2.2.2




DESCRIPTION OF DUTIES 

2.2.2.1

Georgia Society President

1)
The President will preside over meetings of the State Society and the Board of Managers.

2)
Communicates to the general membership and to the National Society timely and pertinent information respecting the affairs of the State Society and may, where appropriate, delegate the communication to another member of the Board of Managers which in most cases will be the State Society Secretary & Treasurer.

3)
Provides general direction to all State Society Committees which will comprise members from the Board of Managers or from the general membership.

4)
During his term in office, the President as often as practical, will visit the Chapters of the State Society during their respective regular schedule meetings.

5)
During his term in office, the President as often as practical will sponsor, support, encourage and/or participate in joint activities of the Daughters and Children of the American Revolution.

6) The President will determine the location of the four scheduled Board of Managers meetings as well as the Spring Annual Meeting.  He will also determine the meeting locations of any unscheduled planning meetings or Society “brain storming” meetings and may request assistance from the Society’s Regional Vice Presidents in obtaining information about the facilities for meetings in their respective jurisdictions.
2.2.2.2
 
Senior Vice President
1)
The Senior Vice President, in the absence of the President, shall preside at meetings of the State Society and of the Board of Managers.

2)
He shall succeed to the Office of President in case of the resignation, death, or disability of the President, and he shall perform such other duties as ordinarily pertain to that office, that are not contain herein, and as are assigned to him by the President or by the Board of Managers.

3)
He will preside over and provide leadership to the Regional Vice Presidents in association with the execution their responsibilities.

4)
Serves as a member of the Medals and Awards Committee which is comprised by a Chairman appointed by the current President, and the Regional Vice Presidents.

5)
He will coordinate the activities of the Regional Vice President’s and will assist the President in evaluating the success of the State Society’s planned activities.

6) As the officer responsible for the creation and maintenance of the State Society short and long range plans he may present programs and projects when appropriate, to the Board of Managers for funding and approval.
7) Serves as Chairman of Contest Oversight Committee.

2.2.2.3

Regional Vice President
1)
Each Regional Vice President shall render assistance to the Chapters with his Region, survey and suggest locations of new chapters, promote membership in the State Society.

2)
Each Regional Vice President shall visit each chapter in his region at least once each year.

3)
He will serve on the Medals & Awards Committee during his term in office which will be under the Chairmanship of the Senior Vice President.  He may be asked to serve on other State Society committees where appropriate.

4)
He will sponsor and promote chapter growth and implement processes which will allow the Society to assess the health of the Chapters within the State Society.

a.
He will assist the State Society with promoting to chapter presidents to appoint School Liaison members, each such member to be assigned to a different school in the chapter’s area, thus having an active direct line of communication with the school. The liaison member could then actively urge the school to participate, where applicable, in State support projects such as the Oration, Essay and Patriotism functions.  These VP’s will seek cooperation of chapter presidents to make timely reports to the Senior Vice President who in turn will report the appropriate State Society committee chairman.

b.
He will also assist the various State Society Committees in urging the chapter presidents to support and participate in the Eagle Scout Program, JROTC, Americanism Projects, the USS Stark Awards Program and the Color Guard Program.

5)
He will, under the direction of the Senior Vice President, recommend to the Board of Managers, the creation of committees and project leaders necessary to execute the short and long-range projects of the State Society.

6)
He will actively promote the programs and projects of the State Society to Chapters within their Regions.

7)
He will actively recruit individuals within the general membership to serve on state level committees.

8)
Each Regional Vice President will provide the President and Senior Vice President information on the general “well being” of the Chapters within their Regions and act as an informational conduit to the Board of Managers for ideas and concerns at the chapter level.

9) The various reporting processes that are used by the Regional Vice Presidents should be documented in the form of procedures so that when new Regional VP’s are elected they can profit by what the outgoing Regional Vice President had implemented.   If the process had been successful, it would be less disruptive to the chapters in that Region to continue with the same processes.
2.2.2.4

Secretary
1)
The Secretary shall receive, process internally, and forward to the NSSAR, applications for membership, together with admissions fees as required; maintain the file of duplicate applications; and, when received from NSSAR obtain the signature of the President, and himself sign the Certificate of Membership and forward it to the new member’s Chapter President for presentation.

2)
Prepare and send all required reports to the NSSAR, including the annual reports together with the annual dues when due.

3)
Maintain files of annual chapter reports of membership; and maintain lists of present and former elected officers, members of the Board of Managers, members of committees, and recipients of medals and awards.

4)
Maintain records of membership including mailing addresses, on a current basis, and prepare, or cause to be prepared, a mailing list of address labels as need for dispatch of correspondence, minutes of meetings, notice of meetings and the Georgia newsletter.

5)
Prepare and dispatch meetings notices, newsletters, and reports to members, compose and dispatch special correspondence for the State Society and/or the Board of Mangers; send copies of resolutions or news releases to the media, public officials, or other outside persons or agencies.

6)
Order and maintain stocks of stationery and other consumables; purchase stamps and assist where appropriate, in obtaining bulk mailing permits for correspondence, chapter publications and the Georgia newsletter; and submit vouchers for payment of expenses incurred thereby.

7)
Sign documents for official certification; arrange for bonding of officers as directed by the Board of Managers; maintain the archives of original records of the State Society, including all corporate resolutions that are currently valid.

8) Shall maintain and/or develop procedures on the various functions of his office, so that the Society will have minimum disruption in business when new Secretaries are elected to this office.
2.2.2.5

Recording Secretary
1) The Recording Secretary shall record, or cause to be recorded, and shall preserve the minutes of the Board of Mangers, and of Annual Meetings of the State Society which will include the medals and awards issued at the state level.  He shall send copies of minutes of the meetings to the Secretary for reproduction and distribution, shall record the additions and corrections made and the dates of their approval, and shall forward the corrected and approved originals of such minutes to the Historian for preservation in the archives of the Society. The Secretary shall disseminate copies to the membership.


The minutes written by the Recording Secretary become the legal record of a meeting after their 
approval.  They should be a record of what was done at the meeting, not what was said by the 
members. They should never reflect the opinions, favorable or otherwise, of the Secretary. The 
minutes are retained by the Recording Secretary with copies sent to the President, Secretary, and 
Historian.  


The authority for the form of the minutes is Robert’s Rules of Order, Newly Revised.    Typically, 
the minutes follow the following format:

1. The first paragraph contains the kind of meeting, name of the group, date, time, and place, fact that the President and Recording Secretary were present, or the names of their substitutes, the existence of a quorum, and the disposition of the minutes of the previous meeting, whether read and approved as read or as corrected.

2. The body of the minutes should contain a separate paragraph for each subject.

a. Motions are stated, giving the wording in which, each motion was adopted or otherwise disposed of.

b. The name of the mover is given. The one who seconded is not recorded unless ordered by the membership.

c.  All notices of motions.

d. All points of order and appeals, whether sustained or lost, and reason for rulings by the chair.

e. Portions of the committee, chapter, and individual reports are recorded when they are significant to actions by the group (motions, voting, approvals, disapprovals, setting dates or deadlines, etc.) or when necessary to show the legislative history of a measure.  Routine committee reports may be attached as addenda to the minutes.

f. The name and subject of a guest speaker can be given but his remarks are not summarized or evaluated.

3. The last paragraph should state the hour of adjournment.

4. The minutes should be signed by the secretary without complimentary closing.

5. After the minutes have been approved, the word “Approved” with the Secretary’s initials and the date are written below them.

2.2.2.6
 
 Treasurer
1)
Serve as Chairman of the Finance Committee; establish procedures to assure that expenditures conform to approved budget allocations, that they are vouchered, and they are proper expenses of the Society; and shall receive, maintain custody of, disbursed, maintain the books of account for, and report periodically on the status and trends all funds of the State Society except the Georgia Society  Endowment Trust Fund.

2)
Reimburse officers and members upon submission of vouchers for travel or other expenses incurred as a consequence of requested or special duties as approved or directed by the Board of Mangers or as required by the By-laws of the Georgia Society.

3)
Disburse funds as vouchered by the Editor, Secretary or other members for services or material received by the State Society under contract as authorized by the By-laws of the Georgia Society.

4)
Prepare tax exemption forms or other forms, returns, and reports required by Federal, State, or local laws.

5)
Maintain current signature cards for depositories as necessary.

6)
Establish and monitor procedures for annual reporting of the inventories, sales, and replenishment of stocks of medals, jewelry, insignia, and other non-consumables items purchased from NSSAR for re-sale to chapters and members.

7)
Maintain a record of the name, location, and custodian of, and custody receipts for, items of furniture, office equipment, flags, amplifying and/or recording equipment, and other such property items owned by the State Society including inventory of library books and documents.

9) Maintain and/or develop other procedures pertaining to this office which have not been identified herein, in order to minimize the disruption of business when a new Treasurer is elected to this office.
2.2.2.7

Registrar
1) The Registrar shall review and approve when appropriate, all applications and proofs of eligibility for membership, and forward such approved applications to the Secretary for acceptance by the State Society and for transmittal to the National Society for final approval.
2.2.2.8

Historian
1) The Historian shall maintain a running history of the Georgia Society and do such historical research as may be assigned to him from time to time by the President or by the Board of Managers including but not limited to the archival of Georgia Society material and records.
2.2.2.9

Chancellor
1) The Chancellor shall be the legal advisor to the offices and the Board of Managers on matters affecting or pertaining to the Georgia Society.
2.2.2.10

Chaplain
1)
The chaplain shall open and close meetings of the Society with the usual and proper services for such occasions.  

2) They should in all cases, when notified of such, send letters or cards of condolence to the family upon the death of a member.
2.2.2.11

Genealogist
1)
The Genealogist shall assist each chapter genealogist or other members in preparing prospects for membership in the Georgia Society.

3) He shall write and publish such materials as will in his opinion be helpful in meeting the requirements for membership in the Society.
2.2.2.12

Sergeant-at-Arms
1)
The Sergeant-at-Arms shall assist in preserving order as the President may direct.  

2)
He may handle the physical arrangement within the meeting hall, including seeing that the furnishings, sound amplifier, light, flags, decorations, regalia, and the like, are present, adequate, and in proper order.

3)
He shall maintain custody of the paraphernalia belonging to the State Society other than office equipment and supplies used by the Secretary and shall maintain them in a proper state of repair, deliver them to, and install them in the meeting place as necessary for the conduct of meetings of the State Society or of the board of Managers.

4) He may assist in the distribution of materials during a meeting.
2.2.2.13

Editor
1)
The Editor is to prepare, to publish quarterly unless otherwise ordered by the Board of Mangers, and to distribute to all members of the State Society, in such a manner and style as appropriate to the office.

2)
The publication should inform the members about recent happenings and present planned activities and programs of the State Society and the National Society, of the Chapters, and of members of the Society.

3)
Where appropriate, to disseminate official information, such as minutes of meetings, notices and agenda for future meetings, financial and other reports, proposed Georgia Society By-laws amendments, and other announcements.

4)
The publication should provide a vehicle for officers of the Georgia Society to share and exchange views and information with the general membership.

5) The editor shall have the power and duty to act as agent of the Georgia Society to execute and administer contracts with firms or individuals acting as independent contractors to provide services and materials for the preparation, printing and deliver to the mails, of the newsletter, subject to the limitations that the aggregate amounts of such contracts shall not exceed the funding authorized to the newsletter by the current approved budget.
2.2.2.14
Trustee


It is customary for the outgoing President to fill the role of Trustee for the next year.  However, it is up to the nominating committee to make this nomination.   The nominating committee should be certain that the requirement is met for the nominee to attend the two leadership meetings in Louisville and the next Congress.  The Trustee carries the one vote allowed for a state society at Trustees Meetings. An Officers Streamer Award is made to those states societies who attend all three meetings.


The Trustee should obtain and read the Georgia Society By laws and the National Society Handbook (on line).  Note that unlike all other officers, the Trustee is not installed until the very last activity at Congress, along with the General Officers.  It has become the custom for the Georgia Society President to present the Trustee with a Trustees pin and certificate at the first BOM meeting following Congress.


While at Congress, the Trustee should take careful notes and prepare his report for the first BOM meeting following Congress.  This should include an attachment for the awards (individual, chapter and state), received on Monday night of Congress.  Copies should be prepared for:

· Georgia Society President 

· Publicity Chairman for media releases

· Webmaster to post on our state web site

· Editor of The Hornet’s Nest for inclusion in our newsletter

· Historian for archival records

· State Secretary to post on our state and national awards list

· Chairman, Medal & Awards Committee


Trustee reports on business conducted at NSSAR are rendered following each Trustee meeting.  If a special situation occurs, the Trustee should seek the guidance of the Executive Committee on how to vote on any controversial issue.  


Having served as the Georgia Society President, the Trustee should remain a ready resource to assist the current President in his duties.  The Trustee serves until the end of the following Congress when he is replaced with a new Trustee.  
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