Military and Civilian Spouses’ Club

ABERDEEEN PROVING GROUND, MARYLAND
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BYLAWS

September 2007
ARTICLE I - MCSC BOARD

1. The Military and Civilian Spouse’s Club (MCSC) Board will consist of the following:

a. The Executive Board as defined in Article IV, paragraph 1 in the MCSC Constitution.

b.   The Standing Committees as defined in Article III of the MCSC Bylaws.

c.  The Honorary Advisors as defined in Article IV, paragraph 3 in the MCSC Constitution, will advise, council and assist the elected officers of the MCSC in the performance of their duties.

2.  The MCSC Board will supervise and promote the programs and activities of the MCSC.  It will meet monthly, or as necessary, to transact all necessary business.

3.   The MCSC Board will discuss and prepare all business that is presented to the General Membership of the MCSC.

4.   It will be the responsibility of each MCSC Board member to maintain detailed records on a continuing basis and prepare a detailed after-action report (AAR) to be given to the President no later than the June Board meeting.

ARTICLE II - DUTIES OF OFFICERS

1. The President will:  
a. Be a member of the Executive Board.

b. Preside over all Executive Board, MCSC Board, and General Membership meetings.

c. Call special meetings.

d. Appoint Chairpersons for all Standing and Special Committees.

e. Appoint a Parliamentarian who will serve on the MCSC Board in a non-voting capacity.

f. Enforce the Constitution and Bylaws.

g. Extend invitations to all new eligible Honorary Advisors.

h. Ensure the Honorary Advisors are informed of all applicable meetings, are current with MCSC issues, and seek their assistance in formulation of policies and plans for all aspects of the MCSC.

i. Makes no motion or amendment.  Cannot vote except in the event of a tie.
j. Fill vacancies in elected offices with the consent of the majority of the Executive Board.

k. Be a member of all committees, with the exception of the Nominating/Election Committee.

l. Assist in organizing the Welcome and Farewell Functions for the Honorary Advisors.

m. Have the authority to enter into contracts or other obligations on behalf of the MCSC after approval of the MCSC Board.

n. Have the authority to approve MCSC expenditures, not to exceed two hundred dollars ($200) per expenditure without board approval.

o. Upon approval of the MCSC Board, authorize any single expenditure not to exceed five hundred dollars ($500) from the Operating account that was not included in the annual budget.

p. In the absence of the Treasurer, is authorized to disburse MCSC funds. Will also ensure that the appropriate persons are the authorized signatories on the MCSC account(s).

q. Request that all board members submit monthly reports the week before the MCSC Board meeting to the President and Recording Secretary. 

r. Coordinate the submission of the Annual Volunteer Award Packet to Army Community Services (ACS) with the Volunteer Coordinator.

s. Be responsible for designating a person to be the caretaker of the house/keys/properties of the MCSC House, 2806-A McCloskey Road, Aberdeen Proving Ground, Maryland.

t. Receive and review After Action Reports from each board member in the month of June.  Submit an After Action Report and all properties by 1 July to the new President and Parliamentarian. 

u. Prepare and submit a proposed budget to the Treasurer prior to the annual budget meeting.

v. Be bonded.

w. Will purchase welcome/farewell gifts for the Honorary Advisors.

2. The First (1st) Vice President will:
a. Be a member of the Executive Board.

b. Assist the President in all duties and in the absence of the President, perform the duties of that office.

c. Attend all Executive Board, MCSC Board and General Membership meetings.

d. Act as the Program Chairperson (plan and coordinate monthly MCSC functions.

e. Be authorized to sign contracts pertaining to social events.

f. Attend monthly MCSC functions as the hostess and introduce and welcome new members and guests.

g. Purchase appreciation gifts and/or obtain MCSC Certificates of Appreciation for guest speakers. 

h. Submit program information to Newsletter, Webmaster and Publicity Chairpersons.

i. Serve on the Constitution/Bylaws Committee and the annual membership drive.

j. Be Chairperson of the Welcome and Farewell functions for the Honorary Advisors.

k. Appoint sub-committee chairpersons for special events with the approval of the President.

l. Coordinate childcare for the MCSC Board meetings.

m. Purchase gift(s) for the outgoing President; see Article V, paragraph 3.

n. Submit a monthly report to the President by the week prior to the MCSC Board meeting.

o. Submit an After Action Report to the President in the month of  May.

p. Transfer all properties at the May MCSC board meeting.

q. Prepare and submit a proposed budget to the Treasurer prior to the annual budget meeting.

r. Assume the duties of the President in the event that the office becomes vacant.

s. Be bonded.

3. The Second (2nd) Vice President will:

a. Be a member of the Executive Board.

b. Attend all Executive Board, MCSC Board and General Membership meetings.

c.   Plan and coordinate activities to generate revenue for Welfare and Scholarship distribution.

d.   Submit fundraising information to Newsletter, Webmaster & Publicity Chairpersons.

e. Be authorized to sign contracts pertaining to fundraising events.

f. Serve as an Advisor to fundraiser committees.

g. Serve on the Budget, Welfare, and Scholarship Committees.

h. Submit a monthly report to the President by the week prior to the MCSC Board meeting.

i. Submit an After Action Report to the President in the month of May.
j.  Transfer all properties at the May MCSC board meeting.

k.  Prepare and submit a proposed budget to the Treasurer prior to the annual budget meeting.

l.  Assume the duties of the President in the absence of the President and First Vice.

m. Be bonded.

4. The Recording Secretary will:

a. Attend all Executive Board, MCSC Board and General Membership functions.

b. Take minutes at all meetings.  Minutes will be typed and distributed to the MCSC Board members one week prior to the next board meeting.
c. Submit a copy of the approved minutes and financial report monthly, to the Installation Commander, Director of Community and Family Activities (DCFA),      in accordance with Article V, paragraph 3b.

d. Act as Records Custodian of the minutes, financial reports, and all other correspondence.

e. Maintain a current list of board members.

f. Keep the official copy of the MCSC Constitution and Bylaws.

g. Submit a monthly report to the President by week prior to the MCSC Board meeting.

h. Submit an After Action Report to the President in the month of May.

i. Transfer all properties at the May MCSC board meeting.

j. Prepare and submit a proposed budget to the Treasurer prior to the annual budget meeting.

k. In the absence of the Corresponding Secretary, assume those duties.

5. The Corresponding Secretary will:
a. Attend all Executive Board, MCSC Board and General Membership functions.
b. Write and distribute official correspondence of the MCSC (i.e. email, letters, invitations, thank you notes, get well cards, and condolences as appropriate).

c. Collect and distribute MCSC mail in a timely manner.

d. Notify the MCSC Board of all meetings.

e. Submit a monthly report to the President by the Friday prior to the board meeting.

f. Submit an After Action Report to the President in the month of May.

g. Transfer all properties at the May MCSC board meeting.

h. Prepare and submit a proposed budget to the Treasurer prior to the annual budget meeting.

i. In the absence of the Recording Secretary, assume those duties.

6. The Treasurer will:
a. Attend all Executive Board, MCSC Board and General Membership meetings.

b. Be custodian of all MCSC funds.

c. Maintain an accurate account of all receipts and disbursements.

d. Reconcile all accounts monthly.

e. Render a report as to the financial status of the organization at the MCSC Board meetings.

f. Maintain accountability for the accounting software.

g. Attend monthly MCSC Programs to receive and disperse monies.

h. Chairperson of the Budget Committee.

i. Prepare an annual Budget (with the assistance of the Budget Committee) to be approved by the MCSC Board.  Present the Budget to the General Membership for approval no later than the October function.

j. Serve on the Welfare and Scholarship Committees. 

k. Procure adequate insurance and bonding to meet the needs of the MCSC.

l. Prepare the books for the annual audit at the end of the MCSC year or upon departure or completion of term in office.

m. Submit a monthly report to the President by the Friday prior to the MCSC Board meeting.

n. Submit a copy of the completed audit to the Installation Commander/ DCFA.

o. Submit an After Action Report to the President in the month of May.

p. Transfer all properties at the May MCSC board meeting.

q. Prepare a proposed budget prior to the annual budget meeting.

r. Be bonded.

7. The Parliamentarian will:
a. Be a member of the Executive Board.

b. Attend Executive and MCSC Board meetings as a non-voting member.

c. Advise the President, the MCSC Board, and the general membership on all Parliamentary procedures according to Robert’s Rules of Order.

d. Be the official interpreter on all Constitution/Bylaws issues.

e. Ensure that all meetings are conducted in accordance with proper procedures.

f. Be the Chairperson of the Constitution/Bylaws and Nominating committees.

g. Conduct the election of new officers and prepare ballots if necessary.

h. Coordinate the installation of new officers at the May general membership function in accordance with Article VII of the MCSC Constitution.

i. Prepare documentation for renewal of Private Organization (PO) status to be signed by the President and forwarded to the Installation Commander/DCFA as required.

j. Submit a monthly report to the President by the Friday prior to the board meeting.

k. Submit an After Action Report to the President in the month of June.

l. Transfer all properties at the June MCSC board meeting.

m. Prepare and submit a proposed budget to the Treasurer prior to the annual budget meeting.

ARTICLE III - STANDING COMMITEES

1. The following will constitute, but not be limited to the Standing Committees of the MCSC.  They may be changed at the discretion of the President.

	Activities
	Reservations
	Community Outreach

	Historian/Photographer
	Scholarship
	

	Hospitality
	Trips & Tours
	

	Membership
	Volunteer Coordinator
	

	Newsletter
	Ways and Means 
	

	Property
	Webmaster
	

	Publicity
	Welfare
	


2. Standing Committee Chairpersons:

a. Are appointed by the President for a one (1) year term. 
b. Have one (1) vote and will attend all MCSC Board meetings and General Membership functions or give their proxy vote to a designee.

c. Will submit a monthly report to the President, by the week before the MCSC Board meeting.

d. Motions not submitted in the monthly report will be tabled until the following month.

e. Will maintain a notebook to provide continuity.

f. Submit an After Action Report to the President in the month of May.

g. Transfer all properties at the May MCSC board meeting.

h. Prepare and submit a proposed budget to the Treasurer prior to the annual budget meeting.

i. Have duties that consist of, but are not limited to, the following and may be changed at the discretion of the President:

3. Activities:

a. Organizes any activities of interest to the membership, which may include, but are not limited to: Bunco, Book Club, Gourmet Group, Lunch Bunch, Walk-n-Talk, Waiting Spouses, Playgroup, etc.

b. Supply the Newsletter, Publicity and Webmaster Chairpersons with all activity information.

4. Historian/Photographer:

a. Compile and maintain MCSC Scrapbook(s) to include pictures, captions, stories, personal accounts, and other articles of importance about the club.

b. Provide pictures to the Webmaster after each event pending approval by the member.

5. Hospitality:

a. Serve on the annual membership drive.

b. Be responsible for setting up tables/chairs at the MCSC Board meetings.

c. Coordinate the provision of refreshments at the MCSC Board meetings.

d. Assist in welcoming members as they arrive at functions.

e. Plan newcomer activities during the year.

f. Be included in organizing the Welcome and Farewell Functions for the Honorary Advisors.

6. Membership:

a. Chairperson of the annual membership drive.

b. Encourage participation in the MCSC and its activities.

c. Accept applications for membership, collect dues and give to the Treasurer.

d. Maintain a current membership file and list.

e. Ensure all members have nametags.
f. Provide address label sets for distribution of correspondence and other purposes as required.

g. Provide a current membership list monthly to Reservations and Newsletter Chairpersons.

h. Create the MCSC directory and distribute to the membership.

i. Provide monthly membership updates to the Newsletter for directory supplements.

7. Newsletter:

a. Compile and edit the MCSC Newsletter.

b. Coordinate through the President for review, prior to publication.

c. Oversee advertising pertaining to the newsletter.

d. Arrange for distribution of the newsletter by e-mail, hand delivery or by mail.

e. Maintain accountability for the Microsoft Publisher software.

8. Property:

a. Maintain an up-to-date inventory of all MCSC property. 

b. Responsible for the repair and maintenance of the MCSC House.

c. Coordinate loans of MCSC property.

d. Complete hands-on inventory to be done by Outgoing and Incoming Property Chairpersons and submit a copy to the President.

e. Coordinate decorating for holidays as necessary. 
9. Publicity:

a. Publish and distribute any MCSC publicity to the MCSC Newsletter and Webmaster Chairpersons, APG News, local newspapers, radio and television. 

b. Coordinate through the President, for review prior to publication.

c. Prepare and coordinate distribution of flyers, posters, banners, and other appropriate publicity on the installation and surrounding community.

10. Reservations:

a. Take reservations for monthly functions, collect monies and give to the Treasurer.

b. Report reservations totals to the 1st Vice-President by the required date. 

c. Collect all unpaid charges from members who did not cancel their reservation within the specified time period.

d. Serve on the annual membership drive.

11. Scholarship:

a. Chairs Scholarship committee.

b. Reviews, prepares, distributes and receives scholarship applications.

c. Responsible for verification of applicant’s eligibility.

d. Organizes and hosts the Scholarship reception.

e. Coordinates with high school senior recipients’ Principals to ensure inclusion in the senior class award assembly/presentations. 

f. Serves on the Budget committee.

12. Trips and Tours: 

a. Organizes any trips of interest to the membership.

b. Supplies the Newsletter, Publicity and Webmaster Chairpersons with all activity information.

13. Volunteer Coordinator:

a. Collects and maintain volunteer hours from each member at the MCSC Board meetings.

b. Acts as the liaison chairperson for volunteer information between MCSC and the Army Community Service (ACS) Volunteer Coordinator.

c. Submits volunteer hours to ACS monthly, or as required.

d. Assists the President with submitting the Annual Volunteer Award Packet to ACS.

e. Works with committee chairs to provide needed volunteers and maintain their MCSC volunteer hours.

14. Ways and Means:

a. Considers, develops and executes ideas to create revenue into the Operating Budget for the MCSC.

b. Operates with the consensus of the MCSC Board’s approval.

c. Provides door prizes and conduct drawings at MCSC functions.

d. Serves on the Budget committee.

15. Webmaster:

a. Maintains the www.apgmcsc.org website.

b. Responsible for obtaining information for the website from other board members.

c. Utilizes the website to inform the general public about MCSC business and appropriate non-MCSC business, while maintaining safety and security awareness.

d. Implements an email system each summer for the entire new board and maintain it throughout the MCSC Board year.  Provide training on usage as needed.

e. Evaluates available Internet Service Provider (ISP) and recommend one for use.

f. Publicizes the website through the MCSC Newsletter and interaction with other Webmasters, to include military websites. 

g. Maintains accountability for the Microsoft Frontpage and PDF Producer software. 

16. Welfare:

a. Assesses the needs of the military and civilian communities. 

b. Promotes awareness of the Welfare possibilities to community organizations.

c. Chairs and forms the Welfare Committee.  

d. Publicizes the application process.

e. Prepares, distributes and receives the welfare requests. 

f. Submits recommendations for Welfare Committee disbursements of funds to the MCSC Board and General Membership for their approval.

g. Serves on the Budget committee.

ARTICLE IV - SPECIAL COMMITTEES

At the discretion of the Committee Chair, the Committee may consist of, but is not limited to, the following and may be changed at the discretion of the President:
1. Annual Membership Drive:

a. Chaired by Membership.

b. Committee members are at least one (1) Honorary Advisor, 1st Vice President, Hospitality, Reservations, and at least two (2) members of the General Membership.

c. Refer to After Action Report(s) for committee procedures.

2. Budget Committee:

a. Chaired by the Treasurer.

b. Committee members are the President, 1st Vice-President,  2nd Vice-President, Welfare or Scholarship, Ways and Means, Recording Secretary and at least one (1) Honorary Advisor.  All committee members may send a designee if necessary.
c. Treasurer will coordinate with each board member to determine dollar amount required for their position.

d. Responsible for preparing the proposed annual budget prior to the September MCSC board meeting for approval.

e. After the MCSC Board approval, present to the next General Membership meeting for final approval.

f. Refer to After Action Report(s) for committee procedures.

3. Constitution/Bylaws Committee:

a. Chaired by the Parliamentarian.

b. Committee members are at least one (1) Honorary Advisor, the President, 1st Vice President, Treasurer, and at least two (2) members of the General Membership.  All committee members may send a designee if necessary.

c. Refer to After Action Report(s) for committee procedures.

4. Nominating Committee:

a. Chaired by the Parliamentarian.

b. Committee members are at least one (1) Honorary Advisor and two (2) members of the General Membership who are not currently serving as board members.

c. No member of the nominating committee may be seeking an elected position for the following year.

d. If unable to attend all committee members may send a designee in their stead

e. Refer to After Action Report(s) and Article VII, paragraph c, of the MCSC Constitution for committee procedures.

5. Scholarship Committee:

a. Committee members are at least one (1) Honorary Advisor, the President, 2nd Vice-President, Treasurer and two (2) members of the General Membership who are not currently serving as board members.
b. No committee member may apply for a scholarship or have a family member apply during their term on the committee.
c. If unable to attend all committee members may send a designee in their stead
d. Refer to After Action Report(s) for committee procedures and Article IX, paragraph 4f, of the MCSC Constitution for recipient requirements.
6. Welfare Committee:

a. Committee members are at least one (1) Honorary Advisor, the President, 2nd Vice President, Treasurer, Retired OWC Liaison and at least two (2) members of the General Membership who are not currently serving as board members.
b. A conflict of interest precludes committee members from voting.
c. If unable to attend all committee members may send a designee in their stead.
d. Refer to After Action Report(s) for committee procedures

ARTICLE V - SPECIAL FUNCTIONS/AWARDS/GIFTS

1.  Welcome and Farewells given by the MCSC will be limited to the General Officer’s Spouses and Command Sergeants Major Spouses who serve as Honorary Advisors.  A committee will be formed and funding approved by the Executive Board.  If the spouse declines the position of Honorary Advisor, no welcome or farewell will be planned.
2.  The President will be responsible for purchasing the gifts for the outgoing Board members and Honorary Advisors from MCSC funds.
3.  The First Vice President will be responsible for purchasing the gift for the outgoing President.
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