President.
2. A Board member may not serve on the Governing Board in any capacity more than two consecutive years except at the discretion of the President and Honorary President.
Section C. The Executive Board and Honorary Officers, and their general duties as defined in the Bylaws, will consist of the following:

1. The Executive Board of the FNCSC shall consist of the President, First Vice-President, Second Vice-President, Third Vice-President, Secretary, Treasurer, and Parliamentarian. 

2. The Honoraria are non-voting members of the Executive/Governing Board and may be designated as follows:

a. The spouse of the Commanding General of the United States Army Aviation Center of Excellence and Fort Novosel, or his/her designee, or a designee of the Commanding General shall serve as Honorary President.

b. The spouse of the Command Sergeant Major, United States Army Aviation Center of Excellence, or his/her designee, or a designee of the Command Sergeant Major, may serve as Honorary Vice-President. If a designee is unavailable, this position may be left vacant.
c.   The Honorary President, shall invite the spouse of the Chief of 
      Staff, United States Army Aviation Center of Excellence, or the  

      spouse of the Chief Warrant Officer of the Branch, United States
      Army Aviation Center of Excellence, or the spouse of a key leader 
      to serve as an Advisor to the club. In the event the aforementioned  

      members are unable to fill the position, the Honorary President 

      shall invite the person of his/her choice to serve as an advisor.
      (Limited to 2)
Section D. All FNCSC Members, Honoraria, and their dependents are eligible to apply for FNCSC Scholarships unless serving on the Scholarship Committee or Scholarship Judging Committee. Community Partners’ Scholarships are available to dependents of all active duty and retired service members residing within 40 miles of Fort Novosel, unless serving on the Scholarship Committee or Scholarship Judging Committee.
Section E. The Chairpersons of standing committees shall hold active or associate membership and be appointed by the President. Each chairperson may have one vote on the FNCSC Board. The Chairperson’s vote may be cast by proxy.  
ARTICLE V
MEETINGS AND QUORUMS

Section A. General Membership meetings

1. The regular meetings of the membership will be held from September through May. The Executive Board will determine the meeting schedule.

2. Special meetings of the General Membership may be called at the discretion of the Executive Board. Special meetings will be announced by telephone, mail or e-mail. 
3. A quorum shall be defined as the number of voting members present at any General Membership meeting, regular or special. A simple majority vote of the quorum is required to establish or change policy, and for the transaction of business in accordance with the Constitution and Bylaws.  

Section B. FNCSC Board Meetings

1. The FNCSC Board shall meet at least once a month, or as designated by the President.

2. Two-thirds of the voting members of the FNCSC Board must be present to constitute a quorum and to transact business. The vote of the majority of the quorum shall govern.  

3. In urgent situations, the President, after consulting with the Advisor/Honoraria, will initiate a telephone or email vote, conducted by the Parliamentarian, or in her absence, the Secretary. Telephonic motions will carry by simple majority of the entire voting Board.  

Section C. FNCSC Executive Board Meetings

1.  The Executive Board shall meet at least once a month, or as 
     designated by the President. 
2.  All Executive Board meetings shall include the advisor.
Section D. The proceedings of all meetings shall be recorded by the Secretary, signed by the President and Secretary, and approved at the next regularly scheduled meeting.  Proceedings of all FNCSC meetings shall be submitted to MWR, as required by Fort Novosel Regulation 210-1, within 14 working days.
Section E. Advance notice of all General Membership and Board meetings shall be provided to the membership.  

ARTICLE VI
FINANCES

Section A. The revenue necessary to pursue the purpose of the FNCSC (Article I, Section B) shall be derived from dues paid by active and associate members, from donations from individuals, other private associations or foundations, and from revenue producing activities undertaken as authorized under applicable provisions of Fort Novosel Regulation 210-1 and in compliance with Fort Novosel regulations. 

Section B. Financial operations of the FNCSC will be conducted in accordance with Fort Novosel Regulation 210-1 and in accordance with normally accepted accounting principles. Financial statements must be submitted to MWR monthly along with FNCSC minutes.
Section C. The FNCSC Board will ensure that all disbursements comply with the purpose for which the FNCSC was established. The FNCSC Board will not initiate or vote on any financial considerations that will allow the organization to become indebted in any way that is in excess of existing assets.  

Section D. The FNCSC will have two accounts:

1. All monies received will be deposited in the General Operating Account. Up to fifty percent of the fundraising income may remain in the General Operating Account. All club expenses will be paid through the General Operating Account.  

2. The Welfare Fund revenues will be derived from a minimum of 50% of all revenue-producing activities. Community Grants and Scholarships will be paid from the Welfare Fund. 
3. One hundred percent of all monies donated specifically to Scholarships or Community Grants will be directly deposited into the Welfare Account, including but not limited to Operation Deploy Your Dress (ODYD) donations, Wreath Auction, Ways & Means sales, etc. 
4. One hundred percent of all monies donated to a specific FNCSC program or event will be used for that purpose within the same club calendar year.
5. Executive Board Members required to be on bank accounts include the President, Secretary, and Treasurer. More may be added by a majority vote of the FNCSC Board. 
Section E. Financial reconciliations will be conducted as follows:

1. Agreed upon procedures shall be performed every year per FNCSC guidelines, every two years or at each change of Treasurer as required by Fort Novosel Regulation 210-1, and installation directives at the end of the FNCSC fiscal year, and will be submitted no later than 15 June to the designated auditor.  
2. The selection of an independent, qualified auditor shall be the responsibility of the Executive Board.  

3. A committee of three General Membership members may execute internal agreed upon procedures.

4. Additional agreed upon procedures may be performed at the direction of the Executive Board.  

Section F. The fiscal year for the FNCSC shall be 1 June through 31 May. Taxes are due no later than 15 Oct.
ARTICLE VII

ACTIVITIES

The FNCSC will direct a variety of activities, as determined by the FNCSC Board, designed to further the purpose of the club as set forth in Article I, Section B. These activities, approved annually by the Executive Board, shall include a variety of programs that are educational, entertaining, or of special interest, a monthly publication available on line or hard copy, and support of community service projects through donations, publicity and volunteer service.  

ARTICLE VIII
PARLIAMENTARY AUTHORITY

Parliamentary authority for the FNCSC shall be Robert’s Rules of Order, currently in possession of the presiding Parliamentarian as provided by the Executive Board, in all matters where it’s Constitution and Bylaws is silent or where there are no installation directives that prescribe mandatory procedures.  

ARTICLE IX

BYLAWS

The membership shall adopt such Bylaws as are considered necessary for the internal operation of the FNCSC.  

ARTICLE X

AMENDMENTS

Section A. The FNCSC Constitution and Bylaws will be reviewed and potentially revised biennially through committee and completed in conjunction with the revalidation request in the spring of each odd FNCSC Board year.

Section B. Amendments to the Bylaws will be considered at any time when submitted by any member, in writing and signed, at least two (2) weeks prior to any Board meeting and/or the biennial Constitution and Bylaw Revision Committee meeting. 
1. Amendments to the Bylaws must be approved by a majority vote of the FNCSC Board present in a duly constituted meeting, followed by a majority vote by the General Membership in a duly constituted meeting, and shall be effective upon the approval of the Garrison Commander, or his/her designee.

Section C. Amendments to the Constitution will be considered through the biennial Constitutional and Bylaw Review process. Additionally, the President may convene a Special Review Meeting as deemed necessary by the FNCSC Board. The Special Review Committee will review the Constitution and Bylaws and report its recommendations to the FNCSC Board no later than one month following the call to review. If changes to the constitution are necessary, notice will be given to the General Membership. Constitutional and Bylaw Reviews must be approved by:

1. A majority vote of the members of the FNCSC Board present in a duly constituted regular or special meeting.

2. A majority vote of the members present and voting in a duly constituted meeting of the General Membership.
3. The Garrison Commander or approving authority. 

Section D. Once approved, this Constitution shall supersede all previous Constitutions and amendments except that it shall not affect officers elected or specific agreements and contracts entered into under the terms of the previous Constitution until such terms of agreements or contracts have reached their expiration date.  
Section E. Constitution and Bylaw Review Process
1. The Constitution and Bylaws review committee will be chaired by the Parliamentarian who shall nominate members in good standing to the President for official appointment. At a minimum, the committee shall include the President, Secretary, the Honorary President (or his/her designee), and at least three other members. 
2. Committee composition shall be certified no later than two (2) weeks prior to the first committee meeting.

3. Any members may propose amendments in writing at least two (2) weeks prior to the biennial committee meeting.

4. The Parliamentarian shall report the committee recommendations to the FNCSC Board in February and request approval that the revised Constitution and Bylaws be presented to the General Membership for approval in a duly constituted General Membership meeting.
ARTICLE XI

DISSOLUTION

Section A. Dissolution of the FNCSC requires an affirmative vote of a majority of the General Membership present at a General Membership meeting called for this purpose.  

Section B. If the FNCSC is dissolved, all funds in the treasury at the time of dissolution will be used to meet any outstanding debts, liabilities, or obligations. The balance of these assets will then be disposed of as welfare funds at the discretion of the FNCSC Board and shall not be contrary to applicable provisions of the Internal Revenue Codes of Article II, Section A of this Constitution.  

Section C. All remaining property will be disposed of at the discretion of the FNCSC Board and with a vote of the General Membership.

Section D. If liabilities exceed assets, the General Membership of the FNCSC shall be jointly and equally liable for all outstanding debts, liabilities, or obligations as directed by the Installation Commander or his/her designee. 
ARTICLE XII

DECLARATION OF INVALIDITY

In the event an article of this Constitution, or a portion thereof, is declared invalid, the remaining unaffected provisions of such articles shall remain in effect.  

Approved by the General Membership on March 9, 2023.

Martha Boyle


Rhojon DelaCruz


Nancy Nicolucci
President



Secretary


            Parliamentarian
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Fort Novosel Community Spouses’ Club

 Fort Novosel, Alabama

 Bylaws

Revised: February 2020
                            Approved:  March 12, 2020    
ARTICLE I

PURPOSE

The purpose of these bylaws is to establish a general operating procedure for the operation of the Fort Novosel Community Spouses’ Club, Fort Novosel Alabama, hereafter referred to as FNCSC.  

ARTICLE II

DUTIES OF OFFICERS AND GOVERNING BODY

The FNCSC Board shall discuss and prepare all business that is presented to the General Membership.  

Section A.  General duties of all FNCSC Board members

1. Meetings and Attendance

a. All members of the FNCSC Board shall attend FNCSC Board meetings (as described under position duties), General Membership meetings, and support as many FNCSC sponsored activities as possible.
b. Members shall notify the President of their intended absence prior to the Board meeting.  

c. Members shall inform the President three days in advance of any topics they desire to have on the agenda for FNCSC Board discussion.  

2. Replacement of FNCSC Elected Board Members

a. Unannounced absence from two FNCSC Board or General Membership meetings, failure to comply with the Constitution and Bylaws or unbecoming conduct may be considered cause for dismissal from the FNCSC Board, at the discretion of the President and under advisement from the Honoraries and one Advisor and with a majority vote of the Executive Board.    

b. Any FNCSC Board member who, for just cause, will be temporarily unable to fulfill their duties will request, in writing to the President, a leave of absence.  

c. Resignations shall be submitted in writing to the President. They should be submitted at the first available time to allow as much notice as possible before resigning.

3. Appointment of Chairs or Committee Leaders
a. The outgoing Board of Directors may initiate the process of replacing Chairs or Committee Leaders of the upcoming Board year towards the end of their term.  However, the final approval will be at the sole discretion of the President-elect, First Vice-President-elect, Second Vice-President-elect, and Third Vice-President-elect.

b. All Chairs and Committee Leaders must be current FNCSC members. 
c. Board members may appoint FNCSC members to co-chair or serve on subcommittees to assist with the execution of duties as outlined in the Bylaws. Co-chairs shall be non-voting members for Executive and Governing Board votes.  
4. Appointment of Assistants and Committee Members

a. Any elected officer or chairperson of a committee may appoint an assistant, with the approval of the President, in addition to any other committee members as deemed necessary.  


b. All committee members must be current FNCSC members.

5. Reports and Record Keeping

a. Each FNCSC Board member shall maintain written records on a continuous basis to include:



i) Current Constitution and Bylaws.


ii) Applicable standard operating procedure (SOP).


iii) Current budget, minutes and financial statements.
iv) Previous year’s applicable Standard Operating Procedures (SOP) and After Action Reports (AAR).
b. Each FNCSC Board member shall read, be knowledgeable of and adhere to the FNCSC Constitution and execute their duties as defined and outlined in the Bylaws.  

c. Each month the FNCSC Board members will submit, in writing, a monthly report, to include a “no report” to the person(s) indicated under their position duties. This report shall be submitted at least 5 days prior to the Board meeting. 
d. All FNCSC Board members and Subcommittee members shall coordinate and submit publicity and communications pertinent to their committee’s events and programs to the Third Vice-President prior to their respective deadlines.  

e. Each officer and standing committee chairperson shall create, maintain and submit a detailed After Action Report and Standard Operating Procedure for each event in which they oversee by the end of each Board year. 

f. The last FNCSC Board meeting of the fiscal year shall be a joint meeting of the outgoing and incoming Board. At that time the official transfer of all records to the incoming Board will occur. If the successor has not yet been appointed, all information will be turned over to the incoming President.
g. Each officer will meet with their successor prior to the installation of the elected officers to discuss their duties.
6. The FNCSC Board shall approve:


a. The budget.

b. Additional Honorary members as proposed by the President in conjunction with the Honorary President.


c. Disbursement of all welfare funds.


d. Non-budgeted expenses.

Section B. General Duties of the Executive Board
1.  The President shall:

a. Vote to break a tie in any FNCSC meeting.  
b. Be bonded.

c. Preside at all FNCSC General Membership and Board meetings and ensure that all business of the FNCSC is conducted in accordance with its Constitution and Bylaws.

d. Appoint a Parliamentarian, all standing committee chairpersons, and all special committee chairpersons.

e. Coordinate with the Secretary to submit all FNCSC scheduled events to the Fort Novosel MWR master calendar, by August 1, and update as necessary.

f. With the approval of the Honorary President and one other Advisor, remove any member of the Board or committee chairperson for just cause.

g. Serve on the budget and constitution committees and may act as an ex-officio member of all other committees.

h. Sign all legal documents and checks in the absence of the Treasurer or Secretary.

i. Coordinate with the Treasurer to present the proposed Budget to the FNCSC Board for approval at the July Board meeting.
j. Co-sign, along with the Treasurer, all contracts and obligations authorized by the FNCSC Board with the exception of luncheon contracts and other contracts with The Landing.

k. Maintain oversight of all financials.
l. Represent the FNCSC (or be represented by a designee) at all appropriate community and installation meetings and act as a community liaison on behalf of the club. 
m. Approve and sign all FNCSC minutes and financial statements prior to sending them to MWR.  

n. Direct the Parliamentarian to conduct a telephonic or email vote, per Robert’s Rules of Order, of the FNCSC Board to consider any request.
o. The President may work with the spouse of the USAACE Chief of Staff to coordinate the community welcomes and farewells for the spouses of the Commanding General, the Deputy to the Commanding General (SES), the Command Sergeant Major and the Chief Warrant Officer of the Aviation Branch, United States Army Aviation Center of Excellence. The FNCSC may give a gift not to exceed $20. (reference 5 CFR 2635.204a).
p. Announce the time and date for the next FNCSC Board meeting.

q. Extend invitations to prospective honorary members.  

r. Oversee key control for all keys in conjunction with the Second Vie-President.
s. Work with the Treasurer to ensure tax documents are valid, prepared, maintained, and filed no later than 15 Oct.

t. Recruit and vet, in cooperation with the supervisory Vice-President(s), member volunteers for any vacant Board positions. 

u. Appoint members to fill vacant positions as soon as reasonably possible and approved by a majority vote of the FNCSC Board.
v. Serve on the annual Super Sign-Up/Membership Drive Committee. 

w. Create and maintain an end-of-year detailed Standard Operating Procedure and After Action Report.
2.  The First Vice-President of Welfare and Fundraising shall:
a. Be a voting member.
b. Be bonded.

c. Be required to attend all FNCSC Board meetings.

d. Assist the President and in the absence of the President, perform the duties of that office with the exception of signing legal documents and checks.  

e. Assume the duties (and office) of the President should the President vacate that position.

f. Submit a monthly report (including “no report”) to the President, Secretary and Treasurer.

g. Prepare and submit a proposed budget for the July Executive Board meeting.

h. Prepare and submit a revised budget for the January Executive Board meeting.

i. Coordinate vendors as needed for events. 
j. Serve on the annual Super Sign-Up/Membership Drive Committee.
k. Coordinate with and supervise the following Board positions:


-Ways and Means


-Community Grants

-FNCSC and Community Partners’ Scholarships


-Annual Bazaar

-Fall/Spring Fundraiser 


- Operation Deploy Your Dress
-Senior Citizen Project
l. May appoint committee members from the General Membership
m. Be responsible for selecting a token of appreciation for the President, not to exceed $75.00 (as specified in Article VII, Section B, Paragraph 1 of the Bylaws) at the end of the year or upon their departure.

n. Serve on the Budget Committee.
o. Serve on the Annual Bazaar Committee.
p. Be available to perform other duties as assigned or deemed appropriate by the President.  
q. In cooperation with the President, recruit and vet volunteers for any vacant Board positions that fall under his/her responsibilities as outlined in the Bylaws. 

r. Create and maintain a detailed end-of-year Standard Operating Procedure and After Action Report.
3.  The Second Vice-President of Operations shall:
a. Be a voting member.
b. Be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Be responsible for the planning and execution of the monthly Program/Luncheon.

e. Prepare and submit a proposed budget for the July Executive Board meeting.

f. Prepare and submit a revised budget for the January Executive Board meeting.

g. Prepare proposed program/luncheon schedule for the July Board meeting and present proposed schedule to the FNCSC Board for approval.  

h. Submit a monthly report (including “no report”) to the President and the Secretary.

i. Coordinate vendors as needed for events. 
j. Be responsible for maintaining complete financial accountability for all expenses including food and facility layout contracts pertaining to each General Membership meeting (program and luncheon) and submitting these expenses to the Treasurer, giving receipt thereof.

k. Escort and introduce the guest speaker or entertainer for the scheduled program.

l. Be responsible for forming a committee to decorate for each program if necessary. 

m. Designate an individual to provide the invocation at FNCSC General Membership meetings as desired.  

n. Be responsible for all FNCSC property, including key control and inventory.
o. Contribute information monthly about upcoming programs to the Flightlines.

p. Coordinate with and supervise the following Board positions:


-Membership 

-Reservations


-Volunteer Coordinator


-Hospitality Committee

q. Serve on the annual Super Sign-Up/Membership Drive Committee.
r. Serve on the Budget Committee.
s. Be available to perform other duties as assigned or deemed appropriate by the President.
t. In cooperation with the President, recruit and vet volunteers for any vacant Board positions that fall under his/her responsibilities as outlined in the Bylaws. 

u. Create and maintain a detailed end-of-year Standard Operating Procedure and After Action Report.
4.   The Third Vice-President of Communications shall:

a. Be a voting member.

b. May be bonded  

c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President and Secretary.

e. Prepare and submit a proposed budget for the July Executive Board meeting.

f. Prepare and submit a revised budget for the January Executive Board meeting.

g. Coordinate with and supervise the following Board positions:


-Flightlines


-Historian

-International Spouses Liaison


-Student Spouses Liaison


-Social Media

h. In coordination with the president and FNCSC Board, be responsible for all publicity and marketing of the FNCSC to media and the community to include the following:
i) Oversee management of appropriate FNCSC social media content, in coordination with Social Media Chair, by posting schedules and moderation for appropriate content aligned with the mission for the FNCSC on current social media platforms such as Facebook, Instagram, and Twitter on a daily, monthly, or annual basis; ensure the sites are easy to navigate and address the needs of the community, members of the Club, donors, sponsors, and all stakeholders of the FNCSC. 
ii) Relationship development and press-release preparation (ie. printed media, television, radio, MWR, Student Spouses Liaison, and International Spouses Liaison.) 

iii) Submit press releases to the MWR for approval. 

iv) Be responsible for the appropriate approval and distribution of fliers, banners, posters, etc. for FNCSC sponsored events.


i. Administrate the FNCSC website to include the following:




i) Ensure any recurring fees are paid in coordination with the




Treasurer.
ii) Ensure information on website reflects relevant current, future, and past events and programs. 




iii) Request updates from Board Chairpersons in a timely 




manner.

j. In coordination with the President, submit and present relevant FNCSC news and information during Fort Novosel’s monthly LINC meeting.
k. Oversee successful publication (email and website) of monthly FNCSC newsletter to include deadlines, ads, distribution, and necessary copywriting in coordination with the Flightlines Chairperson.

l. Coordinate with the Flightlines Chairperson to appoint a committee to gather stories, pictures, information, and articles to include in the monthly Flightlines newsletter.
m. Serve on the annual Super Sign-Up/Membership Drive Committee.
n. Serve on the Annual Bazaar Committee.
o. In cooperation with the President, recruit and vet volunteers for any vacant Board positions that fall under his/her responsibilities as outlined in the Bylaws. 

p. Coordinate with both Vice-Presidents.

q. Report directly to the President. 

r. Create and maintain a detailed end-of-year Standard Operating Procedure and After Action Report.

5.  The Secretary shall:

a. Be a voting member.
b. Be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Record, prepare, sign and present minutes of all official FNCSC meetings.  
e. Record attendance at the FNCSC Board meetings and confirm with the President and Parliamentarian as to whether a quorum is present for voting.  

f. Distribute minutes to the FNCSC Board members and Honoraria for approval.

g. Forward copies of approved FNCSC meeting minutes and financial statements to MWR within 14 days. 

h. Serve on the Constitution and Budget Committees for the purpose of recording the minutes of these meetings. 

i. Maintain minutes for the historical files.

j. Provide each member of the FNCSC Board with an updated roster.

k. Prepare and sign correspondence for the club when a personal reply from the President is not necessary.

l. Pick up incoming FNCSC mail and distribute it to the appropriate Board member in a timely manner.

m. Prepare honorary membership invitations for the President’s signature and then mail.

n. Prepare and submit a proposed budget for the July Executive Board meeting.

o. Prepare and submit a revised budget for the January Executive Board meeting.
p. Notify the Executive Board of any vacancies and serve as the POC for new volunteers. 
q. Be available to perform other duties as the President deems appropriate.  
r. Coordinate with the Secretary to submit all FNCSC scheduled events to the Fort Novosel MWR master calendar, by August 1, and update as necessary.

s. Create and maintain a detailed end-of-year Standard Operating Procedure and After Action Report.
6.  The Treasurer shall:

a. Be a voting member.
b. Be bonded. (If an Assistant Treasurer is appointed she shall be bonded as well.)

c. Be required to attend all FNCSC Board meetings, Fundraising meetings, Community Grants Committee meetings as requested by Community Grants Chairperson.  

d. May submit a monthly Treasurer’s report to the Third Vice-President and Flightlines to be emailed to all members as an attachment to Flightlines.
e. Recommend, along with the Executive Board, an insurance company that will provide appropriate insurance coverage for cash and liability.
f. Read, understand and ensure that the accounting system used is in compliance with Fort Novosel Regulation 210-1. 

g. Be responsible for paying all bills, collecting all money owed the FNCSC.  
h. Shall prepare and present a monthly budget report, to include a current bank statement, an itemized summary of deposits and withdrawals, and a beginning and ending balance, to the FNCSC Board and General Membership. The President and/or First Vice-President shall sign the budget report. 

i. Write and sign all checks for FNCSC expenditures from the operating and welfare funds.  

j. Obtain the President’s or Secretary’s co-signature on the duplicate copy of checks over $1,000.00, excluding scholarship checks.

k. Co-sign with the President, all contracts and obligations authorized by the Executive Board with the exception of the luncheon contracts and other food contracts with The Landing.  

l Ensure that all tax documents are valid, prepared, and maintained; ensure that these FNCSC financial records for the previous fiscal year are submitted for agreed upon procedures no later than 15 June and report completion to the President. (Agreed upon procedures is required with each change of Treasurer or every two years, whichever occurs first.)
m. Receive, deposit, and disburse all monies in accordance with their intended purpose as stated in Article VI, Section D, of the Constitution.

n. Prepare and sign monthly income statements and balance sheets. The income statement should include year-to-date information in comparison to budgeted figures. An explanation of any large variance ($50.00) to the budget will appear as a footnote.  

o. Provide the monthly copies of the financial statements to the Secretary for placement to MWR.
p. Be knowledgeable of state and federal tax laws applicable to the FNCSC activities and to be responsible for compliance with such laws.  

q. Make current IRS and state tax requirements known to the Executive Board.

r. Obtain a written contract for the required agree upon procedures and preparation of state and federal taxes. Ensure the President, Treasurer, and auditor sign the contract.  

s. Prepare and file the IRS Form 990 (Federal Income Tax return for Non-Profit organizations) as prescribed by Federal Law. Mail this return by certified mail, return receipt requested.

t. Submit a copy of the year-end financial and audit reports to MWR.
u. Chair the Budget Committee and present the proposed budget to the President prior to the July FNCSC Board meeting. 

v. Present the proposed budget to the General Membership at the first meeting of the year.  
w. Review the current budget and present revised budget to the FNCSC Board for approval in January.  

x. Be available to perform other duties assigned or deemed appropriate by the President.  



y. Receipt and sign for any money.

z. Serve as the monies verification official for all money-earning events, i.e. luncheons, Wreath Auctions, Annual Bazaar, etc.


aa. All grant and scholarship checks will be written and disbursed in accordance with program guidelines as outlined in the Bylaws.  


bb. Deposit any cash amount over $50.00 at the conclusion of 

                        the cash earning event.

cc. Maintain a minimum end of year cash reserve for the next fiscal year for the General Operations Account of $5,000.00.

dd. Maintain a minimum end of year cash reserve for the next fiscal year for the Welfare Account of $1,500.00.

ee. Create and maintain a detailed end-of-year Standard Operating Procedure and After Action Report.

7.  The Parliamentarian:

a. Be a non-voting member.
b. May be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Advise the President and the FNCSC Board members on points of order and proper procedure according to Robert’s Rules of Order, Newly Revised, Current Edition. 

e. Chair and appoint members of the Nominating Committee consisting of the President, Honorary President, Advisor and up to five active or associate FNCSC members. Care should be taken that all demographic groups are represented.

f. Present the names of the committee members at the February FNCSC General Membership meeting.

g. Present the slate of nominees for the elected positions at the March General Membership meeting.

h. Participate in the nominating process per Article III, Section A, 
Paragraph 3, of the Bylaws. 


i. Be responsible for the installation ceremony of the new Executive Board of officers to include the optional purchase of gifts for the incoming and outgoing elected Board.  


j. Chair the Constitution and Bylaws Committee consisting of the President, Secretary, and three FNCSC members. Honoraria may sit on this committee ex-officio. 
i) The Constitution and Bylaw Review Committee will meet every odd Board year in January.

ii) The committee will review the Constitution and Bylaws and report its recommendations to the FNCSC Board in February. If amendment is necessary, notice will be given to the General Membership.

k. Maintain a current roster of the voting members of the FNCSC Board and inform the President and the Secretary as to whether a quorum is present through the entire meeting. 

l. Coordinate all procedures for a secret ballot at any FNCSC Board meeting where the official duty is to act as the Parliamentarian. Count the secret ballots and report the results to the President.

m. Conduct telephone or email votes, per Robert’s Rules of Order, of the FNCSC Board at the request of the President.

n. Coordinate all procedures concerning the election of officers including the announcement of the proposed slate, nominations from the floor and the voting of the General Membership.  

o. Ensure the Constitution and Bylaws is digitally available to all FNCSC members.
p. Be available to perform other duties as deemed appropriate by the President.
q. Create and maintain a detailed end-of-year Standard Operating Procedure and After Action Report.

Section C. General Duties of the Honorary Offices

1.  The Honorary President shall:

a. Be a non-voting member for Executive and Governing Board votes.  Honorary may vote at general meetings if dues are paid.  
b. Serve in an advisory capacity (counsel, inform, mentor, and coach)

c. Ensure that the FNCSC operates according to:

i)  All military regulations that pertain to the FNCSC in accordance with Fort Novosel Regulation 210-1.

ii)  The FNCSC Constitution and Bylaws and the membership’s best interest.


iii)  Sound financial practice.

d. Be available to provide assistance and advice while allowing the FNCSC Board to make its own decisions.
e. Appoint Advisor(s) in accordance with Article IV, Section A-7 of the Constitution.

f. Act as an ex-officio member of the Budget, Constitution, and Nominating Committees.

g. Support and participate in FNCSC activities.

2.  The Honorary Vice-Presidents shall:

a. Be a non-voting member for Executive and Governing Board votes.  Honorary Vice-Presidents may vote at general meetings if dues are paid.
b. Serve in an advisory capacity (counsel, inform, mentor, and coach)

c. Ensure that the FNCSC operates according to:

i)  All military regulations that pertain to the FNCSC in accordance with Fort Novosel Regulation 210-1.

ii)  The FNCSC Constitution and Bylaws and the membership’s best interest.


iii)  Sound financial practice.

d. Be available to provide assistance and advice while allowing the FNCSC Board to make their decisions.
e. Advise committees as assigned by the Honorary President.

f. Support and participate in FNCSC activities.

3.  The Honoraria and Advisor(s) shall:

a. Be a non-voting member for Executive and Governing Board votes. Advisor(s) may vote at general meetings if dues are paid.
b. Serve in an advisory capacity (counsel, inform, mentor, and coach).
c. Ensure that the FNCSC operates according to:

i)  All military regulations that pertain to the FNCSC in accordance with Fort Novosel Regulation 210-1.

ii)  The FNCSC Constitution and Bylaws and the membership’s best interest.


iii)  Sound financial practice.

d. Be available to provide assistance and advice while allowing the FNCSC Board to make its decisions.
e. Advise committees as assigned by the Honorary President.

f. Support and participate in FNCSC activities.

Section D. General Duties of the Governing Board
1.  The Ways and Means Chairperson shall:

a. Be a voting member.  
b. May be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President Secretary, First Vice-President, and Treasurer.
e. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event. 
f. Be responsible for maintaining and ordering a current Ways and Means inventory on Square.com.  

g. Prepare and submit a proposed budget for the July Executive Board meeting.

h. Prepare and submit a revised budget for the January Executive Board meeting, making sure to include monies for the next Board year purchases.
i. Staff a Ways and Means table at each General Membership meeting and functions as designated by the President.

j. Be responsible for collecting all monies generated by Ways and Means activities and transferring collected funds to the Treasurer and giving a receipt thereof.  

k. Ensure that monies received through Ways and Means projects are allocated in accordance with Article VI, Sections D-1 and D2 of the Constitution.  

l. Ensure there is adequate start-up inventory for the following Board year with Board approval.  

m. Be responsible for The Square® Magstripe Reader (credit card/debit card equipment) and ensuring all charges are accurate. All discrepancies should be reported to the Treasurer.  

n. Coordinate the creation and sale of FNCSC shirts.

o. In cooperation with the Volunteer Coordinator, recruit and manage volunteers in support of Ways and Means at events and luncheons, or with general program administration, and backroom management of the Ways and Means store.

p. Report directly to the First Vice-President.  
q. Maintain a current product inventory. 
2.  The Community Grants Chairperson shall:

a. Be a voting member.  
b. May be bonded. 
c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President Secretary, First Vice-President, and Treasurer. 

e. Appoint and chair a standing committee of at least four members. This committee will include an Honorary and/or Advisor. This committee shall meet on an ongoing basis. The committee shall research and evaluate all requests received by the FNCSC Board for monetary donations and make reports to the Board for their assessment and subsequent action.  

f. Be knowledgeable of available funds prior to making recommendations to the FNCSC Board.

g. Present the Community Grants Committee’s recommendations to the Board for a vote.  

h. Prepare letters of congratulations or regret once a disbursement has been approved or rejected. These letters will be signed by the Community Grants Chairperson.

i. Submit a list of grant recipients and amounts to the President and Treasurer two weeks prior to the awards ceremony.  

j. Obtain signed Community Grants Form from each recipient of Community Grants distributions.  

k. Report directly to the First Vice-President.  

l. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.

3.  The FNCSC Scholarships Chairperson shall:

a. Be a voting member.  
b. May be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President Secretary, First Vice-President, and Treasurer.
e. Prepare and submit a proposed budget for the July Executive Board meeting.

f. Prepare and submit a revised budget for the January Executive Board meeting.

g. Follow FNCSC guidelines.
h. Appoint and chair a standing committee of at least four members. This committee will include an Honorary and/or Advisor. This committee will assist the Scholarship Chairperson as needed.  
i. Ensure that all applicants meet eligibility requirements, which includes military dependents of all ranks (Active, National Guard, Reserve, Retired or Deceased) and dependents of DA/DoD civilians assigned to and/or residing within a 40 mile radius of Fort Novosel, and being accepted into an accredited college, university, vocational or trade school. 
j. Recruit at least three judges, who shall remain anonymous, for the Scholarship Competition, ensuring no conflict of interest takes place.  

k. Coordinate with the Third Vice-President for marketing the FNCSC and Community Partners’ Scholarships Program.

l. Submit a list of scholarship recipients and amounts to the President and                                                                         

Treasurer two weeks prior to the awards ceremony.
m. Disburse scholarship monies directly to the educational institution upon proof of enrollment to an account established in the applicant’s name and work to ensure all monies are claimed by Sept. 30th.

n. Coordinate with the Treasurer to return 100% of all unclaimed money directly into the welfare account. 

n. Report directly to the First Vice-President.
o. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
4.  The Annual Bazaar Chairperson shall:

a. Be a voting member. 
b. May be bonded. 

c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President, Secretary, First Vice-President, and Treasurer.

e. Prepare and submit a proposed budget for the July Executive Board meeting.

f. Prepare and submit a revised budget for the January Executive Board meeting.

g. Chair a committee from General Membership that also includes the First and Third Vice-Presidents, Volunteer Coordinator and Hospitality Chairperson.
h. Maintain detailed accountability of all financial transactions and submit copies to the Treasurer.

i. Maintain a record of all committee volunteer hours and submit monthly records to the Volunteer Coordinator.  
j. In cooperation with the Volunteer Coordinator, recruit and manage volunteers in support of the Annual Bazaar.
k. Maintain accountability of property. 

l. Report directly to the First Vice-President. 
m. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
5.  The Membership Chairperson shall:

a. Be a voting member.  
b. May be bonded.

c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President, Secretary, and Second Vice-President.

e. Prepare and submit a proposed budget for the July Executive Board meeting.

f. Prepare and submit a revised budget for the January Executive Board meeting.
g. Attend or assign an agent to attend the monthly Installation Newcomers Brief to disseminate FNCSC information.

h. Develop a database that maintains an accurate accounting of FNCSC membership.  

i. Produce a membership directory for distribution to the General Membership. Directory should include at a minimum: name, address, e-mail address, phone number, and birthday. This directory shall be distributed electronically no later than 15 November. A hard copy may be distributed to individual members upon request as the budget allows. 
j. Coordinate a list of sub clubs and maintain current rosters. Provide established sub club guidelines to each sub club POC. Communicate monthly sub club information to the 3rd VP or designated chairperson. 
k. Submit monthly birthday and anniversary greetings and a list of new members to Flightlines each month. 

l. Ensure ballots used in General Membership meetings are distributed to eligible voters only.

m. Acknowledge new members, departing members and guests at all General Membership meetings. 
n. Work with Hospitality Committee to recognize new members, guests and departing guests at the monthly General Membership meetings.
o. Conduct membership campaigns, ensuring each person applying is 
 
            eligible.
p. Chair the annual Super Sign-Up/Membership Drive Committee and event. 

q. Create and distribute a nametag for each FNCSC Board member prior to the fall Super Sign-Up/Membership Drive at the discretion of the President. 

r. Report directly to the Second Vice-President.

s. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
6.   The Reservations Chairperson shall:
a. Be a voting member.  
b. May be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President, Secretary, and Second Vice-President.

e. Prepare and submit a proposed budget for the July Executive Board meeting.

f. Prepare and submit a revised budget for the January Executive Board meeting.

g. Establish a committee that will accept reservations for General Membership meetings. Verify each reservation according to Article III, Section A, of the Constitution.

h. Collect all monies prior to General Membership meetings via Square.com. Collect additional opportunity ticket monies and Grandfathered cash or check payments at the General Membership meetings with the Treasurer verifying.
i. Collect all monies from “no shows” and submit to the Treasurer.

j. Maintain internet RSVPs through the Evite system, Square.com, and the FNCSC website.
k. Create a nametag for each FNCSC member to be used at each General Membership meeting.  

l. Report directly to the Second Vice-President.
m. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
7.   The Volunteer Coordinator shall:

a. Be a voting member.
b. May be bonded.  

c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including “no report”) to the President Secretary, and Vice-Presidents.
e. Encourage the establishment of FNCSC sanctioned special interest classes and activities for the benefit of FNCSC members.

f. Maintain a volunteer information record for each FNCSC volunteer.

g. At each FNCSC Board meeting, pass around the log sheet for each Board member to record their volunteer hours.  
h. Record volunteer hours for all FNCSC members and submit to the Installation Volunteer Coordinator monthly.

i. Set up and maintain all online records of all FNCSC volunteers as required by the Installation Volunteer Coordinator’s Office.

j. Coordinate with the Installation Volunteer Coordinator for the annual Fort Novosel Volunteer Recognition Ceremony. 

k. Be responsible for coordinating a “Volunteer of the Month” recognition at each General Membership luncheon in accordance with the Executive Board decision.
l. Forward a monthly nominee for the “Installation Volunteer of the Quarter” to the Installation Volunteer coordinator in accordance with the Executive Board decision.

m. Forward a nominee for the “Installation Volunteer of the Year” to the Installation Volunteer Coordinator in accordance with the Executive Board decision.

n. Prepare and submit a proposed budget at the July Executive Board meeting. 

o. Prepare and submit a revised budget for the January Executive Board meeting.
p. Serve on the Annual Bazaar Committee and run the Volunteer/Vendor Hospitality Room at the Annual Bazaar with the Hospitality Chairperson.

q. Coordinate with appropriate event chairpersons for the recruiting, retaining, and management of various committees and event volunteers during annual events (e.g. Annual Bazaar, Senior Citizen Outreach, Luncheons, Flightlines, etc.).

r. Report directly to the Second Vice-President.
s. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.

8.  The Flightlines Chairperson shall: 
a. Be a voting member.

b. May be bonded. 
c. Work in conjunction with the Third Vice-President to create the 
newsletter and distribute it electronically as determined by the President. 

d. Submit a monthly report (including “no report”) to the President, Secretary and Third Vice-President.

e. Proofread all material for accuracy, content, grammar, and correct spelling of names. 

f. Seek out advertisers in cooperation with the Third Vice-President.
g. Coordinate with the Membership Chair to maintain and update the membership email distribution list. 

h. Coordinate with the President and Third Vice-President with regards to club branding and publicity.

i. Coordinate with event Chairs with regards to event branding and publicity.

j. Take pictures as needed. 

k. In cooperation with the Volunteer Coordinator, recruit and manage volunteers in support of Flightlines content creation, publication, and distribution. 

l. Report directly to the Third Vice-President. 

m. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
9.  The Hospitality Chairperson Shall:



a. Be a voting member. 



b. May be bonded.

c. Attend all Board Meetings, General Membership Meetings, and Club events.

d. Maintain a continuity book and assigned email.

e. Submit a monthly report (including “no report”) of all activities, income and expenses related to position to the President, Secretary, and Second Vice-President.
f. Sign, prepare, pick up, and dispatch all correspondence in connection with FNCSC activities (e.g. special invitations, thank you notes, sympathy cards and birthday cards, etc.).

g. Work closely with the Second Vice-President and appointed chairs; particularly the Membership, Reservations, and Student Liaison Chairs. Activities might include but are not limited to processing reservations during events and recruiting new members during membership drives and/or during other events.

h. In cooperation with the Second Vice-President, purchase and coordinate opportunity gifts and drawings during luncheons.

i. Assist Reservations Chair to ensure that all monies from opportunity items are turned over to Treasurer prior to leaving an event.

j. Greet members and guests during club events.

k. Represent the club during monthly Newcomers’ Brief, Luncheons, and other events as determined by the President.

l. Serve on the Annual Bazaar Committee and run the Volunteer/Vendor Hospitality Room at the Annual Bazaar with the Volunteer Coordinator.

m.In cooperation with Membership, provide outreach to new members.

n. Coordinate snack schedule for monthly Board meetings.
o. May form a committee as needed. 

p. In coordination with the Volunteer Coordinator, recruit and manage volunteers in support of the Hospitality Committee. 

q. Report directly to Second Vice-President. 

r. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
10.   The International Spouses Liaison shall:

a. Be a voting member.  

b. Be required to attend all FNCSC Board meetings.
c. Serve as liaison between FNCSC and the International Military Spouses.

d. Encourage international military spouse participation in FNCSC events and activities.
e. Coordinate with the Membership and Reservations Chairperson.
f. Submit a monthly report (including “no report”) to the President, Secretary, and Third Vice-President.

g. Report directly to the Third Vice-President.

h. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
11.   The Student Spouses Liaison shall:

a. Be a voting member.  

b. Be required to attend all FNCSC Board meetings.
c. Serve as liaison between FNCSC and the student spouse population.

d. Facilitate and encourage student spouse participation in FNCSC events and activities, to include establishing points of contact within units. 


e. Submit a monthly report (including “no report”) to the President, Secretary, and Third Vice-President.

f. Coordinate with the Membership Chairperson.

g. Report directly to the Third Vice-President.

h. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
12. The Historian shall:

a. Be a voting member.  

b. Be required to attend all FNCSC Board meetings.
c. Be required to attend all FNCSC events/activities to take photographs.  

d. Prepare and submit a proposed budget at the July Executive Board meeting. 

e. Prepare and submit a revised budget for the January Executive Board meeting.

f. At the discretion of the President, create a digital scrapbook and have one made for the FNCSC and one for the Honorary President.
g. Maintain FNCSC’s historical files. 

f. Submit a monthly report (including “no report”) to the President, Secretary, and Third Vice-President.

g. Submit photos monthly to the Third Vice-President.
h. Submit photos to the Social Media Chairperson and Flightlines within three days of each FNCSC event.

i. Report directly to the Third Vice-President.
j. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
13. The Senior Citizen Outreach Chairperson shall:



a. Be a voting member.


b. May be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Coordinate the Senior Citizen Project event.

e. Contract for location, date, and menu.

f. Submit monthly report (including "No Report") to the President, Secretary, and First Vice-President.

g. Prepare and submit proposed budget for the July Board meeting.

h. Prepare and submit a revised budget for the January Board meeting.

i. Report directly to the First Vice-President.
j. Form a committee from General Membership to assist with Senior Citizen Outreach planning and execution.

k. In cooperation with the Volunteer Coordinator, recruit and manage volunteers in support of the annual Senior Citizen Outreach. 

l. Maintain accountability of property.
m. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
14.  The Operation Deploy Your Dress (ODYD) Chairperson shall:


a. Be a voting member.
b. May be bonded.
c. Be required to attend all FNCSC Board meetings.

d. Submit a monthly report (including "No Report") to the President, Secretary, and First Vice-President.

e. Coordinate all ODYD events.

f. Responsible for following operational guidelines as set by national 

ODYD organization.

g. Maintain ongoing dialogue and communication with ODYD founders to ensure compliance with operating procedures.

h. Maintain ODYD shop and inventory.

i. Solicit and process donations to ensure continued inventory.

j. Manage ODYD shop hours and volunteer activity.

k.Coordinate advertising with 3rd VP, Social Media Chair and Flightlines Chair; ensure ODYD Facebook page remains updated.

l. Prepare and submit proposed budget at the July Executive Board meeting to include recommended amount of insurance coverage based on current appraisals for fixed assets.

m. Prepare and submit a revised budget for the January Board Meeting.

n. Report directly to the First Vice-President.

o. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.

15.  The Social Media Chairperson shall:



a. Be a voting member.


b. May be bonded. 

c. Create, update and maintain social media outlets and the FNCSC webpage under the supervision of the Third Vice-President. 

d. Coordinate with the Third Vice-President all social media posts and publicity for FNCSC programs and events. 

e. Submit a monthly report (including “no report”) to the President, Secretary and Third Vice-President. 

f. Proofread all material for accuracy, content, grammar and correct spelling.

g. Post advertisements as directed by the Third Vice-President. 

h. Coordinate with the President and Third Vice-President with regards to club branding and publicity. 

i. Coordinate with the Second Vice-President and event Chairs with regards to luncheons and events branding and publicity. 

j. Coordinate with the Historian for pictures and take pictures as needed. 

k. Report directly to the Third Vice-President. 
l. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.

Section E.  Designated Committees

1.  The Nominating Committee shall:

a. Be chaired by the Parliamentarian.
b. Consist of: The President, Honorary President, an Advisor, and up to five active or associate FNCSC members appointed by the Parliamentarian. Care should be taken that all major units should be represented.

c. Present the names of the committee members at the February General Membership meeting.

d. Present the slate of nominees for the elected positions at the March General Membership meeting. 

e. Participate in the nominating process per Article III; Section A, Paragraph 5, of the Bylaws. 

f. Assist with election procedures, including distributing and counting ballots.
2.  The Budget Committee shall:

a. Be chaired by the Treasurer.

b. Consist of all Executive Board members and one Advisor.

c. Meet in early June to propose budgets for operating and welfare funds.

d. Be knowledgeable of the financial needs of the Board positions that fall under their supervision prior to the first budget meeting.

e. Present the proposed budget to the President prior to the July FNCSC Board meeting for Board approval.
f. Post the proposed budget to the FNCSC website.
g. Present the proposed budget at the first General Membership meeting for approval.

h. Review the approved budget in January and revise if necessary.  

3.  The Constitution and Bylaws Committee shall:

a. Be chaired by the Parliamentarian.  

b. Consist of: The President, Secretary, and at least three FNCSC members. Honoraria may sit on this committee ex-officio.

c. The Constitution and Bylaw Review Committee will meet every odd Board year in January.

d. The committee will review the Constitution and Bylaws and report its recommendations to the FNCSC Board in February. If amendment is necessary, notice will be given to the General Membership.
4.  The Super Sign-Up/Membership Drive Committee shall:

a. Be chaired by the Membership Chairperson. The President, First, Second, and Third Vice-Presidents will also serve on the committee (budget responsibilities will fall under Second Vice-President). 

b. Consist of all FNCSC Board members whose duties are to assist the chairmen in making the event a success.

c. Be responsible for a theme, decorations, contracting the venue for date, time, set up and menu.  

d. Present a budget to the new FNCSC Board no later than the June Board meeting to ensure proper financial accountability is in place for Super Sign-Up.

e. Be responsible for maintaining complete financial accountability for all expenses and submitting them to the Treasurer and giving receipt thereof.  

f. Create and maintain a detailed Standard Operating Procedure and After Action Report for each event.
5.  The Community Grants Committee shall:

a. Be chaired by the Community Grants Chairperson.

b. Be formed in September.

c. Consist of a minimum of three persons from General Membership and an Advisor.

d. Be knowledgeable of previous donations and the current Community Grants budget.

e. Meet prior to each Board meeting in order to deliberate request(s).

f. Prepare findings and recommendations for presentation to the Board.

6.  The FNCSC Scholarships Committee shall:

a. Be chaired by the Scholarship Chairperson.

b. Be formed in September.

c. Consist of a minimum of three persons from General Membership. 
d. Ensure that all applicants meet eligibility requirements, which includes military dependents of all ranks (Active, National Guard, Reserve, Retired or Deceased) and dependents of DA/DoD civilians assigned to and/or residing within a 40 mile radius of Fort Novosel, and being accepted into an accredited college, university, vocational or trade school. 

e. Meet to ensure returned applications are complete.

f. Prepare findings and recommendations for presentation to the Board.
g. Ensure scholarship monies are disbursed directly to the educational institution at the request of the student upon proof of enrollment to an account established in the applicant’s name and work to ensure all monies are claimed by Sept. 30.

h. Coordinate with the Treasurer to return 100% of all unclaimed money directly into the welfare account. 

i. Assist with the FNCSC Scholarships Awards Ceremony.

j. Honoraria or Advisor must serve as part of the committee.
7.  The Hospitality Committee shall:

a. Be chaired by the Hospitality Chairperson. 

b. Assist the Hospitality Chairperson in the following: 

i) Serve as official club greeters; first to greet all guests at General Membership meetings and FNCSC events.
ii) Coordinate volunteers to provide snacks for Board meetings.
iii) Work with Membership to recognize new members, guests and departing guests at the monthly General Membership meetings.
iv) Report directly to the Second Vice-President and Hospitality Chairperson.

ARTICLE III

ELECTIONS

Section A.  Elections

1.  The Parliamentarian will be responsible for all voting procedures, ballot counting, and announcement of voting results.  

2.  The Parliamentarian will ensure that only eligible members vote. He/she may request assistance from the Membership Chairperson and the Nominating Committee to meet this requirement.  

3.  Term of office shall be defined as one year, commencing June 1st of the year in which the officer is elected until May 31st of the following year.  

4.  The President, First Vice-President, Second Vice-President, Third Vice-President, Secretary, and Treasurer shall be elected by a plurality of votes of the General Membership. The current President will cast her vote for each office and place the ballot in a sealed envelope. She will give this sealed envelope to the Parliamentarian before the ballots from the General Membership are counted. In the event of a tie, the Parliamentarian will open the sealed envelope and count the President’s vote. 

5.  Members who are seeking office must follow these steps:

a. Be qualified to hold office as prescribed in the Constitution.

b. Submit their name to the Nominating Committee no later than the date specified by the Parliamentarian.

c. At the March General Membership meeting, any member interested in running for an elected office, who is qualified to hold office as described in the constitution, and who is not named in the proposed slate for the office that he/she desires, may be nominated from the floor after the proposed slate has been announced and nominations have been declared open by the presiding officer under the following guidelines:

i) A member may nominate himself/herself, or be nominated by any other member who is eligible to vote. A nomination from the floor does not require a second.
 

ii) A member nominated from the floor must consent to run, either verbally or in writing, upon nomination. 
iii) When there are no more nominations from the floor, the presiding officer will declare the slate closed.  

iv) Nominations may continue to occur at any time prior to the April luncheon vote and may be added to the ballot as write-ins. 

6.  The offices referred to in Article III, Section A, Paragraph 4, above will be elected annually, by secret ballot, at the April General Membership meeting. All members who are eligible to vote according to the Constitution and are present at the April meeting will be entitled to one ballot. If there is a discrepancy in voting eligibility, the most current FNCSC Membership Roster provided by the Membership and Reservations Chairperson will be used to clarify eligibility.  

7.  Election results shall be announced at the April General Membership meeting following the voting. All ballots and tally sheets shall be placed in a sealed envelope and maintained by the Parliamentarian until after the installation of officers. At that time the ballots will be destroyed.

8.  The newly elected officers shall be installed at the May General Membership meeting.
9.  In the event of an incomplete slate of the Executive Board, the vacant position(s) shall be appointed by the incoming President as soon as reasonably possible and approved by a majority vote of the governing Board. 

ARTICLE IV

QUORUMS AND VOTING

Section A.  FNCSC Board Meetings

1.  A quorum, for the purpose of voting or transacting business, shall be a simple majority of the voting members of the FNCSC Board.

2.  The President shall vote only in the event of a tie.

3.  Decisions will be made by a simple majority vote except where otherwise designated.

4.  Voting may take place by counting Yeas and Nays or secret ballot as described in Robert’s Rules of Order.

5.  In the event that a FNCSC Board member cannot attend a Board meeting:

a. They must appoint a representative who must be a member of the FNCSC Board.

b. They must notify the President and the Parliamentarian at least 24 hours in advance that they are not attending and provide the name of his/her representative at the time.

c. It is the responsibility of the designated representative to inform the Parliamentarian when they arrive at the meeting so a proper count can be taken for a quorum.

d. The Parliamentarian must verify the representative with the President.  

ARTICLE V

DUES AND BUDGET

Section A.  Dues

1.  Membership dues shall be reviewed and determined annually by the FNCSC Board in June.

2.  The membership year will be 1 June to 31 May.

3.  Active and Associate Members shall pay dues. FNCSC members who are student spouses will be granted a discounted membership rate.

4.  Individuals who hold honorary membership status shall not be assessed dues unless they want to be a voting member. 
Section B.  Budget

1.  The FNCSC fiscal year shall be 1 June to 31 May.

2.  The annual proposed budget shall be determined by the Budget Committee in June, approved by the FNCSC Board in July, and then presented for approval at the first General Membership meeting.
3.  The proposed budget shall include a minimum cash reserve for the General Operations Account of $5,000.00.

4.  The proposed budget shall include a minimum cash reserve for the Welfare Account of $1,500.00.

5.  The budget will be reviewed by the FNCSC Board and revised as necessary in January.  

6.  All expenditures not included in the budget shall have FNCSC Board approval. Any single non-budgeted expenditure over $1,000 shall be presented to the General Membership for approval.

7.  The President may approve disbursal of monies not exceeding $100 without prior approval of the FNCSC Board. However, a written record will be kept of all such disbursements, and will be subject to review by the FNCSC Board.

ARTICLE VI

COMMERCIAL CRIME COVERAGE AND INSURANCE

All members of the Executive and Governing Board, up to 20 positions shall be bonded. The Executive Board shall have the authority to decide which other Board members will be bonded based on need and insurance coverage. All volunteers are also considered “bonded” under the current commercial crime coverage policy. The insurance shall be a cash and liability policy in the amount of $25,000. The FNCSC will have liability, fire, and theft insurance on FNCSC property kept within any government building. 
ARTICLE VII

AWARDS AND GIFTS

Section A.  Awards

1.  Certificates may be given by the FNCSC in appreciation for contributions, for outstanding achievement or dedicated service to the organization.  

2.  Fort Novosel Volunteer Appreciation Certificates will be presented en masse to the FNCSC at the Installation Volunteer Appreciation Ceremony. The Installation Volunteer Coordinator’s guidelines for issuing such certificates will prevail.

Section B.  Appreciation Gifts

1.  A token gift not to exceed $75 may be given to the outgoing President.  

2.  The FNCSC Board may elect to contribute the gift monies to support the Fort Novosel community in lieu of individual gifts, with this amount not to exceed the gift budget.

ARTICLE VIII

HISTORICAL RECORDS

Section A.  

The President, Treasurer, Secretary, and Historian will maintain a historical file that will consist of the following permanent records:

1.  The original approval to operate on the installation and a copy of the current authorization.

2.  The original copy of the Constitution and Bylaws with all current revisions.

3.  A current list of FNCSC members.

4.  A current inventory of physical and financial assets.

5.  A current copy of DA and Fort Novosel regulations that apply to Private Organizations.

6.  A copy of the IRS tax exempt status, if applicable.

7.  A copy of the current insurance policies.

8.  A copy of all minutes from FNCSC Board meetings. These may be destroyed after seven years.

9.  A copy of all IRS forms 990 (Federal Income Tax Return for Non-Profit Organizations).

10.  A copy of all financial statements. These may be destroyed after seven years.  

11.  Copies of all audits. These may be destroyed after seven years.

12.  A copy of all scholarship records. These may be destroyed after seven years.
 13. Each outgoing committee chair will provide a continuation binder with AAR
 to the incoming chairs. Documents will be saved on Google drive.
ARTICLE IX

ADOPTIONS AND AMENDMENTS

Section A.  

Bylaws may be amended by a majority vote of the General Membership present and voting in a duly constituted meeting.  A member desiring to propose an amendment shall present the same in writing with his/her signature to the FNCSC Executive Board. The FNCSC Board shall consider the amendment at its next meeting. The installation commander or his/her designated representative must approve amendments to the bylaws.
Section B.  

Proposed amendments adopted by the voting members present at a General Membership meeting shall become effective upon approval of the Installation Commander or his/her designee. These Bylaws shall then supersede all previous Bylaws and amendments except that it shall not affect specific agreements and contracts entered into under the terms of the previous Bylaws until such terms of agreement or contracts shall have reached their expiration dates.
ARTICLE X

DECLARATION OF INVALIDITY

In the event an article of the Bylaws, or a portion thereof, is declared invalid, the remaining portion of the article shall remain in effect.  
Approved by the General Membership on March 9, 2023.

Martha Boyle


Rhojon DelaCruz


Nancy Nicolucci
President
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