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ORGANIZATION CHART DUTIES
PRESIDENT 

· The President shall preside at all meetings; appoint all standing committees promptly at the beginning of his administration and in any event not later than the first regular monthly meeting following election; appoint other committees as authorized by these Bylaws or as directed by members of the chapter or the Board of Directors. He shall make executive and administrative decisions within the provisions and limitations of these bylaws; and shall supervise the activities of the chapter generally, making certain that all officers and committees are acting within the scope of the Articles of Incorporation of the chapter and bylaws. He shall represent the Chapter at public affairs and community events consistent with the mission of MOAA and the Chapter.
· Develop and maintain an organizational chart that properly defines the Command and Control of the Chapter. Each Chapter Committee and its Chairperson will be placed on the Organizational Chart under the appropriate Vice President. The President shall be ex officio a member of all committees except the Nominating Committee.

Chaplain  

· The Chaplain shall conduct the devotions at all meetings of the Chapter and perform such other duties as are appropriate to this office.

· Work closely with the Personal Affairs Officer and Surviving Spouse Liaison to respond to the needs of the members as necessary.

Audit  

· Perform and/or coordinate the performance of any needed audits.

Historian  

· Collect, compile, and maintain the historical data pertaining to the chapter and perform such other duties as the President or the Board of Directors may direct.

ROTC Liaison  

· Liaise with Professor of Military Science and ROTC staff.
· Advise membership of events with cadets though meetings, newsletters and the website.
· Coordinate ROTC Recognition Dinner input: attendee names, scholarship recipients.
· Obtain medallions, MOAA medals, certificates, presentation checks for scholarship recipients.
· Procure presentation bars for graduating/commissioning seniors and arrange for presentation.
· Promote and secure national MOAA membership of newly commissioned officers.
Strategic Planning
· Initiate strategic planning efforts as necessary.
Legal Counsel 
· The Legal Counsel shall act as parliamentarian and shall represent the chapter in legal matters and provide legal advice to the chapter when requested by the President or the chapter.

1ST VICE PRESIDENT 

· The 1st Vice-Presidents shall assist the President in such matters as may be requested by him. 
· During the absence or disability of the President, the First Vice-President shall act as President in his stead and shall be responsible for the faithful performance of the duties of the President. 
· The First Vice-President shall be the Program Chairman, responsible for developing, programming and coordinating appropriate programs for regular meetings of the chapter. 
· Assume responsibilities for all committee actions within the internal actions of the Chapter, including:
Communications Manager

· Oversee and coordinate the chapter’s internal and external communications through the newsletter, website, email and any other means deemed appropriate by the Board of Directors.
Manage Email Account 

· Establish and maintain the chapter’s email account and maintain the Chapter-wide email distribution list.
· Monitor for inquiries from website, other sources.
· Respond or forward to responsible officer/board member for action; follow up.
· Gather reservations and forward to treasurer and House Committee Chair.
Directory Control 

· Check currency of recurring information.
· Merge with current roster.
· Contact Purchasing to arrange for printing, payment.
· Prepare for mailing.
· Re-do after everyone tells you what’s wrong with it.

Newsletter Editor
· Design layout; prepare skeleton for filling.
· Add meeting details, menu and speaker info.
· Import minutes of meetings.
· Gather and edit President’s Corner and Legislative Affairs articles.
· Compose Briefs.
· Update ROTC Boosters.
· Add articles of interest as needed.
· Advise webmaster of meeting details.
· Mail copies of newsletters to members without email addresses, if desired.
Webmaster
· Manage website through vendor.
· Design/update layout.
· Add meeting details, menu, speaker info for monthly meetings.
· Add articles of interest as needed.
· Respond to requests for inclusion in website.
House Committee  

· Choose, propose menus for monthly meetings; negotiate approval with caterer.
· Advise webmaster and newsletter editor of time/date/menu/speaker for publishing on website.
· Advise Vets Bldg management/caterer of annual meeting dates and coordinate changes if necessary.
· Obtain results of calling committee efforts and email responses, then and call numbers in to caterer.
Calling Committee  

· Add a personal level of communications by calling members to get RSVPs for meetings and other events that require volume planning. Report results to House Committee Chair in a timely manner.

Raffle  

· Conduct raffle/door prize drawings at all general membership meetings unless directed otherwise by the board.

· Obtain prizes and bill Treasurer with appropriate receipts.

Special Events Sub-Committees  
· ROTC Recognition Dinner

· Negotiate menu (buffet with appetizers).
· Make sure number of cadets/spouses/dates.
· Get names for awards.
· Arrange photographer.
· Identify chaplain.
· Identify award presenter.
· Make sure appropriate people order MOAA medals, medallions, presentation checks.
· Prepare, print and distribute programs.
· Determine table décor (Centerpieces?).
· After:  gather photographs for newsletter.
· Christmas Party

· Negotiate menu (plated, 3-course meal).
· Arrange for decorations (color of table covering and napkins; procure poinsettias).
· Check on entertainment.
· Identify chaplain.
· Build, print and distribute programs.
· Arrange for photographer.
· AND NOW… prepare and send invitations to entire membership.

· And other events as assigned.
Personal Affairs Officer  

· Serves as the primary point of contact for issues associated with military rights and entitlements, with special emphasis on survivor benefits information.

· Serves as primary MOAA outreach to new surviving spouses at times of a member’s death or terminal diagnosis to express symphony and help coordinate end of life issues with VA, appropriate service finance centers, local mortuary services, and MOAA membership transition issues.

· Creates and maintains a library of personal affairs publications, including all MOAA personal affairs publications (MOAA.org/pubs) as well as information available from local VA and Social Security offices.

· Maintains a current list of resources and confers with their offices as necessary, including: 

· The Defense Finance and Accounting Service Center and Coast Guard Pay and Personnel Center (USCJ, USPHS, NOAA).
· Lane County Veterans Services: (541) 682-4191.
· The nearest VA regional office: (800) 827-1000.
· The nearest Social Security office: (866) 563-3450.
· National MOAA’s benefits and finance experts.
· Local veterans’ service organizations, such as the American Legion, the Disabled American Veterans, and the Veterans of Foreign Wars.
· Provides training to all members through newsletter articles, briefings and individual counselling as needed.

· Supervise the Surviving Spouse Liaison program.

Surviving Spouse Liaison  

· Serves as the subject-matter expert on legislative and other topics related to surviving spouses.

· Works directly with national MOAA’s Surviving Spouse Advisory Council (MOAA.org/ssac), the council’s surviving spouse liaison, and other resource organizations.
· Partners with Chapter Chaplain to meet needs of surviving spouses.

· Develops opportunities to engage and educate surviving spouses and to encourage their participation as members of MOAA and this chapter.

Purchasing Project Coordinator

· Logo wear sales, lapel pins and name tags.
· Design items (logos, text, placement).
· Find vendor (price, speed, quality).
· Order and display samples to membership.
· Advertise with members.
· Take orders (Get people fitted if necessary).
· Place order.
· Pick up order.
· Distribute logo wear.
· Business cards for chapter.
· Design.
· Find vendor (price, speed, quality).
· Place order, pay, get reimbursed.
· Distribute as necessary.
· Maintain stock.
· Print chapter forms and literature as required.
· Find printer (price, speed, quality).
· Place order, arrange payment.
· Pick up order.
· Distribute to requester.
2ND VICE PRESIDENT 

· The Second Vice-President is the Custodian of the Chapter Colors and shall be responsible for the availability of Colors at every meeting of the chapter and at such special events as may be directed by the Board of Directors and other duties as requested by the President. 
· During the absence or disability of the President and the First Vice-President, the Second Vice President shall act as President in their stead and shall be responsible for the faithful performance of the duties of the President. 
· Is responsible for all committee actions within the External workings of the Chapter. 
· The 2nd Vice President shall be the Benton Community Foundation (BCF) liaison, responsible for maintaining contact with the BCF, monitoring status of Emerald Empire MOAA Endowment Scholarship and reporting such to the Treasurer prior to each board meeting and attending BCF hosted meetings. As chairperson of BCF committee, shall join with the ROTC Professor of Military Science in the scholarship selection process.
Membership   
· Maintain current roster of regular and honorary members, and surviving spouses.
· Send timely notice to members of dues to be paid.

· Collect and track dues payments and turn over monies to the treasurer.
· Transfer changes to historical log.
· Advise Board of membership and dues status.
· Perform input to National MOAA (Taps forms, new member forms, Committee Module).
· Download MOAA potentials (Near Real Time [NRT}) list to identify possible new members.
· Draft recruitment letters and make any other appropriate recruitment paraphernalia.
· Download MOAA No Contact list to ensure chapter members can receive all necessary communications.
· Keep national MOAA and Oregon Council officer list current on the Committee Module.
· Roster Control.
· Design and Maintain membership application and adjust for currency. Send most current form to Purchasing for printing. Distribute and maintain stock.
Awards   
· Communications Awards
Coordinate with newsletter editor and webmaster to gather MOAA specs, compare with our performance.
Adjust website/ newsletter to meet changed MOAA emphasis.
Build web and newsletter entries, submit by 1 Mar annually.
· Levels of Excellence

Get MOAA specs, compare with our performance.  Update community involvement.
Prepare/write entry items.
Gather all enclosures.
Submit entry by 1 May each year.
Legislative Affairs  

· Monitor local, state, and national legislative developments that might affect servicemembers, veterans, and retirees and their families, or national security.
· Keep the chapter’s board and members informed about legislative developments of particular interest.
SECRETARY 

· Keep the minutes and records and conduct the correspondence of the Club,

· Take minutes at board of director. and “annual” meetings, and any meeting requiring a vote by the general membership; preparing draft documents for review, revise, send to newsletter and file.
· Issue notices of meetings of the Club chapter and the Board of Directors and issue a final report at the Annual Meeting of the chapter.

· Produce yearly book of permanent records, minutes and newsletters.
· Maintain Bylaws.
· Stock directives, envelopes, letterhead stationary, award certificates, business cards, applications.
· Maintain electronic files .
· Advise all members of meeting dates through the newsletter and website, giving adequate notice of board, and annual meetings and any meeting requiring a vote by the general membership.
· Purchase paper goods, printer ink and stamps as necessary.
TREASURER 

· The Treasurer shall be the custodian of all funds and securities of the Club chapter. 
· Receive all moneys from the Secretary and other sources and deposit the same in the name of the Emerald Empire Chapter of MOAA. 
· Deposit all sums received into financial institutions approved by the board of directors.
· Make all necessary disbursements by check as authorized by the Board of Directors. 
· Keep an accurate account of all funds received and disbursed and of the assets of the Club chapter. 
· Submit a financial statement at all Board meetings and upon call of the President and shall submit a final report and certified statement of the Auditing Committee of the Club chapter at the Annual Meeting or upon his relief from office through resignation or otherwise.

BOARD MEMBERS 

· The Board of Directors, which includes the President as Chairman of the Board, Elected Officers,  Legislative Representative, Professor of Military Science, University of Oregon, Surviving Spouse Liaison and one elected representative of each uniformed service, shall have the power to elect members and from time to time to fix the annual dues; to make and enter into such contracts as in its judgment and discretion may be deemed for the best interest of the chapter; to designate depositories for the funds of the chapter, and the persons by whom checks drawn on such depositories shall be signed; to make, alter, amend and enforce rules for its own government and, generally to do and perform every act and thing whatsoever which it shall deem necessary, expedient or applicable, to carry out the purposes and objects of the chapter in accordance with the Articles of incorporation and these Bylaws. The funds of the chapter shall be paid out only by the authority of the Board of Directors.

