Tennessee Elks Association
Operations Manual



INTRODUCTION
This Tennessee Elks Association Operations Manual represents the efforts of many dedicated Elks. Basically, it is a compilation of approved TEA Operating Procedures and Job Descriptions for Officers and Committeemen. Additional programs such as the Soccer and Technical Committees are planned for the near future.
As in the past, an updated manual will be issued to the incoming State President to be used as guidelines for his Officers and Committeemen. We hope it will be well utilized.


PRESIDENT
DUTIES.
The President shall be the chief executive officer of the Association. He shall preside at all meetings, preserve order, appoint all committees not otherwise provided for, decide all questions of order subject, to appeal to the Association, and perform all other duties that may be imposed upon him by law.
EXPENSES.
An amount shall be budgeted and designated by the Association for the payment of all the President's reasonable expenses incident to the performance of his duties.
OFFICIAL VISITS.
The President shall make an official visit in each Grand Lodge district in Tennessee, and as many unofficial visits to subordinate lodges as he may deem proper. He shall designate one lodge in each district for his official visit, and it shall be the duty of the officers of that lodge to invite the other lodges within said district to attend said official visit. (It is suggested that the Vice President of the district plan and coordinate activities at said meeting).
REPORTS.
The President shall be required to file a written report with the Secretary of the Association, and make an oral report to the membership at all regular meetings concerning the activities of his office, and make any recommendations which he may deem to be in the best interests of the Association.
GRAND LODGE SESSION.
The President shall represent the Association at the Grand Lodge Session and shall be reimbursed for his expenses on at least the same basis provided by the Grand Lodge for reimbursement of expenses of a DDGER. The President shall consult with the sponsoring Past Grand Exalted Ruler as to the duties and responsibilities of the President at the Grand Lodge Session. He shall be the official host in the State Hospitality Room, if one is available.
QUALIFICATIONS.
Only Past Exalted Rulers affiliated with a member Lodge, and residing within its jurisdiction, shall be eligible for nomination and election to the office of President.
TERM.
The President will serve a term of one year.
APPOINTMENTS.
The President shall designate all appointive offices listed in the By-laws. He shall also appoint all committees not otherwise provided for.
INSTALLATION.
The President shall be installed at the annual meeting in accordance with the ritual adopted by the Association.


VACANCIES AND REMOVAL.

If the office of President becomes vacant for any reason, the President-Elect shall succeed to that office for the remainder of the term. Should any other vacancy arise, the President, with the approval of the Executive Committee, shall appoint a replacement. Should the President feel that good cause has been shown to remove any officer, he shall notify the Executive Committee in writing. If a majority of the Executive Committee sustains his decision, the Officer shall be removed from office.
STATE ASSOCIATION RESPONSIBILITY.
The President of the Association has the responsibility of promoting the many programs of the Grand Lodge within the state and their own programs and activities as adopted by member lodges at the Annual Sessions of the Association.
The State Association does not have any authority or responsibilities in the internal affairs of the Subordinate Lodges, except where it pertains to those programs of the Association. However, the State Association has available committees and advisory groups ready to assist Lodges upon request.
STATE PRESIDENT DUTIES
1.	Present your program and goals at the State Annual Meeting.

2.	Outline your program and goals and present a copy to the President-Elect, the Vice Presidents and the VP-Elects.
3.	Promote the Grand Exalted Rulers and Grand Lodge programs.
4.	Establish and maintain close communication with the State Secretary, all committee chairmen and District Deputies. Be sure that District Deputies give you a copy of their visits and clinics.
5.	See that all committee chairmen receive the State stationary and expense vouchers from Secretary.

6. 	Give a copy of the adopted budget to each commit

7. Notify lodges to place your name on the mailing list for the lodge bulletin. 

8.	Notify committee chairman that it is mandatory that he be present and submit a written report of the committee activities at the Annual Meetings.
9.	Notify and request the presence of all State Officers at the Mid-year and Annual Meetings.
10. Notify committee chairman to request the presence of their respective committee members at the Mid-year and Annual Meetings.
11. Invite the Past Grand Sponsor to install the newly elected and appointed State Officers at the State Annual Meeting.

12.	Work with the State Bulletin Editor to publish the bulletin. This is your communication with Lodges and committee persons.
13.	Send copies of letters and other information to the President-Elect.
SEQUENCE OF EVENTS
April
At the Annual Meeting after your installation, hold a meeting with the Vice Presidents, VP-Elects, Committee Chairmen, State Secretary, State Bulletin Editor, Exalted Rulers, and DDGER - designates. Present your program and goals. Handout expense vouchers and explain state policy on expenses. Copies of the State budget should be distributed. It is suggested that a folder be given with this information within and also a copy of their job description. Stationary can be handed out at this meeting by the State Secretary and any comments of information given by him. Give the State Bulletin Editor a chance to discuss the help he needs to produce an informative bulletin.
Start a good working relationship with the State Secretary. He will be your "right hand man". Expense vouchers will go to the Secretary for approval - he will then forward to you for approval - you will then forward to the State Treasurer for payments.
Suggest that you meet with your sponsoring Past Grand Exalted Ruler and ask for any advice that he may give.
Attend the DDGER Clinic in some district.
Start preparing for the Grand Lodge Session in July. Contact DDGER-designates and indicate their day for the lodges in their district to host the State Hospitality Room. They will then have time to notify the lodges of his plans.
May
Send a letter to all lodges requesting funds to help with the expenses of the State Hospitality room at the Grand Lodge Session.
June
Finalize plans for Grand Lodge Session.
Start planning for the Mid-year Meeting.
Contact Leadership Training Committee Chairman about Mid-year work shop program.

Contact Convention Chairman about Mid-year Meeting site, meeting room availability, dining areas and seating arrangements for head tables.
July
Prepare article for State Bulletin.
Attend Grand Lodge Session.
Consult with your Grand Lodge Sponsor as to your duty and responsibilities at this Session. Work with State Registration Chairman on the operation of the hospitality room
Continue to make preparation for Mid-year Meeting. August
Make final plans for Mid-year Meeting.
Make a chart of dinner head table seating for each meal. It is suggested that you give a copy of charts to the President Elect and let him handle the place cards by preparing them and placing them. This will prepare him for the seating arrangements the year he is President.
Check with committee chairmen on their workshop plans and notify them as to time and place of their workshops.
Make sure that the local lodge convention chairman has made arrangements for necessary chairs, tables, microphones, flags, blackboards and other items needed.
It is suggested that you make a folder for each dinner meeting and each business session and place any information that is needed in the respective folder. Use this to plan and guide you.

Ask each person designated to sit at the head table to notify you if they and their spouse will be in attendance at the Midyear Meeting and you notify them of their time and place of seating.
Attend a DDGER clinic in some district.

Sept-Oct

Prepare article for State Bulletin.
Arrive early at host city of Mid-year Meeting to check all arrangements.
Give last minute changes of seating at head table to designated person who is handling place cards.
Start all meeting on time.

Ask permission from the Board of Directors to deviated from the agenda and announce to the delegates assembled at beginning of business session.
Suggest that you have a "ready chair" for each speaker. This will speed up your meeting. Ask each reporting person to give an informative but short report.
Prepare your written and oral report of your activities and recommendations that will be given to the assembled delegates.,
Make note of the things you forgot to do at the Mid-year Meeting so that the same mistakes will not occur at the Annual Meeting.
Evaluate your year -- Are your goals being accomplished? Are you satisfied with committee chairmen and their accomplishments?

November
Have Vice Presidents completed their visits and sent in their reports?
Have you made your official visit to all Districts?
December
Start making plans for the Annual Meeting.
January

Prepare article for State Bulletin.
Attend DDGER clinic in some district.

Make similar preparations as you did at Mid-year Meeting.
Prepare a folder for each meeting (dinner and business) to include all information needed for that particular meeting.

Read Elks Protocol Book and Convention Manual on seating and other items.

Feb-Mar
Notify lodges of registration and agenda of Annual Meeting.
Notify and get commitment for all persons designated for head table seating.
Make copy of head table seating and give to designated person in charge of place cards. Remember protocol.

Prepare your written and oral report to be given at Annual Meeting.

Have all expense vouchers been submitted and approved?

Have the Vice Presidents and Committee Chairmgn been notified to have written and oral reports at Annual Meeting?

April
Prepare article as immediate PSP for State Bulletin.

Be prepared to give a report at the Board of Directors meeting and the Advisory Board meeting
giving the final status of your year.

Arrive early at the Annual Meeting to make sure that all preparations are in order. Is there a flag in the room?  Are the committee chairmen prepared to give short but adequate reports?  Have you made proper preparation per PROTOCOL for the attendance of the Grand Exalted Ruler at the business meeting? Start the business meetings on TIME.

Read Roberts Rules of Order on how to handle possible contested election of officers. Be prepared. 


Make a written and oral repol to the delegates at the business meeting. The written report should be type-written and single spaced and given to the Secretary.

Ask the delegates for permission to deviate from the agenda at the beginning of the business session.

It is suggested that a folder be prepared for each meeting business and dinner. Have an agenda in each folder. Put any changes in seating arrangements in the respective folder so that you may notify the person designated to handle place card arrangements at dinner meetings.

Keep the meeting flowing at a pace to make the meeting enjoyable and interesting.

It is suggested that the last item on the agenda for the Saturday night Awards Banquet be the Ritual Awards.	If you don't do this you will find that you will lose your delegates and your control over any further business.


PRESIDENT-ELECT
The President-Elect shall be elected at the Annual Meeting of the Association in the following sequence: West District, Middle District, East District, and Upper-East District. He shall assist the President in the performance of his duties, preside at all meetings of the Association in the absence of the President and succeed to the office of the President at the Annual Meeting next following his election.
QUALIFICATIONS
Only Past Exalted Rulers affiliated with a member lodge, and residing within its jurisdiction, shall be eligible for nomination and election to the office of President-Elect.
TERM OF OFFICE
The President-Elect shall serve the Association for one year.
INSTALLATION
He shall be installed at the Annual Meeting.
VACANCIES
If the office of President becomes vacant, the President-Elect shall succeed to that office for the remainder of the term.
EXPENSES
An amount shall be budgeted and designated by the Association for the payment of the President-Elect's reasonable expenses incident to the performance of his duties.
SEQUENCE OF EVENTS
April
Ask President of TEA to copy any pertinent letters to you. Attend as many District DDGER clinics as possible. This is a good source of committee appointment material.
May
Start formulating you plans and goals for year as President
Read carefully the By-Laws of TEA.
Read and study book of PROTOCOL.
Read and study the TEA Convention Manual.
Write all active Past State Presidents for their input on potential committee chairmen and committee members.
June
Think of a good "Slogan" to use in your year as President.
Begin preliminary work on ideals for the State Pin for your year.

July
If possible, attend Grand Lodge Session.

August
Try to attend DDGER clinics in the districts you missed in April. Watch for talent for officer and committeemen appointments.
Consult with President as how to assist him at the Mid-year Meeting.
Develop your proposed officer and committee appointments for your year as President. You should have all officer and committee chairmen finalized at this point and a preliminary selection of committee assignments..
Sept-Oct

Attend Mid-year Meeting.
Be prepared to make a report on your activities thus far at the Board of Directors Meeting and the Advisory Board Meeting.
Meet with PGER Sponsor as to officer and committee assignments and obtain his approval for those appointments requiring Grand Lodge input.	Others present at this meeting will be the President, Chairman of the Board, Secretary,... You will need to have 5-6 copies of your proposed officers and committee assignments for discussion.
Nov-Dec-Jan
Order State pins for delivery by April. This should be done early in January
Get final commitments for all officer and committee assignments. Send each chairman copies of his job description. Send each committee member the name of the Chairman and the names of the other members of the committee.
Attend at least one January DDGER clinic.
Feb-Mar
Send "Slogan to State Secretary for stationary imprinting.
Turn in all names, addresses and telephone numbers of officers and committeemen to the state Secretary for directory needs.
Notify officers and committeemen of the special meeting to be held at the Annual Meeting. Send them folders prepared with budgets, expense vouchers, etc. This allows the Chairman to meet with his committee separately if necessary.

April
Prepare article for State Bulletin as new President.
Be prepared to make a report at the Board of Directors Meeting and the Advisory Board Meeting, indicating your successes and problems of the year and your recommendations for the future.

You will be installed as President at the Annual Meeting. Is your appointed State Chaplain prepared for closing the closing prayer at the close of the business session? It should be one of-non-sectarian nature. Be prepared to close the convention.

After your installation, be prepared to hold a meeting with Vice Presidents, Committee Chairmen, State Secretary, State Bulletin Editor, and Exalted Rulers. Present your program and goals. Have folders prepared with budgets, expense vouchers, etc. for distribution.


SECRETARY

QUALIFICATIONS
Any Tennessee Elk in good standing shall be eligible for the office of Secretary.

TERM OF OFFICE
He shall serve for a term of one year and be installed at the Annual Meeting 
DUTIES
He shall be custodian of the state seal and affix it on all documents requiring it.
He shall record minutes of all official meetings and distribute same to appropriate members., hateveerr source and give a receipt and obtain a receipt from
He shall collect all monies from whatever source and give receipt and obtain a receipt from source of delivery and forward to the Treasurer 

He shall file all reports required by the Grand Lodge, state and federal organizations.

He shall receive all vouchers from officers and others, shall verify them for accuracy and completeness, shall compare them to the budget, sign and forward to the State President for payment process.

He shall provide his own office space.

He shall be paid no salary but will be allowed expenses for the use of a vehicle, for postage, and for long distance telephone calls.
He may be appointed the Housing Chairman to the National Convention make necessary arrangements for adequate housing and make information known to all Elks through the state bulletin and other mailings. He shall work with the State Convention Chairman as to hotel space and resources. If he is authorized to attend the National Convention, he shall act as co-nost of the state hospitality room and manage funds of the room.

He shall be custodian of all official papers except his own bond.

He shall destroy papers, documents, and records as approved by the Board of Directors.

He shall furnish to the Grand Secretary;
	A list of officers and lodges (State Directory)
	Any other information requested by the Grand Lodge or its committees.

He shall comply with State By-laws and sign all official documents of the Association and distribute as required.

He shall perform any other duties requested by state offices or the Grand Lodge. Handle all requests for information in a timely fashion.



SEQUENCE OF EVENTS
April
Collect dues from lodges and send to Treasurer.
Execute a bond in amount set out in the By-laws and deliver it to the Chairman of the Board.
Prepare a State Directory of Lodges with list of offices and committeemen and distribute same.
Attend, give Secretary Report, and prepare minutes of annual corporation meetings and Board of Director Meetings. Distribute same.
Send Editor a copy of list obtained from lodges along with address list of state officers and committeemen.
Work with the state and local convention chairmen and give the meal guarantees to hotels, verify meal numbers, and approve the master bill for payment. He or his authorize representative shall be the only authorized person to approve charges to the master bill.

June 

Prepare or have prepared the IRS form 990 for the TEA and TECT, the annual charter report, and such other reports required by the State of Tennessee.

July
If appointed as Grand Lodge Housing Chairman, attend the Grand Lodge Convention and act as a co-host of the state hospitality room if one is approved.
Sept-Oct
Attend Mid-year Meeting, give Secretary report, and prepare and distribute minutes of the official meetings.
Work with state and local convention chairmen and give the meal guarantees to hotels, verify meal numbers and approve the master bill for payment. He shall be the only authorized person to approve charges to the master bill.
Nov-Dec
Handle all matters as they are received.
January

Distribute to subordinate lodges an information sheet to obtain names of all officers, PERs and committee chairmen.


TREASURER
QUALIFICATIONS
Must be a Tennessee Elk in good standing.
TERM OF OFFICE
The Treasurer services a term of one year and is installed at the Annual Convention.
DUTIES
Has responsibility to control the general funds of the Corporations by receiving these funds primarily from the State Secretary.
Receive all monies from the Secretary.
Pays out the monies from the general funds only upon receipt of vouchers countersigned by the State President and State Secretary or approved by the Executive Committee
Attends Corporation meetings and those of such boards and/or committees as may require his services.
Maintains just and regular accounts of the corporations.
Serves as Chairman of the corporation Finance Committee.
Render detailed reports at both the Mid-year and Annual Conventions.
Render quarterly detailed reports to the Chairman of the Board, the PGER Sponsor, the President, the President-Elect, the Secretary and the Chairman of the Budget Committee.
Obtain a bond in the amount of $50,000. The corporations shall pay the expense.
Deliver all corporation funds, books vouchers and all documents to his successor, and deliver same to the Audit Committee when so directed by the Chairman of that Committee.
SEQUENCE OF EVENTS
Aril
Present the end-of-year financial status to the Annual Meeting.
Review status of all corporation investments.
Work with Audit Committee on past year reviews.
Obtain necessary bonds.
July
Prepare quarterly financial status reports.
Review status of all corporation investments. Activate Finance Committee if necessary.
Sept-Oct
Prepare Mid-year financial status reports and present to the Mid-year Meeting of the corporations.
Review status of all corporation investments. Activate Finance Committee if necessary.


January
Prepare quarterly financial status reports
Review status of all corporation investments. Activate Finance Committee if necessary.
March
Prepare end-of-year financial status reports.


VICE PRESIDENT
QUALIFICATIONS
Should have served as an Exalted Ruler and on several state committees.
Should have active knowledge of state activities such as TEBT, TECT, Hoop Shoot, Drug Awareness ENF, Youth Activities, Leadership Training, special state award programs.
Should have the desire to develop good working relationships with other Elks throughout Tennessee to strengthen TEA programs.
DUTIES

Plan for and attend the official visit of the President.
Visit all lodges within his district and promote state programs.
Promote attendance and participation at Mid-year and Annual Conventions.
Supervise the planning for the official visit of the President to the district.
Make arrangements for district workshops.
Encourage lodge submission of information on special events or activities to the state newsletter for statewide distribution.
Make a written report of visits and activities within his district to the President, President-Elect, Vice President-Elect, and others as necessary.

SEQUENCE OF EVENTS
April
Attend Annual Convention for installation and meeting with the President on annual programs.
Attend DDGER Clinic.
Plan visits and activities and coordinate with the President, President-Elect, Vice President-Elect and ERs.
May-July
Visit all lodges in district, encourage activity in state programs, and submit reports.
By July 10 prepare and submit an article for the Aug-Sept-Oct state bulletin concerning activities, achievements, etc. in your district. Submit through the District Editor.
August

Attend DDGER Clinic
Sept-Oct
Attend Mid-year Meeting and be prepared to present progress report.
By October 10 prepare and submit an article for the Nov-Dec-Jan state bulletin concerning activities, achievements, etc. in your district. Submit through the District Editor.
Nov-Dec
Contact all ERs and offer assistance with programs.

January

Attend DDGER Clinic.
Attend district Hoop Shoot contest.
By January 10 prepare and submit an article for the Feb-Mar-Apr state bulletin concerning activities, achievements, etc. in your district. Submit through the District Editor.
By April 10 prepare and submit an article for the May-Jun-Jul state bulletin concerning activities, achievements, etc. in your district. Submit through the District Editor.
Attend Annual Convention and report to the corporate meeting on new activities in district.
Anytime
Encourage inter-lodge visitations through the use of the traveling gavel.
Work in District to promote and carry out the Program of the State and the President.
Overall
Develop a book of all information pertaining to year as Vice President and give to incoming VP at Annual Meeting.
Develop a list of improvements for the office and forward copy to the President, President-Elect. Vice President-Elect, and Chairman of the Board.

VICE PRESIDENT-ELECT


QUALIFICATIONS
Should have served as an Exalted Ruler and several state committees.
Should have active knowledge of state activities such as TEBT, TECT, Hoop Shoot, Drug Awareness, ENF, Youth Activities Leadership Training,. and special state award programs.
Should have the desire to develop good working relationships with other Elks throughout Tennessee to strengthen TEA programs.

DUTIES
Travel with the Vice President during his visits to the district lodges, observe his actions and assist him in any way possible.

SEQUENCE OF EVENTS

April
Attend Annual Convention for installation and meeting with President and Vice President on the annual programs.
Work with Vice President on lodge visit schedules.
Attend DDGER Clinic.

May--July
Visit lodges with Vice President.

August
Attend DDGER Clinic.

Sept-Oct
Attend Mid-year Meeting.

January

Attend DDGER Clinic.

Overall
Develop a list observations made during the lodge visits and situations you might want to recheck during your visits as Vice President the following year.

Assist the VP as required to promote and carry out the programs of the state and the President.


CHAPLAIN
QUALIFICATIONS
Must be a Tennessee Elk in good standing.
DUTIES
The Chaplain is responsible to select or compose appropriate and non-sectarian prayers to be delivered at the Mid-year and Annual Meetings. He is also responsible for arranging and conducting the Memorial Service at the Annual Convention.
TERM OF OFFICE
He shall serve a one year term and will be installed a the Annual Meeting.
SEQUENCE OF EVENTS
April
After the installation of new officers at the Annual Convention, the newly appointed Chaplain should be prepared to give the meeting closing prayer.	_/~v	~
Sept-Oct
He shall be prepared to compose or select and give prayers at the Mid-year meeting business sessions, meals, and banquets.
Jan-March
Work with the Convention Chairmen and President as to site selection, music, public address systems, seating, etc. for the Annual Meeting Memorial Service. Some of the responsibilities are:
Arrange for an appropriate musical program.
Arrange for the previous year's winner of the Eleven O'Clock Toast Contest to give the Toast.
Arrange for an appropriate speaker. Arrange for appropriate flowers. Prepare a Memorial Service Program for distribution.
Aril
He shall compose or select and give prayers at the Annual Meeting business sessions, meals and banquets.
He shall conduct the Memorial Service normally held on Saturday morning.
 


HISTORIAN
QUALIFICATIONS
Must be a Tennessee Elk in good standing.
DUTIES
Secure and maintain the records of the outstanding accomplishments of the TEA for posterity. The following items should be considered:
TEA Directory of Officers and Committeemen Midyear and Annual Convention Programs Memorial Service Programs
All issues of the Bulletin of the Tennessee Elks Association Clippings from the Elks Magazine pertaining' to Tennessee Clippings from any Tennessee newspapers pertaining to Elks Any TEA publications such as the Directory of Lodges, Photographs of TEA annual events and any special events.
Any mementos of the President's visits and other activities
Revise, print and distribute the TEA Directory of Lodges no less than every three years (TEA BL 6.11)
Update, print and display or issue at meetings, the TEA History of Awards. This includes:
Elks Hall of Fame Elk of Year President's Award President's Award for attainment of ENF and TEBT goals
Attend Midyear and Annual Meetings, display significant documents for membership review, and solicit additional information.
Submit a historical-information item to the State Bulletin from time to time


ORGANIST
QUALIFICATIONS
Must be a Tennessee Elk in good standing.

DUTIES
Must attend Mid-year and Annual Meetings.
Provide musical entertainment before and during the meetings.
Assist the Chaplain in music required for the Memorial Service at the Annual Meeting. Contact the President as to any special requests for the sessions.


PARLIAMENTARIAN
PURPOSE
American Parliamentary Law is built upon the principle that rights must be respected; rights of the majority, of the minority, of individuals, of absentees, and rights of all of these together.
The basic principle that the decision of the majority is accepted as the decision of the assembly, has long been recognized. Yet it has been found that an assembly sometimes needs protection from itself. From this principle have grown the special requirements for such motions as to Repeal, to Rescind or to Reconsider.
Fundamentally, under rules of American Parliamentary Law a deliberative' body is a free agent - free to do what it wants to do with the greatest measure of protection to itself and of consideration for the rights of its members.
QUALIFICATIONS
Should be a Tennessee Elk in good standing who has a thorough understanding of the,BPOE Statutes, the TEA By-laws, and Robert's Rules of Order.
DUTIES
Must attend all official TEA and TECT functions and rule on special parliamentary actions.


SERGEANT AT ARMS
QUALIFICATIONS
Must be a Tennessee Elk in good standing.
Should have a working knowledge of Elk protocol.
DUTIES
Must attend the Mid-year and Annual Meetings, report to the meeting site well in advance of meeting times, and notify the President of your presence.
Perform any duties requested by the President.


TILER
QUALIFICATIONS
Must be a Tennessee Elk in good standing.
Should have a working knowledge of Elk Meeting protocol.
DUTIES
Attend Mid-year and Annual Meetings

Must check credentials of and Lodge of attendees at the corporation meetings.

Notify the President of any unusual circumstances surrounding any possible attendee problem.



	ACCIDENT PREVENTION AND INSURANCE COMMITTEE

PURPOSE			
To promote, assist and advise the Subordinate Lodges to identify loss causing situations, to engage in loss preventing practices and to prevent accidents.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.  The chairman should be willing to serve more than one year to insure continuity with the Grand Lodge program.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the sponsoring Past Grand Exalted Ruler.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, the Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

Communicate and correspond directly with the Executive Director of the Grand Lodge Elks Insurance Department.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Submit an article for the May-June-July State Bulletin. Deadline to Editor is April 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
Committee Chairman to review performance of committee members and relay inputs to the President and  President-Elect.


October
Submit an article for the November-December-January State Bulletin. Deadline to Editor is October 10.

January
Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

April
Attend Annual Meeting and give final report for past year.   

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any materials or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.




	AMERICANISM COMMITTEE

PURPOSE
The Americanism Committee is charged with implementing the patriotic activities planned by the Grand Lodge and cooperating with other local organizations in fostering patriotic community endeavors.

This committee shall promote any and all programs supporting the tradition and heritage of our country, especially the Flag Day ceremony.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, the Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

The Chairman shall consult with the President periodically during the year as to his plans and actions in accomplishing the goals of this committee

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Inform the Americanism Committee members as to the Grand Lodge Program and the President's Americanism Program.  Start developing programs for ensuing year.

Submit an article for the May-June-July State Bulletin. Deadline to Editor is April 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

May
Urge all Elks Lodges to not only observe Flag Day with the required ritual but to prepare special observances.

June
Remind all lodges to celebrate the July Independence Day.


July
Submit an article for the August-September-October State Bulletin.   Deadline to Editor is July 10.

August
Remind all lodges to celebrate Labor Day in September.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Remind all Elks to celebrate Veterans Day in November and Veterans Remembrance Month.

Submit an article for the November-December-January state Bulletin. Deadline to Editor is October 10.

Chairman will be prepared to lead the Pledge of Allegiance at the Midyear Convention.

January
Urge all lodges to observe National Patriotism Week in February.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

April
Attend Annual Meeting and give final report for past year.   

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.


	BUSINESS PRACTICES COMMITTEE

PURPOSE
This committee shall provide business advice and counsel to the Lodges of the Association to assure that each is operated in the most efficient, legal manner.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee consists of a Chairman and at least one member from each district.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

Each committee member should be well versed on accepted business practices and trends and their application within the operating procedures of Elk Lodges.  Of major importance are matters pertaining to taxation, accounting, auditing, fund raising, charitable expenditures, and administrative reporting.

Each committee member shall hold himself available to assist the TEA President and Vice Presidents, and each subordinate lodge, within his district, upon request.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

PROCEDURES
Following appointment of the committee by the President, the Chairman will, by letter make the DDGER, Vice Presidents, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

Upon receipt of a request for advice or assistance, the committee member receiving such request will notify the chairman by the most direct means available.  The chairman will make a determination if the reporting committee member is to handle the request individually or if assistance by the entire committee is desired or necessary.

If reporting committee member is to assist individually, an after action report will be forwarded to the chairman giving the who, what, when, and why , of the request as well as assistance and advice rendered.  The chairman shall, immediately upon receipt of the after action report, make the contents available to other committee members in the event other lodges might be confronting the same circumstances or situation.


If action by the entire committee is warranted or, dictated on a request, the chairman will furnish each member, in writing, all known facts and assumptions and ask for their discussion and recommendations.  Upon receipt of members, input and subsequent evaluation, the chairman will prepare a Committee Report and promptly forward to requesting parties.  In the event the request is of such magnitude that resolution by mail or phone is impractical or impossible, the chairman, depending on the urgency, will arrange for a committee meeting at a mutual agreed upon meeting place.  However. meetings should be held at mid-year of annual Meetings whenever possible to monetary reasons.

Each committee member will hold himself available to conduct or assist in conducting seminars or work shops on matters pertaining to the responsibilities of the committee.  Upon completion of a seminar or workshop a copy of the program and/or subject matter outline will be furnished the chairman.


REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary..

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.




 

	CREDENTIALS COMMITTEE

PURPOSE
To determine the actual member and guest attendance at all TEA activities.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee consists of a Chairman and at least one member from each district.

DUTIES
Attend Mid-year and Annual Meetings.  Contact Convention chairmen as to actual registration of members and guests.  Contact State President as to any other special guests that might be present.

Members should be ready at the Annual Meeting to verify the voting credentials of voting delegates and count ballots during an election.

PROCEDURES


REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.

	DRUG AWARENESS

PURPOSE
The goal of the Drug Awareness program is to help youth decide not to use drugs before start by convincing them of the adverse mental and physical consequences of drug use.  The Elks are endeavoring to reach youth in elementary and junior high schools, particularly from the fourth through ninth grades, with the message that drug use is dangerous. the program actively involves parents, teachers, community drug agencies, the media, and other concerned citizens.  The Elks program concentrates on marijuana, alcohol, and with special emphasis on cocaine.  We are also concerned about the use of steroids, inhalants, and LSD by young people.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the sponsoring Past Grand Exalted Ruler.  The committee should consist of a Chairman and at least one member from each district.  

The chairman should have a good understanding of the problem and know how serious it really is.  He should be able to communicate with outside agencies, hold workshops, keep accurate records, order materials, set goals and plan projects.  The desire to work in this program will probably over-ride most everything.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

Know your allies, find out who else is involved and what they are doing, and then work with them towards the common goal.

Know your experts.  Most Elks involved in this program are laymen, without prior experience or extensive knowledge in this area.  In order to minimize the danger of exceeding our knowledge, we must find and enlist the aid of true experts.

Know your targets - grades four through nine.

Know your tools - this is fundamentally a communication effort.  You can get your message out by public speaking engagements, newspapers, broadcasts, pamphlets, posters films, and video tapes. the Elks have excellent drug awareness material available to all lodges.

Put it all together - develop the above duties.

Mobilize the Elks- make a presentation to the entire lodge and request their help.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.



It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.



PROCEDURES

Chronological Sequence of Events

Generally speaking drug abuse has no calendar, they are used every day of the year.  A good drug awareness program can be started on any of the days of the year.

There are two months where there are national activities in process and the lodges should be involved in these programs.  They are:

April
Submit an article for the May-June-July state Bulletin. Deadline to Editor is April 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

March
The World Wide PRIDE Conference is generally held in March of each year.  It brings together delegates from organizations dedicated to Drug Prevention and supporters of PRIDE, and each lodge is encouraged to support their efforts.  We can do this by sponsoring youth delegates attendance at the conference.  We can also encourage support for local PRIDE organizations.

July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.


September
Committee Chairman to review performance of committee members and relay inputs to the President and  President-Elect.

October
National Red Ribbon Week is held each year at the end of October with the Order of Elks and the National Family Partnership conducting a Red Ribbon celebration. this consists of getting students and other members of the community to display red ribbons that attest to our commitment to the abolition of substance abuse.

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

January
Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.


Notify State Budget Committee of any changes to budget that need to be made for next year.  

April
Attend Annual Meeting and give final report for past year.   

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS

It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.



 

ELKS NATIONAL FOUNDATION

PURPOSE
It is the responsibility of this committee to promote the ENF throughout Elkdom in Tennessee.  The committee will consist of the state chairman, and four district chairmen as a minimum.  Other members may be added as needed.  The committee will set goals, (not less than those of the Grand Lodge) for the state.  It will then work to achieve those goals by educating the Elks in Tennessee in and promoting the many benefits obtained from the through the ENF.  Appropriate recognition will be given to the lodges in the state that excel in the promotion of the ENF.  The Hugh Hicks Award will be presented to the lodge with the highest per capita donation.  These recognitions will be made at the annual meeting of the State Association.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee should consist of a Chairman and at least one member from each district.  

The Committee Chairmen will;

· have served as District Chairman for at least one year.

· be dedicated to the principals of Elkdom and educated to many benefits available from and through the Elks National Foundation.

· be familiar with the ENF procedural manual available from the ENF Chicago office.

· be a salesman rather than an order taker.  Someone who will work and promote the ENF.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

PROCEDURES


Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.


If chairman is to serve another year, contact Pres-Elect and confirm new district chairman.

Complete annual report for presentation to the business meeting.  Complete awards presentation.

Prepare an agenda for the ENF committee meeting to be held at the convention.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit an article for the May-June-July State Bulletin. Deadline to Editor is April 10.

May
Notify the ENF office in Chicago of your name and address and order supplies.

Send a letter to district chairmen urging them to set goals and identify problem areas in their districts.

July
Send letter to all ER's promoting the ENF.  This should coincide with their return from the Grand Lodge convention.  Remind them of the GER's goal and state goal.

Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
First monthly print"out from Grand Lodge.  Send copies to District Chairmen for distribution to lodges.

Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Prepare and give Mid-year report at the Mid-year Meeting.

ENF month - urge lodges to have a special promotion.

Distribute monthly read-out to districts.

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

November
District chairman should be reminded to have each lodge chairman remind members of the tax break of a donation to the ENF.

Distribute monthly report.

January
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Big push during January and February.  Reminder to all lodges that the cut-off date for contributions will be February 28.  All donations must be postmarked by that date.

Notify ENF office in Chicago that Tennessee is an "early convention" state. (Gives us preferential handling to obtain annual results before our convention).

Notify State Budget Committee of any changes to budget that need to be made for next year.  

Distribute monthly report.

February
Order plaques for awards.  Obtain a firm price including tax.  Complete expense voucher with expense of plaques and send to the State Secretary for payment.

If serving another year, contact Pres-Elect about district chairmen for the next year.

Distribute monthly report

March
Order signed certificates of recognition for awards presentation from State Secretary.

Pull loose ends together and start preparing annual report.  Make reservations and plans to attend State Convention.

ASAP after results are obtained from ENF office, compute winners, order plaques engraved, prepare certificates, and prepare awards presentation.

It may be a requirement to call Chicago for the latest results in event of last minute donations.

Plan to give recognition to the district chairmen in whatever form that the budget will provide.  Probably certificates from the association.

April
Attend Annual Meeting and give final report for past year.   

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.


	ELKS NATIONAL HOME COORDINATOR COMMITTEE

PURPOSE
To promote the Elks National Home (Retirement Center), assist and advise Subordinate Lodges and individual members of the Order regarding admission policies and procedures.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the sponsoring Past Grand Exalted Ruler.  

DUTIES
Communicate and correspond directly with the Executive Director of the Elks National Home with a copy to the sponsoring PGER..

Periodically prepare an article for the TEA Bulletin.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.




	ELKS NATIONAL VETERANS SERVICE COMMITTEE

PURPOSE
The primary purpose of the Elks National Service Commission is to meet the needs of our hospitalized veterans in whatever way we can; bring comfort and cheer, distributing personal articles, providing entertainment, etc.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee should consist of a Chairman and at least one member from each district to serve as the VAVS Rep.  The Chairman’s appointment and the appointment of the VAVS Representative for each hospital must be approved by the sponsoring Past Grand Exalted Ruler.

DUTIES
It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in his respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Attend Annual Meeting and meet with the district chairmen to distribute information and review goals and possible problems.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit an article for May-June-July State Bulletin.

May
Distribute the funds to the hospitals as appropriated by the Grand Lodge

June-July
Distribute funds granted by the Grand Lodge.

Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Distribute funds granted by Grand Lodge.


September-October
Hold meeting with the District Chairmen at Mid-Year Meeting

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

Distribute funds granted by Grand Lodge.

Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

November-December
Distribute funds granted by Grand Lodge.

January
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit article for February-March-April State Bulletin.

February-March
Distribute funds granted by Grand Lodge.

April
Submit final report for the Annual Meeting.

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

Monthly reports are required by the Grand Lodge as to hospital activities.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.




	ELK OF YEAR COMMITTEE

PURPOSE
To recognize distinguished Tennessee Elks for their dedicated service to Elkdom.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year. The committee should consist of a Chairman and at least one member from each district.  

DUTIES
It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

To select form Lodge submissions a Tennessee Elk of the Year based on the following;

Distinguished service to
LODGE
Dedication and loyalty
Committee work
Service as an officer
Noted accomplishments
Support of activities

COMMUNITY
Elected and/or appointed positions
Involvement in school programs
Involvement in charitable programs
Involvement in church programs
Membership in civic/veterans organizations

STATE ASSOCIATION
Committee work
Officer positions
Mid-year and Annual Convention attendance.

Miscellaneous attributes

PROCEDURES

Chronological Sequence of Events

April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.


Chairman and District Chairmen attend the DDGER clinic in their respective districts.
	
Send letter of introduction to Exalted Rulers, encouraging them to begin early to document noteworthy accomplishments of potential nominees.

July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit article for publication in Sep-Oct TEA Bulletin.

October
Attend Mid-year Meeting.  Hold committee meeting to establish any new ground rules.  

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

January
Notify all lodges to submit nominees for the awards with a deadline of March 15.
Get price quotes on trophies.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

March
Send copies of nominations to each committee member as they are received.  Contact each member around March 25th to get their choice.  Have plaque engraved.

April
Attend Annual Meeting.  Give a preliminary report to the Association at the business meeting.
Present trophies at the Awards Banquet.

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.					

	GOVERNMENT RELATIONS COMMITTEE

PURPOSE
The Government Relations Program was instituted because of the concern over the continued and varied attacks on the constitutionally guaranteed right of private organizations to determine their own membership qualifications and rules.  Its purpose is to protect the fundamental American right of free association and preserve the social and economic future of all private, voluntary associations of individuals.  Our main priority is to protect our constitutional right of private assembly, private association, and the exercise of free choice with regard to these rights.  This program is to establish or join within each state an organization that can to the greatest extent possible, monitor, analyze and report on all legislative, regulatory and legal matters in areas of concern.

One of the prime purposes at the State Committee is to establish within each State Association a well organized “grass root" network of informed members who will be responsive to calls for assistance when local contacts are required.  The committee members of the Government Relations Committee should be composed of persons knowledgeable in the political life of the state, county, and city.

Subordinate lodge committees should include persons who are knowledgeable in the political life of their area, and who can establish and maintain communication with members of the Legislature, County Board of Supervisors, City Council and other appointed or elected officials.  Lodge committee members should - also be capable of contacting local political organizations and friends and neighbors in order to solicit their assistance to support or defeat any legislative program or action by any government agency or public official.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the sponsoring Past Grand Exalted Ruler.  The committee should consist of a Chairman and at least one member from each district.  

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.


The first priority of the state chairman to establish communications with the district chairmen of the Government Relations Committee.  State chairmen will be furnished with lists of names and addresses of the representatives of other organizations.  At least once a month the state chairman should remind and suggest they keep the subordinate lodge chairmen of their district alerted at all times of committee activity.  Copies of communications should go to (1) the area PGERS, (2) State Association President, (3) All district committee chairmen, (4) Grand Lodge Government Relations Committee Area Member.  

The state chairman should work closely with his fraternal counterparts and actively strive to establish a CONPRO (Conference of Private Organizations) in his state including all private organizations which share our mutual concerns.  Once a year the State Chairman is required to attend the annual Government Relations Seminar held for his Grand Lodge Area.  The purpose of this seminar is to keep state chairman abreast of current legislation and litigation affecting the BPOE.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Contact all District chairmen and remind them of the committee goals.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Attend Mid-year Meeting.  Promote the program.

November
Attend the Grand Lodge Government Relations Seminar.

January
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

April
Attend Annual Meeting and give final report for past year.   

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.



HOOP SHOOT COMMITTEE

PURPOSE
To promote, assist and advise the Subordinate Lodges to conduct a successful local Hoop Shoot.  To conduct District and State Hoop Shoots.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the sponsoring Past Grand Exalted Ruler.  The committee should consist of a Chairman and at least one member from each district to serve as District Directors.  As many Elks as desire and are willing to serve should be appointed to help this committee.

The Chairman;

        -	 should have experience as District or Assistant state director.

The District Directors or Assistant State Director;

        -	should have Local director experience required.

        -	must have the ability and desire to work with youth.

        -	should have the ability to develop good working relationships with other Elks throughout Tennessee to build and develop the Hoop-shoot program.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the District Directors in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the District Directors and members of the committee to work within their district to accomplish the overall purposes of this committee.

To encourage participation of all lodges in the Hoop-shoot Contest.

To supervise district contests and assist district directors.  To organize and conduct the state contest.

To accompany state champs to regional and national finals.

To inform local newspapers the accomplishments of the participants.



To develop an annual guide book to be passed to the next state director. (on notice of change only)

To seek out and develop future district and state directors.


PROCEDURES

Chronological Sequence of Events

April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Attend state Convention and promote the Hoop-shoot program.  

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

June
Write the district directors to outline plans for the coming year.  
Send list of local directors to each district director.

July
Write all local directors and request that they attend the August District Deputy Meetings to pick up their literature packet.

Write the ERs from lodges that did not participate in last years's program and ask that they choose a director that will participate.

Write District Deputies and request that they allow the district directors an opportunity to assist in handing out the packets of Hoop-shoot material from the Grand Lodge.

Local director list is available from National Director.

Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
Plan the date of the state contest after receiving proposed date of Regional Contest.

Make arrangements of location of contest, housing requirements and meal functions.

Notify all district directors of the dates and locations.  Attend Mid-year Meeting and report to TEA as to the date and location of the state contest and proposed goals for the upcoming program.

Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.


October
Write to all directors and insure that they have received contest information.

Send information to National Director on state and district contests.

Confirm contest location arrangements in writing Check with National Director about the trophies for district contests.

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

November
Write local directors encouraging them to hold contests before school breaks for 
Christmas or as soon after as possible.  

Confirm housing and meal arrangements for state contest.

December
Send reservation forms and information sheets to district directors for their district champions.

Request advance from State Secretary to pay travel expenses of district champions to state contest and state champions to the regional contest.

Invite State and Grand Lodge official to the state contest.

Order 4th place state, District Directors, and Wm Maynard Award trophies/plaques.

January
Coordinate with district directors that all district contests are held at least three weeks prior to state contest.  Attend as many contests held by new directors to assist and answer questions.

Establish floor team in advance from district directors and those local directors that will have finalists in the state contest.  Write and confirm their attendance.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

February
Conduct state contest.  Send news releases to local newspapers of state winners.  Send thank-you notes to all non-Elks that assisted. (hotel, school, etc.)

Send payment vouchers to state secretary as soon as possible.

March
Contact all state winners before regional contest and offer assistance.


Develop comparison of actual expenses to budget and send copy to State President, Secretary, and Budget Committee Chairman, and on request to State Audit Committee Chairman.  Make recommendations to President-Elect for new committee.  Attend Regional Contest and assist Regional Director as needed.

April
Attend state convention and report on results.  Attend and assist National finals if you have a Tennessee Finalist, or if working as part of the National Contest floor team.  These activity dates may conflict.

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Make a list of improvements and changes for the next year.  Develop book of all information pertaining to contest and related events (provide copy to Chairman of the Board of TEA)

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.				



	HOOP SHOOT CONTEST
	ASSIGNMENTS AND PREPARATION

REGISTRATION
Welcome table in headquarters lobby
Pay expenses to parents
Mileage at 10 cents per mile
Meals at $12.00 per meal on road or at contest and not furnished.
Distribute free tickets for parents and shooters.
Sell tickets to extra visitors.
Plan for and assist with housing.
          Provide city maps with marked locations of events.
Give each shooter an item to remind him or her of the state finals, for example, t-shirt, cap, ) bag, etc.

CONTEST SITE

Gym
Bleachers for 'spectators.
Floor set-up
Two baskets with regular and short foul lines.
Contest chairs. (8)
officials chairs. (6)
Sound system
Regulation basketballs
Signs as necessary for directions.
Locker rooms and restrooms.
Award display table.

Floor team
Scorers. (6)
Linesmen (2)
Rebounders (4)
Alternates

Announcements
Pledge to Flag.
Persons to assist with paperwork.
Registration forms to Regional Contest.

             Forms and Miscellaneous.
Score sheets for parents and spectators.
Pens and clip boards for scorers.

MEALS AND FUNCTIONS

Menus
Direct meals for the shooters.
Alternate food if necessary for special diets.

           Lunch	
Draw for shooting order.  Distribute programs.

Opening and welcome comments.  Prayer.


Banquet
Distribute awards.
First, second, and third place trophies.
Fourth place shooters participation plaques.
High shooter award plaque and Wm Maynard Award.

Announcements
Prayer.
Motel room check-out procedure.
Formal farewell.

Entertainment.
Movie.
Snacks.

PUBLICITY

Media.
News releases to local papers in contest town.  Mail releases to shooters papers as soon as possible.

Posters
Pre-contest.
Motel Marque.
Welcome signs.

           Contest.
Hoop Shoot posters at contest, lodge, and motel.
Direction signs if necessary.




	JUDICIARY COMMITTEE

PURPOSE
This committee shall provide legal consul to the Tennessee Elks Association. 

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year. 

If available, the Chairman should be an attorney and have a knowledge of national, state, local, as well as Elk laws, statutes, rules and ordinances.

DUTIES
To have referred to it and to report upon all proposed legislation and amendments.

To propose at each State Meeting such legislation as it seems advisable

To develop, modify or approve all Articles of Incorporation, By-laws, rules and regulations of all State activities.  To process any TEA By-law amendment as per the By-law Article on AMENDMENTS.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.

	LODGE ACTIVITIES COMMITTEE

PURPOSE
The state Lodge Activities Committee shall review and assist the member lodges in just about all of their lodge activities.  This includes social functions, club activities, and community service projects.  It helps to promote activities which create effective leadership, fostering cooperation and recognition of committee members and Lodge members.  The primary function of lodge activities is to sell fellowship, physical facilities, and pride of membership.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the state sponsor.  The committee should consist of a Chairman and at least one member from each district to serve as District Chairmen.  As many Elks as desire and are willing to serve should be appointed to help this committee.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

Each member should review information available about the Subordinate Lodge Contests and Awards.  These should be promoted every chance; at DDGER Clinics, in the State Bulletin, and in visits to Lodges.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Try to obtain by the lst DDGER Clinic a booklet of Grand Lodge Programs for the coming year and any other literature available for distribution to the lodges activities chairmen.  Request that the Chairman to be placed on the mailing list of all lodge bulletins.   Request that the District Chairman and District members to be placed on the mailing list of all lodge bulletins with in the District. 

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Promote the Mothers Day Service at the Lodges.

Coordinate with the Youth Activities Chairman/District Chairman and Promote Youth Week beginning May 1 and the brochure contest (deadline May 29th).

Submit an article for the May-June-July State Bulletin. Deadline to Editor is April 10.


MAY
Follow through on any awards to be presented from the previous year's lodge activities awards program, and see that proper recognition is received.

June
Plan some recognition in the State Bulletin covering outstanding lodge activities including such recent events as Youth Week, Mother’s Day and Flag Day.  Encourage lodges to participate in Grand Lodge activities Awards Programs.

July
Follow up with members of committee to see if all lodges are aware of your assistance and to encourage them to get involved in state and Grand Lodge Activities.

Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.  Look ahead for contests deadlines and events.

September
Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Use Mid-year convention to remind all ERs, Lodge Activities Chairmen, and members of special activities to urge participation in Grand Lodge Awards programs in their lodges.  Stress the importance of allowing enough time to meet posted deadlines.

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

Remind all of and Promote the Elks Memorial Day Service and the contest (deadline March 15th).

December
Follow up in recognition of outstanding lodge activities in State Bulletin when the most rewarding charitable activities occur.

Promote the lodge Bulletin Contest, deadline January 15th

January
Remind all lodges that they still have time to meet deadlines of major state and Grand Lodge Awards Programs.


Submit an article for the February-March-April State Bulletin.  Important to remind the Lodges that the a number of the contest deadlines are in March.  Deadline to Editor is January 10.

Promote all Subordinate Lodge Contests (most have March deadlines).

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

February

March
Prepare report required for State Convention.  Have all information that will be of assistance to next year's committee available.

Wrap up recognition of outstanding lodge activities and charitable activities for a state bulletin article.  Submit this to the next Chairman for his use in the next issue.

April
Attend Annual Meeting and give final report for past year and make proper presentation to lodges of any special awards.

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.






	MEMBERSHIP COMMITTEE

PURPOSE
To promote the Grand Lodge Membership program as directed by the Tennessee Elks Association and to achieve a gain in membership equal to or greater than the previous year.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the sponsoring Past Grand Exalted Ruler.  The committee should consist of a Chairman and at least one member from each district to serve as District Chairmen.  As many Elks as desire and are willing to serve should be appointed to help this committee.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in their respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

PROCEDURES


Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Layout the years plan to achieve the committee purpose and goal.
Clinics, individual lodge contact, methods, materials, communications, etc.
Determine and outline committee member activities, responsibilities and schedules.

Organize and motivate committee members.
Schedule and hold meetings and/or training sessions with committee members.
Outline the membership program (Membership Management Team, Grass roots approach etc.) Outline committee member purpose, methods and materials to use.
Educate as to availability and how to secure membership materials.
Review each district schedule.
Provide a method of follow up and reporting to Chairman.
Review budget and policy.  MOTIVATION.

Submit article for the May-June-July State Bulletin.

Message to each lodge (Exalted Ruler) about the planned program.
Define how each lodge fits into the program.
Article on starting the invoicing for non paid dues in May.  They are 30 days overdue

Chairman and District Chairmen attend the DDGER clinic in their respective districts..

May
Start your record keeping stats on total members. (reports are proposed to be sent directly to the state membership chairman with lodge reporting reduced to 3 times per year)
Make a chart in which you can tabulate the members for each lodge by district.
Members as of 3/31/??(Beginning of the year) from March 31 Grand Lodge reports.
Delinquents of 6 mo, 1 yr & more than 1 yr.
Columns for calculating gain, delinquents, (+/-) to date gain or loss.

Secure from State Sponsor or Grand Lodge Secretary office the membership records for Tennessee over the past years for comparisons.

Correspond with Grand Lodge area 3 member of the Grand Lodge Membership Committee (copy to the sponsoring PGER).
Advise him of your position, address, etc.
Ask for update on Grand Lodge committee plans, materials.  Get on the Grand Lodge mailing list for information and materials.
Correspond with TEA Vice Presidents to solicit their assistance in promoting your membership program.

June
Review progress of district committee progress and status of the membership program in their respective districts.

Review Grand Lodge materials and newsletter for information on membership.

Submit and implement actions as necessary as a result of statue and progress reports.

July
Attend Grand Lodge session if possible.

Prepare program information for August DD Clinic and communicate with district chairman and each DDGER.  Tabulate results from quarterly report.(adjust to the month following reports if so changed)

Submit an article for the August-September-October state Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Begin to develop work shop program for the Mid-year Convention.
Contact State President and Secretary for time and space.  Follow up with district chairman.

Attend Grand Lodge clinic if scheduled (Grand Lodge will advise & make travel arrangements)

September
Finalize Mid-year work shop program.

Set committee meetings at the meeting if needed, correspond with committee for notification.

Prepare any correspondence to each lodge for hand out at Meeting.

Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Attend Mid-year convention.

Discuss with Sponsor and TEA President membership progress to date and plan activity for the last quarter to put on the year's final push for a gain.


Verify with sponsor the invitation to the Grand Lodge Membership and Public Relations Area Chairmen to attend the ensuing annual meeting.  At the sponsor’s direction extend the invitations.

Submit article for the November-December-January State Bulletin.

November and December
Tabulate and review data from the reporting prior to the last quarter.

January
Last quarter push for state wide gain
Acquire all lodge reports, list in chart, calculate the potential loss/gain and compute each lodge requirement to achieve a gain.
Prepare data for
Correspondence to those lodges projecting a loss.
Correspondence to each district chairman showing his district and state status.
Correspondence to all lodges in state to effect your plan for the last quarter.
Make necessary plans and mailings for presentations by district chairman at DD clinic.
Correspond with State President sending data for the last quarter program and ask for his help with the Vice Presidents.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Re-motivate committee and Lodge Officers.
Combat the problem of thinking the year is almost over and nothing else can be done.
Encourage the outgoing ER's to end their year with “a Bang, a Gain” , that the year does not end with the new officer nomination and election.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

February
Review program and plan any changes for the ensuing year program.


Schedule requirements desired for annual meeting.  Discuss with President, Secretary and Convention Committee Chairman.  Review budget and make any needed recommendations to the budget committee.

March
Prepare for the annual meeting.
Membership committee program and meeting.
Report for annual meeting
Presentation to be made at incoming President's meetings with new officers and ER's

April
Attend Annual Meeting and give final report for past year.   

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.


REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.




PUBLIC RELATIONS COMMITTEE

PURPOSE
The Public Relations Committee is one of the most important committees in the TEA.  It is the job of the committee to inform the media of the benevolent works for which our order stands.  At committees same time it is also the job of the Public Relations Committee to provide the public with a positive image of the state association.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association. 

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The Chairman’s appointment must be approved by the sponsoring Past Grand Exalted Ruler.  The committee should consist of a Chairman and at least one member from each district to serve as District Chairmen.  As many Elks as desire and are willing to serve should be appointed to help this committee.

The Public Relations Chairman should be a Past Exalted Ruler, have and understanding of the workings of the lodge on the local level, be familiar with Grand Lodge structure, statutes, and the benevolent programs of the Grand Lodge.  He should have knowledge of the history of the Grand Lodge, the State Association and be familiar with the various other committees and their chairmen.

The Public Relations Chairman should have knowledge about the forms of media to which he might have contact, and if possible, he should have a good working relationship with the media.  He should be familiar with the fairness doctrine and other rules and regulation concerning the media outlet in the state.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in his respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

Volunteer your services to assist any Lodge or district in their public relations efforts.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Attend Annual Meeting.  Give Report of past years' activities.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit an article for the May-June-July State Bulletin. Deadline to Editor is April 10.


July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
Prepare Report for Mid-year Meeting.

Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Attend Mid-year Meeting and present report.

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

January
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

February-March
Prepare for annual meeting

April
Attend Annual Meeting and give final report for past year.   

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.
	



RESOLUTIONS COMMITTEE

PURPOSE
To prepare and submit to the delegates at both the Annual Meeting and the Mid-year Meeting a resolution under the direction of the President.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee should consist of a Chairman and at least one member from each district.

DUTIES
There are no monthly responsibilities.

Prior to the Meetings a request should be made of the President for any special instructions concerning his wishes for items or persons to be included in each resolution.  The resolutions can then be prepared to include all special events and persons.

In the event the Chairman cannot be present, the Chairman must solicit the services of his committee or prepare the resolution and have one of the committee to present it.

PROCEDURES


REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.




	RITUALISTIC COMMITTEE

PURPOSE
To promote the dignified and proper presentation of the Rituals of the Order.  To assist and advise the Subordinate Lodges on how to prepare for and present the Rituals.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.  

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee should consist of a Chairman and at least one member from each district to serve as District Chairmen.  As many Elks as desire and are willing to serve should be appointed to help this committee.

The Chairman of the committee should be a qualified Ritual Judge.  Each member of the committee should have an interest in the Initiatory Ritual.  

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in his respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

As soon as possible after appointment, the Chairman should contact the Area Committee Member for the Grand Lodge Ritual Committee and give him his name, address, and phone number.  Should schedule the Ritual Clinic for September or October, considering the Mid-Year Meeting and other conflicting events.

Members of the committee should encourage all officers to perform the Rituals (Opening, Closing and Initiatory) from memory.  Offer their assistance as coaches.  Explain where information is available and provide help as requested.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Submit an article for the May-June-July State Bulletin.  Deadline to Editor is April 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.


Make arrangements to hold the Ritual Clinic.  Contact a host Lodge.  Make arrangements for a demonstration team.

July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.


August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Prepare a mailing to the Lodges and the Ritual Committee announcing the Ritual Clinic (some information usually comes from the Grand Lodge Committee Member).

September
Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

Notify Ritual Committee and Lodges of meeting to be held at Mid-Year Meeting.

At the Ritual Clinic with those present and the Area Committee Member make a selection for the Out-of-State Judges to be invited to the Contest at the subsequent Annual Meeting.  Notify the sponsoring PGER of selection to get his OK.

October
Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

Hold meeting with the Ritual Committee at the Mid-Year Meeting to go over any rules changes for the contest to be held at the subsequent Annual Meeting.  Draw for team positions for the contest.  Have a floor layout of the contest room.  Determine number of awards.
  
January
Send a request to the Lodges to find out who is going to participate in the Ritual Contest.  Gets names and position of contestants so that Certificates of Participation can be prepared.

Order Trophies and/or plaques for Ritual Contest.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.

March 
Make arrangements for Alter, Flag, etc. needed at the Contest. 

April
Attend Annual Meeting.  

Be at the meeting early to be sure of all arrangements; rooms, stations, Flag, Emblems, etc.  Greet the Out-of-State Judges.  


Hold the meeting with Judges and teams, to establish any ground rules needed because of the contest room.

Conduct Ritual Contest.  Conduct Eleven O’Clock Toast Contest. Conduct Flag Tribute Contest.

Give preliminary report at Business Meeting and give final report and awards at the banquet.

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.



	SCHOLARSHIP COMMITTEE

PURPOSE
To promote and control the ENF Most Valuable Student Scholarship Program and the TEA Academic Scholarship Program.

QUALIFICATIONS
Must be a Tennessee Elk in good standing interested in youth and their education.  

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee should consist of a Chairman and at least one member from each district to serve as District Chairmen.  As many Elks as desire and are willing to serve should be appointed to help this committee.

It is helpful if the Chairman has computer equipment and know-how or an assistant or Committee Member with same, since calculation and records can be voluminous.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

Organize, support and execute the MVSS and the TEA Academic Scholarship Programs according to the guidelines given by the ENF.  Keep TEA Lodges and Committee Members informed of procedures and results on a timely basis.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in his respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

PROCEDURES

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Give a report at the TEA Annual Convention which summarizes recent results and promotes the Scholarship Programs for the coming year.  Post the current detailed results in prominent locations at the Convention.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

May-June
As soon as the final ENF/MVSS judging results are known, notify the TEA Lodges.

July

Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August-September
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Respond to the ENF inquiry as to number of applications, fact sheets, and instruction manuals needed for your programs (usually same as last year)

Prepare letter/fact sheet describing the TEA Academic Scholarship Program with enough copies to accompany the MVSS materials.

Prepare Mid-year "Handout" packages for each Lodge containing amounts of materials according quotas for sizes of Lodges.

Prepare Mid-year Report.

Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Attend the Mid-year Meeting, give report, and distribute supply packages recording the signature and position of the recipient.  This could be useful in locating any misplaced packages later.  Immediately after the Mid-year Meeting mail any packages that were not picked up.

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

November-December
Determine deadline for lodges to forward brochures to the State Chairman and the Date, time and place for State judging.  Notify Lodges and Committee members accordingly. (Alternatively, this could be done in time to include in supply packages.)

January
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Notify State Budget Committee of any changes to budget that need to be made for next year.  

February
PRIOR TO THE JUDGING SESSION, assign and attach ID numbers to each of the incoming brochures with numbers corresponding to those preassigned for each Lodge.  Program all numerical data for the qualities of "scholarship" and "financial need" into the computer and compute scores for these qualities.  Prepare mailing address labels and copies for later use for the "leadership" quality.


AT THE JUDGING SESSION, complete the scoring for "leadership" and compute the final scores and ranking of all brochures.  Select the number of top-rated brochures designated by the ENF for Tennessee's quota of national finalists.  Then, select in order of rank the number of winners of the TEA Academic Scholarship Program according to the number designated by the Board of Directors.

IMMEDIATELY AFTER THE JUDGING SESSION: After any needed "sprucing up" forward the brochures of the MVSS national finalists along with the required ENF forms to the ENF office (First Class Certified Mail - Return Receipt Requested) in time to meet the designated deadline.  Notify the National Finalists winners using the form letter supplied by the ENF.

March
Return the brochures of those who did not win along with a complementary letter of thanks for participating.  Return the brochures of the winners of the TEA Academic Scholarships along with a complementary letter announcing the amount of the award and advising that instructions for its disbursement through the winner's elected university/college will be issued later in a timely fashion.  Send a list of the names and addresses of the TEA Academic Scholarship winners to the Treasurer of the Tennessee Elks Benevolent Trust.  Notify the appropriate Lodges of the MVSS national finalists and the TEA Academic Scholarship winners.

April
Attend Annual Meeting and give final report for past year.   

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.



	YOUTH ACTIVITIES COMMITTEE

PURPOSE
To promote a sound, well balanced and year-round Youth Program for activities sponsored by subordinate lodges in the state of Tennessee.

To promote programs which include recreational, educational and social projects for children and youths of all ages and stations in life.  These are projects that will reach the under-privileged, handicapped and disturbed as well as healthy normal children and youths.

To promote an understanding of Americanism among the youth of tomorrow, they will control our communities, our state and even our nation.  Many of them will become the Elk families of tomorrow.  It is our obligation to help our young people to become patriotic and useful adult citizens.  There is no better way to accomplish this than by leading our youth to a better understanding of our form of government, support of our national goals and respect for our laws.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.  

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee should consist of a Chairman and at least one member from each district to serve as District Chairmen.  As many Elks as desire and are willing to serve should be appointed to help this committee.  The chairman as well as all members should have a strong interest in the youth of our state.

The chairman should have served a minimum of one year as an active member of the committee prior to his term as chairman.

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in his respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

PROCEDURES 

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

Send a letter to ER's encouraging them to observe Youth Week the first week of May.


Submit Best Youth Program Contest winners to the Grand Lodge Committee.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit article for May-June-July State Bulletin.


May
Youth Week is the first week in May.  Promote the use of this week to recognize the outstanding youth of our communities.

Submit entry to Grand Lodge Committee Member for State Association Contest.

June
Send letter to Subordinate Lodge Youth Activities Chairman, detail the plans for the youth activities committee.  Encourage the subordinate committees to collect photographs and news clippings for a scrap book of the activities of the year.

July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
Prepare the Youth Activities Package to distribute at the Midyear Meeting.  This should include a description of the state program and examples of the material available for use by the Subordinate Lodge Youth Activities Committee.

Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Attend Mid-year Meeting,.give report of committee activities and distribute Youth Activities Committee Packets to Subordinate Lodge Youth Activities Committee Chairmen.

Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

December
Send letter to Subordinate Lodge Youth Activities Committee Chairmen, informing them of the deadline for submitting annual report and entries in the Youth Activities Brochure contest.

January
Order award plaques for Best Youth Activities Brochure Contest, for distribution at the Annual Meeting.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.


Notify State Budget Committee of any changes to budget that need to be made for next year.  

February
Send letter to Subordinate Lodge Youth Activities Chairmen, reminding them of the deadline for filing the Grand Lodge Youth Activities Committee Report and also for submitting entries in the Best Youth Program Brochure Contest.  Remind them also to start planning their Youth Week Activities.

March
Arrange for Committee to meet to judge the entries in the Best Youth Program Brochure contest.

Prepare Annual Report to send to Grand Lodge Youth Activities Area Chairmen.


April
Attend Annual Meeting.  Give report on the Youth Activities Committee and present awards for the Best Youth Program Brochure Contest.  

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.



ELKS TRAINING COMMITTEE

PURPOSE
To promote the knowledge and understanding of leadership of the Subordinate Lodges by use of the Grand Lodge Training Program.

To promote an understanding of the laws and policies of the order and prepare the Subordinate Lodge officers to be better leaders.

QUALIFICATIONS
Must be a Tennessee Elk in good standing and desire to be active in the Association.

The Chairman and committee is appointed by the President-Elect for the ensuing year.  The committee should consist of a Chairman and at least one member from each district to serve as District Chairmen. 

DUTIES
In February prior to the beginning of the association year and following appointment of the committee by the President, the Chairman will, by letter make the DDGER, THE Esquire to the  DDGER, Vice Presidents, Vice President-Elects, and each TEA Subordinate Lodge aware of the name, address, and phone number of the committee members in his district.

It is the responsibility of the State Chairman to direct the district chairmen in activities that will involve every lodge in his respective jurisdiction.  He must be aware of possible problems his district chairmen face and be available to assist with some when needed.

It is the responsibility of the district chairmen and members of the committee to work within their district to accomplish the overall purposes of this committee.

The Chairman and/or the District Chairmen should, at the request of a Lodge or Lodges, hold a training session at which time the test could be taken.

PROCEDURES

Chronological Sequence of Events

Chairman and District Chairmen should get copies of the previous years test and complete it prior to beginning of association year.

April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee and formulate the activities of the year.

It would be of help to get a copy of the previous years test and answers.  It can be used until new tests come from Grand Lodge.

Submit an article for the May-June-July State Bulletin. Deadline to Editor is April 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts. If Lodges have not participated in the previous years training course urge them to take the previous years test.  Have copies available (in each district).


July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

Obtain new training materials from Grand Lodge. Chairman and District Chairmen should get copies of the test and complete It as soon as possible.  Chairman prepares packages with new test to be sent to each Lodge encouraging participation.  Should also sent a package of the tests to the District Chairmen so that they have them to take to district meetings.

August
Chairman and District Chairmen attend the DDGER clinic in their respective districts.

September
Committee Chairman to review performance of committee members and relay inputs to the President and President-Elect.

October
Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

January
Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Chairman and District Chairmen attend the DDGER clinic in their respective districts.

Notify State Budget Committee of any changes to budget that need to be made for next year.

March 
Prepare for annual meeting.

April
Attend Annual Meeting.  

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.


TRAVELING GAVEL COMMITTEE

PURPOSE
To promote fellowship and the exchange of ideas between Lodges with in the four districts of the state.

QUALIFICATIONS
This committee consists of the four (4) Vice Presidents.  The Chairman is the VP from the Presidents District.

DUTIES
To encourage the Lodges within the district to take the traveling gavels and visit another Lodge on its meeting night.

PROCEDURES
Encourage the Lodges to make more than one trip with the gavel.  Remind them that they are preventing another Lodge from enjoying “the adventure” if they hold the gavel in their Lodge.  Ask that the last Lodge in each district to get the gavel after a round either to start a new round with the gavel or return it to the Vice President of the District.

Chronological Sequence of Events
April
Attend the Annual convention. Meet with out going Chairman to get any materials or information that he may have.  If possible meet with members of committee (the Vice Presidents and Vice President-Elects) and formulate the activities of the year.

Submit an article for the May-June-July State Bulletin. Deadline to Editor is April 10.

Attend the DDGER Clinic.

July
Submit an article for the August-September-October State Bulletin.  Deadline to Editor is July 10.

August
Attend the DDGER Clinic.

September


October
Submit an article for the November-December-January State Bulletin.  Deadline to Editor is October 10.

January
Submit an article for the February-March-April State Bulletin.  Deadline to Editor is January 10.

Attend the DDGER Clinic.

Notify State Budget Committee of any changes to budget that need to be made for next year.

March 
Prepare for annual meeting.


April
Attend Annual Meeting.  

Submit an article for May-June-July State Bulletin (may be at the annual meeting summarizing year).

Meet with the new committee chairman and pass on to him any material or recent correspondence for the committee.

REPORTS
It shall be the duty of the chairman to render both written and oral reports on committee activities to the delegates at the Mid-year (if needed) and the Annual Meetings.  In addition, the chairman shall furnish written copies of reports to the State Secretary.

It shall be the duty of the chairman to render written status reports as deemed necessary by the State President.


