Community Spouses’ Club of Fort Benning (CSC)

Application for the CSC Board 
2012-2013
Name_____________________________
Phone Number_____________________________

Address_______________________________________________________________________

Email Address__________________________________________________________________

Elected CSC Board Positions for which you would like to be considered:

· President

· 1st Vice President

· 2nd Vice President

· Treasurer

· Corresponding Secretary

· Recording Secretary

Appointed CSC Positions for which you would like to be considered: (Check and circle one or more)

· Bit of Benning Advisor
· Communiqué'-Newsletter
· Community Grants

· Fundraiser
· Benning Bazaar
· Tour of Homes
· Wreath & Tree Auction
· Historian
· Hospitality
· Membership
· Publicity 

· Reservations
· Scholarship
· Thrift Shop Advisor
· Volunteer Coordinator
· Webmaster
Current and/or Previous CSC Experience at any post:

Position, Date & Location
______________________________________________________

Position, Date & Location
______________________________________________________

Position, Date & Location
______________________________________________________

Additional Information/Comments: 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

PLEASE NOTE: All CSC board positions require a commitment to attend Board meetings and functions, in addition to performing the duties of the office. A Job Description Notebook with all General Board positions is available at the Bit of Benning gift shop or you may review on the CSC website. If additional information is needed, please feel free to contact Tashanna Arroyo, CSC Parliamentarian, tashanna86@yahoo.com 
Applications may be mailed, or dropped off at the Bit of Benning gift shop.  If mailed, address to:
Community Spouses’ Club of Fort Benning

ATTN: CSC Parliamentarian
P.O. Box 51978

Fort Benning, Georgia   31995

Community Spouses’ Club
of
Fort Benning, Georgia

Basic Job Descriptions:
President - The President shall preside over the general meetings of the CSC (luncheons), at the monthly Board of Directors meetings, and shall be a non-voting member of all committees (such as Benning Bazaar, Super Sign-up, Wreath and Tree Auction, Tour of Homes, Welfare and Scholarship). The President shall, with the Treasurer, review all contracts and obligations authorized by the Board of Directors, including Bit of Benning and Thrift Shop contracts. The President (or in her absence, the 1st Vice President) shall cosign all checks in excess of $500. The President shall personally appoint all standing and special committee chairpersons. The President shall appoint a replacement to fill any vacancy occurring in the elected offices or appointed Board of Directors, except President. The President will be a representative, or shall appoint a representative, to all meetings or councils requiring a CSC presence (such as monthly CARE meetings). The President will ensure pertinent records are reviewed, i.e. Thrift Shop SOP, Bit of Benning SOP, and taxes.  The President shall set the dates for all CSC events, with the help of the Executive Board.  The President will submit a monthly article to the CSC newsletter.  The President shall participate in the hiring of all Thrift Shop and Bit of Benning employees, and be aware of all volunteer and employee issues, in coordination with both shop Advisors.  The President will decide upon the disbursal of all CSC funds, through scholarships and welfare donations with approval from the Board of Directors.
First Vice President - Attends all monthly Board of Director meetings and luncheons.  The First Vice President shall assist the President and perform the duties of the President in his/her absence. The First Vice shall perform any other duties that the President may assign. Should the office of the President be vacated, she shall assume the duties of that office, until a President is appointed (see Recording Secretary job description).  The First Vice President shall be responsible for the ‘Super Sign-Up’ membership drive, occurring in August.  A roster of all interested agencies or companies should be created at the beginning of the Board year to use at the Super Sign-Up.  This list will be useful for the Bazaar, Wreath and Tree, Tour of Homes, and Luncheons.  Part of the First Vice’s job is to maintain this list, and perhaps approach the agencies about other involvement in CSC events.  The First Vice shall be the custodian of the CSC silver, keys, and all other CSC property, and be responsible for upkeep, appearance, cleanliness, and use of the CSC Board Room and Lending Closet.  
Second Vice President - Attends all monthly Board of Director meetings and luncheons.  The Second Vice President shall assist the President and perform the duties of the President in the absence of the President and the First Vice President. The Second Vice shall be the program chairman and be responsible for planning and overseeing scheduled monthly functions (luncheons). At the discretion of the Executive Board, a co-2nd VP can be appointed.  Other volunteers may be recruited to assist with door prizes, table decorations, vendor coordination, etc.  
Recording Secretary - Attends all monthly Board of Director meetings and luncheons.  The Recording Secretary shall keep a record of all Board meetings of the CSC and their proceedings whenever business is conducted. The Recording Secretary shall keep a record of the minutes of the monthly Board of Directors meetings. The Recording Secretary will submit a rough draft of these minutes to the President for approval. Board of Director minutes will include the names of all board members in attendance at each session.  The Recording Secretary shall make sure the minutes of the Board of Director meetings are located in a conspicuous place (as determined by the Board of Directors) for the information of the General Membership at each luncheon. In the event the organization holds a meeting or conducts activities in any given month, the Recording Secretary will forward the minutes (and see that the Treasurer submits monthly financial statements) to the DFMWR Fort Benning, Georgia after Board approval.   The Recording Secretary shall be responsible for administering any telephonic and/or email votes and for properly entering such action and its results in an addendum to the minutes to be read at the next scheduled Board of Directors meeting. The Recording Secretary shall deliver to her successor all records and files of the CSC. If the President and First Vice Presidents are both absent from the monthly Board of Directors meeting, the Recording Secretary shall call the meeting to order and preside until the Board Members make the election of a temporary chairman. The Recording Secretary shall be responsible for maintaining the historic/permanent file (as stated in Article II, Section 4, of the Constitution), consisting of the following permanent records: 

a.       Original Constitution with all current revisions 

b.      Original Bylaws with all current revisions 

c.       Records of approval of Constitution, Bylaws, and all amendments

d.      Annual membership rosters 

e.       A copy of the last audit.
f. 
 Monthly Board of Director meeting minutes and financial documents
Corresponding Secretary - Attends all monthly Board of Director meetings and luncheons.  The Corresponding Secretary prepares the correspondence for the CSC relative to general CSC affairs.  In the absence of the Recording Secretary, the Corresponding Secretary shall act as the Recording Secretary by taking notes at all meetings where business occurs.  The Corresponding Secretary sends thank you notes to all hosting units, guest speakers, and any other special helpers after each luncheon/function, or as directed by the President.  The Corresponding Secretary types up and maintains the CSC Board Member Roster.  The Corresponding Secretary emails each of the board members a few days prior to the monthly meeting to remind them of the meeting, and any obligations they made regarding the meeting ( such as snacks, etc.)  The Corresponding Secretary will check the CSC mail at least once a week, and disburse accordingly.
Treasurer - Attends all monthly Board of Director meetings and luncheons.  The Treasurer shall use a double entry accounting system to keep an itemized account of all receipts, disbursements, and all supporting vouchers and records.  The Treasurer shall collect all accounts receivable, such as membership dues and any other funds collected by the various committees. The Treasurer is responsible for income received at all fundraiser events, (Benning Bazaar, Wreath and Tree Auction, Tour of Homes, etc.)  The Treasurer shall disburse the CSC funds as directed by the President and Board of Directors.  The Treasurer shall present monthly financial reports for all accounts held by the CSC to the Board of Directors at the monthly Board meetings. The records of all bank accounts will be available for inspection by the members of the CSC, with approval from the President. The Treasurer shall use the general provisions of DOD Regulation 7000, 14-R, Volume 13, App A, Chapter 9.  The Treasurer shall sign all contract obligations and disbursements authorized by the Board of Directors after reviewing them with the President. She shall post a copy of the financial reports in a conspicuous place monthly (within the historic file). The Treasurer shall present a written financial report at the last general membership meeting of the year, in May. The Treasurer shall ensure that all necessary audits are performed.
Bit of Benning Advisor – Attends all monthly Board of Director meetings and luncheons.  The Advisor serves as a liaison between the Bit of Benning Manager(s) and the CSC Board of Directors. The Advisor keeps the President and Board of Directors informed as to the operation and status of the Bit of Benning gift shop The Advisor is responsible for a sales table at all CSC functions, if decided upon by the Board of Directors.  In conjunction with the Bit of Benning Manager, the Advisor tracks orders and inventory.   The Advisor ensures delivery of monthly financial statement from gift shop to the Treasurer, and Board of Directors and the monthly Board meetings.  The Advisor shall present an annual purchase and spending plan to the Board of Directors in August for budget approval.  The Advisor is responsible for maintaining a clean, friendly environment in the gift shop.  The Advisor shall conduct monthly employee meetings for the employees of a Bit of Benning, and bring any relevant issues to the President.  The Advisor shall participate in the hiring of all Bit of Benning employees.  The Advisor will conduct periodic employee evaluations, to include shop manager. The Advisor approves all shop expenditures over $100.
Communiqué Editor – Attends all monthly Board of Director meetings and luncheons.  The Communiqué Editor assumes responsibility for the monthly publication of the CSC newsletter, The Communiqué. The Communiqué Editor establishes publication schedule and communicates deadlines to all Board members and other contributors. The Communiqué Editor solicits bills and coordinates all newsletter advertising. The Communiqué Editor solicits and/or writes articles for inclusion. The Communiqué Editor creates publication using computer program and coordinates online publishing with web site chair. The Communiqué Editor provides printed copies when necessary through print shop or copier at Bit of Benning. The Communiqué Editor ensures delivery to membership in a timely manner and receives updated rosters from Membership Chair to ensure complete distribution.
Community Grants - Attends all monthly Board of Director meetings and luncheons.  The Welfare chair reviews welfare guidelines and applications, and presents any recommended changes to the Board of Directors for approval well before the application process begins. The Welfare chair is responsible for publicity and distribution of CSC welfare applications. The Welfare chair will recruit and organize the selection committee (consisting of CSC general members, NOT Board members with the exception of the President) to evaluate applications.   The Welfare chair will organize and distribute the booklets needed for use by the selection committee beforehand, and collect them at the end of the process.  All copies will be destroyed after CSC Board has approved awardees.  The Board of Directors at the April Board meeting must approve the decisions of the selection committee, with the motion being made by the Welfare chair.  The Welfare chair is responsible for notification to the selected awardees, and will request the Treasurer writes checks to be mailed with appropriate letter to each institution. These letters are prepared and mailed by the Welfare chair.  The Welfare Chair writes letters to recipients of checks as well as those whose requests were denied.  The amount of money to be disbursed will be decided upon by the Board of Directors, as a whole, at the April Board meeting.  

Fundraiser: Benning Bazaar - Attends all monthly Board of Director meetings and luncheons.  The Bazaar chair should be familiar with post and local regulations regarding fundraising. The Board of Directors will set the date at the beginning of the board year.  The location has changed from year to year, and must be approved by that location (Garrison or G3 office if needed).  The event must be approved by DFMWR. The Bazaar chair is responsible for getting this approval, with the help of the President.  The Bazaar chair should select an activity committee, and organize all actions of committee members. The Bazaar chair will work with the Publicity, Reservations, Hospitality chairs, Volunteer Coordinator and Treasurer for needed support of activity.  All preparation for the event will be discussed at monthly Board meetings, for their approval.  
Fundraiser: Tour of Homes - Attends all monthly Board of Director meetings and luncheons.  The Tour of Homes chair should be familiar with post and local regulations regarding fundraising. The Board of Directors will set the date at the beginning of the board year.  The event must be approved by DFMWR. The Tour of Homes chair is responsible for getting this approval, with the help of the President.  The Tour of Homes chair should select an activity committee, and organize all actions of committee members. The Tour of Homes chair will work with the Publicity, Reservations chairs and Treasurer for needed support of activity.  All preparation for the event will be discussed at monthly Board meetings, for their approval.  

Fundraiser: Wreath and Tree Auction- Attends all monthly Board of Director meetings and luncheons.  The Wreath and Tree Auction chair should be familiar with post and local regulations regarding fundraising. The Board of Directors will set the date at the beginning of the board year.  The event must be approved by DFMWR. The Wreath and Tree Auction chair is responsible for getting this approval, with the help of the President.  The Wreath and Tree Auction chair should select an activity committee, and organize all actions of committee members. The Wreath and Tree Auction chair will work with the Publicity, Reservations chairs and Treasurer for needed support of activity.  All preparation for the event will be discussed at monthly Board meetings, for their approval.
Historian - Attends all monthly Board of Director meetings and luncheons.  The Historian shall take photographs at all official CSC functions, to include fundraisers and special events. The Historian is responsible for the preparation of 4 scrapbooks of the CSC year; one for the President, Mentor, Senior Advisor, and the CSC Board Room for historic use.  Pictures should be taken at ALL functions.  The Historian shall submit useful photographs to the Editor of the Communiqué for publication by the monthly deadline. 

Hospitality - Attends all monthly Board of Director meetings and luncheons.  The Hospitality chair shall prepare a CSC Welcome Packet for all new members, in coordination with the First Vice for use at the Super Sign-Up in August. The Hospitality chair welcomes new members (and guests of members) at the monthly functions, prepares and delivers gifts to these new members (if directed to by Board of Directors). The Hospitality chair coordinates donation collections at the monthly functions, in coordination with the Second Vice. The Hospitality chair shall host an annual newcomer’s welcome to occur after the Super Sign-Up, if the Executive Board approves this. The Hospitality chair will send cards, flowers or any other items necessary to members of the CSC Board of Directors and CSC employees as requested by the President.  The Hospitality chair is responsible for the list of board members volunteering to bring snacks to the monthly Board meetings, as well as a reminder to those individuals.  The Hospitality chair will assist the Benning Bazaar chair in the set-up and coordination for the Hospitality room at the Bazaar for volunteers and vendors.  The Hospitality chair will distribute birthday cake coupons to the general membership, if available.
Membership - Attends all monthly Board of Director meetings and luncheons.  The Membership chair maintains a table at all CSC functions (including special functions and any FRG Fairs offered) to sign up new members.  The Membership chair maintains an up-to-date and accurate membership roster, and makes it available to the Board of Directors. The Membership chair Prints mailing labels monthly for the Communiqué Editor (to mail the Communiqué). The Membership chair is responsible for assembling and publishing the CSC Membership Phonebook.  The Membership chair may be asked to set up temporary membership drive booths at various events, as needed by the club.  The Membership chair will assist the Reservations chair at the entry table to each luncheon.
Parliamentarian - Attends all monthly Board of Director meetings and luncheons, as a non-voting member. The Parliamentarian must have a good working knowledge of the CSC Constitution and Bylaws, Post and DoD regulations related to private organizations, and ensure compliance with those rules and regulations. The Parliamentarian needs to have a good working knowledge of Robert’s Rules of Order and general parliamentary procedure, to facilitate Board of Directors meetings. The Parliamentarian shall conduct any motions at the monthly Board of Directors meetings.  The Parliamentarian convenes a revision committee, consisting of CSC Board members, every two years, or as required for updating the CSC Constitution and Bylaws.  The Bylaws can be updated at any time.  The Parliamentarian convenes and serves as Chairman of the CSC Presidential Nominating Committee, consisting of CSC members and senior leaders’ spouses’.  The Parliamentarian is responsible for publicizing, disbursing and collecting applications for the next CSC Board of Directors at the end of the Board year, and passing these on to the incoming President (upon the approval of the nomination committee).

Publicity - Attends all monthly Board of Director meetings and luncheons.  The Publicity chair is responsible for publicizing all CSC events with local media, to include The Bayonet, TV, Communiqué, local newspapers and radio, and will work in conjunction with the respective chair people in that effort.   This will include the Super Sign-Up, Benning Bazaar, Wreath and Tree Auction and Tour of Homes.  The President, before release, must approve all publications.  The Publicity chair is responsible PR and marketing on behalf of the Thrift Shop and the Bit of Benning gift shop, working with those advisors. The Publicity chair shall prepare a flyer for inclusion in the ACS Newcomer’s Orientation packet, and the Housing Office welcome packet, and see to their delivery. The Publicity chair shall work with the Second Vice in publicizing the monthly luncheons. 

Reservations - Attends all monthly Board of Director meetings and luncheons.  The Reservation chair is responsible for all reservations for all CSC functions, luncheons and fundraisers. Reservations can be made through the CSC website, email and/or evite system.  The Board of Directors will decide upon the function of this process.  The Reservation chair keeps a permanent reservations list for the monthly luncheons, making sure it is current. The Reservation chair coordinates with the Second Vice President and Treasurer to ensure an efficient process for handling payments at CSC functions. The Reservation chair orders and maintains supplies needed to prepare nametags for general membership, new members and guests. The Reservation chair will coordinate with the President for special nametags for the Board of Directors. The Reservation chair is responsible for distribution and collection of nametags and entrance money at events. This will include money collected at the Benning Bazaar, Wreath and Tree Auction, and Tour of Homes. The Reservation chair will collect any outstanding or delinquent funds for the monthly luncheons. The Reservation chair will maintain a current email list of all general members, for use as needed by the Board of Directors.
Scholarship - Attends all monthly Board of Director meetings and luncheons.  The Scholarship chair reviews scholarship guidelines and applications, and presents any recommended changes to the Board of Directors for approval well before the application process begins. The Scholarship chair is responsible for publicity and distribution of CSC scholarship applications, including all local high schools and the CSC website.  The Scholarship chair will recruit and organize the selection committee (consisting of CSC general members, NOT Board members with the exception of the President) to evaluate applications.   The Scholarship chair will organize and distribute the booklets needed for use by the selection committee beforehand, and collect them at the end of the process.  One master file will be maintained in the CSC files, for reference.  All other copies will be destroyed.  Information presented to the selection committee will NOT include names of applicants; decisions will be made on a merit based system only.  The Board of Directors at the April Board meeting must approve the decisions of the selection committee, with the motion being made by the Scholarship chair.  The Scholarship chair is responsible for notification of selected scholarship recipients, and request their attendance at the annual CSC Scholarship Award Reception. This may be at a luncheon or a separate event, as decided upon by the Board of Directors.  When all necessary school verification information has been received from the recipients, the Scholarship chair will request the Treasurer writes checks to be mailed with appropriate letter to each institution. These letters are prepared and mailed by the Scholarship chair.  The Scholarship Chair will organize the annual CSC Scholarship Award Reception.  The CSC is the executor of a few other scholarships from the local community, and these will be a part of this process.  Thank you notes must be sent to these donors from CSC Scholarship chair, as well as recipients.  
Thrift Shop Advisor - Attends all monthly Board of Director meetings and luncheons.  The Advisor serves as a liaison between the Thrift Shop Manager and the Board of Directors.  The Advisor keeps the President and Board of Directors informed as to the operation and status of the Thrift Shop.  The Advisor ensures delivery of monthly financial statements from thrift shop to the Treasurer, and Board of Directors and the monthly Board meetings.  The Advisor shall present an annual purchase and spending plan to the Board of Directors in August for budget approval.  The Advisor is responsible for maintaining a clean, friendly environment in the thrift shop.  The Advisor shall conduct monthly employee meetings for the employees and volunteers of the Thrift Shop, and bring any relevant issues to the President.  The Advisor shall participate in the hiring of all employees.  The Advisor will conduct periodic employee evaluations, to include shop manager. The Advisor approves all shop expenditures over $100.   

Volunteer Coordinator - Attends all monthly Board of Director meetings and luncheons.  The Volunteer Coordinator makes sure that all Board members are registered with the Army Volunteer Corps Coordinator (AVCC). The Volunteer Coordinator will maintain records of the monthly volunteer hours of each Board member, and register these with the post AVCC.  The Volunteer Coordinator will coordinate recognition of all volunteers, as decided upon by President.  The Volunteer Coordinator will assist the Benning Bazaar Chair with the organization of all volunteers at that event, and any other fundraising events sponsored by the CSC.  
Webmaster - Attends all monthly Board of Director meetings and luncheons. The Webmaster is responsible for the content and maintenance of the CSC website and updates information on the website on a regular basis, as needed. The Webmaster receives information (via email) for posting on the website from the membership and maintains website links and keeps pages flowing and organized for easy user navigation. The Webmaster ensures graphics are properly sized for efficient downloading, display quality on users' computers, and for appropriate storage space on the server.

