Excerpts From The Cannon Spouses’ Club Constitution 
Article 3 - Officers and Governing Body

Governing Body:  Executive Board shall be the governing body of the CSC.  It shall consist of the elected officers, the Parliamentarian (non-voting), the President, First Vice President, Second Vice President, Recording Secretary, Correspondence Secretary, Operational and Welfare treasurer, and Member-at-Large. 

A. Elected Officers:

1. President:

a. Presides over all general membership meetings, Executive Board meetings, Governing Board meetings, and Advisory Board meetings.

b. Is reported to by all elected officers and the Parliamentarian.

c. Appoints the Parliamentarian and Chairmen of all appointed offices and Special Committees.

d. Represents at advisory councils in the absence of the Member-at-Large. 

e. Shall not make a motion, amend a motion, or vote.  If there is a tie, only then can the president cast the deciding vote. 

2. First Vice President:
a. Acts as an advisor to the following Committees:   Hospitality, Membership, Publicity, Reservations, Newsletter, Social/Programs, Special Activities, Welcoming, and Historian.

b. Is responsible for welcoming honorary members.

c. Attends Operational and Welfare Budget meetings.

d. The First Vice President will assume the duties of the President in his/her absence.  

3. Second Vice President:

a. Serves as an advisor to the following Committees:  Service Projects, Scholarships, Thrift Shop, Ways and Means, Welfare, and Wild Wild West.

b. Is responsible for ensuring honorary members are fare-welled.

c. Serves as CSC Air Force Village representative.

d. Attends Operational and Budget Committee meetings.

e. Attends Thrift Shop Council Board meetings.

f. The Second Vice President will assume duties of First Vice President in his/her absence, or in the event the First Vice President had to assume the duties of President.  The Second Vice President will assume the duties of President in the absence of the First Vice President and President. 

4. Secretary:
a. Takes attendance at all Board meetings.

b. Attends, records, and prepares typed Minutes of the meetings of the Executive Board, Governing Board, and general membership.

c. Submits a copy of each meeting’s Minutes (signed by the President and Secretary), including a copy of the most recent financial statements to the 27th Special Operations Services Squadron (27 SOSVS) Private Organization monitor NLT 2 weeks after each meeting.
d. Handles all CSC correspondences and/or any other correspondence as directed by the President or Governing Board.

e. Collects and distributes CSC mail to the appropriate officers.

f. Writes notes of appreciation to the host of the monthly CSC social functions.

5. Treasurer:

a. Receives and disperses all funds belonging to the Operational Fund.

b. Prepares and presents the monthly Operational Financial Report at the Governing Board meetings.

c. Reconciles the Operational Fund ledger and checkbook monthly.

d. Files the appropriate IRS tax forms at the end of the fiscal year for Operational, Welfare, and Thrift Shop.

e. Chairs the Operational Budget meetings.

f. Prepares the Operational Budget for the following Board year.

g. Along with the governing body, is responsible for asset accountability, liability satisfaction and ensuring responsible financial and operational management and preparation of financial reports/statements.

h. Pays premiums for liability and bonding insurance.  

i. Receives and disperses all funds belonging to the Welfare Fund.

j. Prepares and presents the monthly Welfare Budget Report at the Governing Board meetings.

k. Coordinates with the Welfare Chairman regarding requests for donations and payment schedules for budgeted donations.

l. Reconciles the Welfare Fund ledger and checkbook monthly.

      8.  Member-at-Large:


a. Represents the CSC membership at Governing Board meetings by fielding complaints, compliments, and suggestions.

b. Represents the CSC membership at Advisory meetings of the BX/Commissary, Volunteer Advisory meeting, Community Action Information Board meeting, and any other “Quality of Life” meetings.

c. Submits monthly articles to the newsletter highlighting the information given at the “Quality of Life” meetings.

d. Is in charge of submitting Volunteer of the Quarter/Year award packages, and Viper Volunteer award packages.

B. Honorary Officers:

1. Honorary President:  Spouse of the 27 SOW Commander, with consent.

2. Honorary Co-President:  Spouse of the 27 SOW Command Chief, with consent.

C. Appointed Officers:  The Parliamentarian is appointed by the President and shall be a nonvoting member of the Governing Board.
Article 4 – Special Committees  

Job Descriptions – Following is a brief job description for the Chair of the each Special Committee.

A.  Membership & Welcoming Chair – This member will be responsible for ensuring that all members of CSC are officially welcomed and fare-welled, preparing and distributing welcome letters and introductory information to new members, maintaining a welcome table at all social functions, purchasing and maintaining a supply of gifts, submitting budget requests at the Budget Revisions meeting, and submitting a monthly report to the Recording Secretary prior to each Governing Board meeting.  This member will be responsible for soliciting membership from eligible members of the Cannon AFB and Clovis communities, collecting and processing all applications and fees, maintaining a database of all members, editing, printing, and distributing a  roster of all members, and attending Governing Board meetings.  

B.  Publicity & Newsletter Chair (Newsletter Editor) – This member will be responsible for publicizing all CSC events and programs, submitting a monthly report to the Recording Secretary, assisting other Chairpersons as needed to create posters, flyers, etc. for publicizing various events, and submitting a budget request at the Operation Budget Meeting for the following year’s projected expenses.   This member will be responsible for selling ad space to offset the cost of printing the newsletter, gathering, confirming, and editing all information to be included in the newsletter, setting and reporting the deadline for submitting news items, and printing and distributing the newsletter.

C.  Social / Programs & Reservations Chair - This member will be responsible for serving as a liaison between the hosting organizations, (CSC and the Landing), making all arrangements for social events and programs, arranging for all materials or items needed at each function, maintaining an inventory of all CSC-owned items, submitting budget requests at the Operational Budget meeting for the following year’s projected expenses, and submitting a monthly report to the Recording Secretary prior to each Governing Board meeting.  This member will be responsible for taking and maintaining reservations and monies for monthly socials, setting the RSVP deadline for each event and reporting it to the Governing Board as well as the Ristra editor, coordinating with the Landing for each social, keeping track of attendance and reporting exact numbers to the Landing, and submitting a monthly typed report to the Governing Board.

D.  Special Activities Chair- This member will be responsible for ensuring additional social activities are available for members, such as: Bunko, Movie Night, Lunch Bunch, Dinner Group, Bowling, Quilting, etc.  The chairperson will ensure the sign-up lists are made and properly displayed at the first CSC meeting and allow members an opportunity to sign-up.  Once members have signed up, the chairperson will ensure there is a point of contact for that activity and will follow-up to ensure each activity is coordinating their events (preferably once a month).  At each monthly CSC meeting, the Special Activities Chairperson should greet new members and inform them about the various special activities and find out what activities the new member is interested in.

E  Historian - This member will be responsible for recording significant CSC events both in written form and photographs, and preparing monthly reports for the Governing Board.

F.  Service Projects & Hospitality Chair- This member will be responsible for coordinating service projects that the CSC chooses to participate in.  The chairperson will be the point of contact for the service project, lead in coordinating event(s), and provide a monthly report for the Executive Board.  Some service projects have been Angel Tree and Cookie Drive.  This member will be responsible for collecting, maintaining, and reporting information concerning births, illnesses, and deaths related to CSC members and families, contacting squadron Commander’s Spouses, delivering gifts and maintaining an inventory of gifts given, sending out appropriate cards, preparing and maintaining the Hospitality basket for Airman Leadership School (ALS), keeping track of monies spent, and submitting a monthly report to the Governing Board.

G.  Scholarship & Welfare Chair – This member will be responsible for reviewing, revising, and getting legal approval for all scholarship applications, distributing applications, organizing and maintaining contact with the Final Selection Committee, notifying scholarship winners, and planning and implementing all aspects of the awards Reception / Function.  This member will be responsible for serving as liaison between the CSC and other organizations requesting funds, presenting all requests for funds to Welfare Committee and Governing Board, distributing approved funds, maintaining contact with donation receipts, acting as point of contact with the Wing office regarding Wing Awards, attending the Quarterly Awards Luncheon to distribute awards to winners, and presenting bills and receipts to appropriate treasurer for payment.

H.  Thrift Shop Chair - This member will be responsible for managing all monies associated with the Thrift Shop, placing the sign out during hours of operation, supporting positive customer relations, organizing schedules of volunteers to work, and submitting a monthly report to the Recording Secretary prior to each Governing Board meeting.  

I.  Ways and Means Chair - This member will be responsible for all aspects of special fundraisers, maintaining raffle tickets for door prizes at the monthly functions, acquiring necessary approval for all fundraisers, submitting all budget requests two months prior to all fundraisers, and submitting a monthly report to the Recording Secretary prior to each Governing Board meeting.  

