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BOARD MEMBER’S (including Directors) DUTIES
3/15/95 (revised May 2013)


· Promote AFS and Saginaw Valley Chapter Activities
· Chair and/or participate on at least one committee each year
· Attend all Chapter Board meetings
· Determine all Chapter policies
· Approve Chapter finances
· Plan, approve and direct all special fund raising activities
· Approve all Chapter expenditures and investments
· Accept all committee appointments
· Accept all committee reports
· Initiate Regional Conferences, CMI educational courses and other special activities and events
· Name candidates for possible election to National Directorships, when requested
· Cooperate with AFS on National Conventions when requested
· Consider being active on one of the AFS Technical Committee’s.

CHAIR’S DUTIES

(6/4/92; Revised 4/25/01, May 2013)

· If possible attend all committee meetings
· Develop agenda and chair board and dinner meetings
· Introduce correspondence from AFS National
· Coordinate with ASM and SAE Chair in September to finalize agenda, seating, etc. for joint meeting in October
· Select representatives to go to the AFS Chapters Officers Conference that is held at AFS Headquarters usually in the summer before program year starts
· Follow up on speaker arrangements for the current year
· Communicates personally with each Committee Chair on an as-needed basis to ensure specific program intent is understood and attained
· Meet with replacement to assure effective transfer of duties
· Write introduction letter for yearbook
· Write welcome letter for new members
· Insure list of duties are updated each year
· At end of regular dinner meetings facilitate 50/50 raffle drawing

BOARD MEETINGS: 

Meeting Dates
· Hold separate Board dinner meetings in late August, January, and May.
· Hold brief Board meetings before regular Chapter dinner meetings at Zehnders as needed.

Attendees
· All Board members and Committee Chair
· May meeting includes new and old Board members and Committee Chairmen

First Meeting (August)
· Finalize program and committees
· Recognize outgoing and incoming Board members
· Ensure that Secretary Issues up-to-date copy of the duties and bylaws to each new Board member and Committee Chairs
· Get picture taken of Board members and Officers
· Committee reports
· Discuss potential service life members and review service pin awards

Second Meeting (January)
· Review status of next year’s program
· Discuss nominations
· Committee reports

Third Meeting (May)
· Review past year’s activities
· Finalize program
· Committee reports

CHAIR’S DUTIES (continued)

AFS BOARD MEETING TYPICAL AGENDA


Review minutes of prior Board meeting	Secretary
Treasurer’s report	Treasurer or Assistant Treasurer
Secretary’s report	Secretary
Program report	Vice Chair
Membership Committee report	Membership Chair
Arrangements Committee	Arrangements Chair
Yearbook Committee report	Yearbook Chair
Educational / Foundry in Box report	Educational Chair
Dinner Dance Committee report	Dinner Dance Chair
Golf Outing Committee report	Golf Outing Chair
Nominations Committee report	Nominations Chair
Technical Liaison report	Technical Liaison
Environmental/Governmental Liaison report	Env./Govt. Liaison
Old business	Whole Board
New business					          Whole Board
Next meeting date and time	Whole Board
Adjournment	Chairman

Note:  Each Committee report should include the agenda for the year, committee membership status,
           current status and problems/assistance required.

AGENDA FOR MONTHLY AFS DINNER MEETINGS

Invocation	Vice Chair
Dinner	Chair
Welcome	Chair
Thank Event & Ticket Sponsors	Chair
Any special news or coming meetings	Chair
Introduce Technical Chairman	Chair
Introduce Guest Speaker	Technical Chair
Presentation	Guest Speaker
Questions	Speaker & Technical Chair
Present Logmark to Speaker	Technical Chair
Adjournment	Chair

VICE CHAIR’S (PROGRAM) DUTIES

(6/04/92; Revised 4-25-01, May 2013)

· Acts on behalf of the Chair when he/she is not available
· Attend all committee meetings
· Gives the invocation at all dinner meetings
· Assign’s next year’s Committee Chair by June
· Insure audio-visual equipment is ready at each meeting

DEVELOPS NEXT YEAR’S PROGRAM:
· Determine relative interests of membership
· Works with Assistant Treasurer to:
· Selects dates and locations for all meetings and events
· Establish costs and prices for dinner meetings
· (Include refreshment costs, tax and gratuities)
· Select speakers and subjects
· Assign Technical Chairman for each meeting and give them the Technical Chairman’s list of duties
· Have all Speakers picked and accepted responsibility by May Board meeting (prior to program year).
· Follow up on speakers arrangements as program year progresses. 

OCTOBER (year prior):   Begin date, topic and speaker selection for next year’s program as per following themes


ASM/AFS /SAE JOINT MEETING:  OCTOBER MEETING:
· Meeting is either first Thursday or second Tuesday (alternate)
· Work with ASM & SAE Technical Chair to make arrangements for speaker
· Alternate provisions for the speakers ticket, gift.  (both sponsor refreshments)
· Meet with ASM & SAE Chair in September to make final arrangements regarding seating, program agenda, etc.

PAST CHAIR’S NIGHT:  NOVEMBER MEETING:
· Obtain list of Past Chair from previous chair in early October
· Send out email inviting them & their spouse to dinner meeting.  Their ticket is paid for, but not their spouse’s. Collect responses and provide list to ticket sales person to track attendance at November meeting
· Compile list of attending Past Chair (from ticket sales person) and announce during meeting
· Get photograph of Past Chairs together at end of meeting
· Give logmark or other gift to most recent outgoing Chair and speaker

HOLIDAY INVITATIONAL:  DECEMBER MEETING:
· Arrange for Treasurer to have payment of Entertainment, if needed
· Coordinate entertainment schedule
· Make any special arrangements for stages, microphones, etc.





VICE CHAIR’S (PROGRAM) DUTIES (continued)




MANAGEMENT NIGHT:  JANUARY MEETING:  
· Invite all local foundry managers & foundry supplier managers to January meeting
· Collect responses and have a check in list at the door
· Have name tags made up for managers and speaker
· Recognize all managers present at the meeting
· Get photograph of all managers present at the meeting
· Present to the membership the Nominations for the next year's Officers and Board of Directors
· Hand out Service Pins and announce any new “Retired Service Life” members


HONOR BUSINESS NIGHT:  FEBRUARY MEETING:
· Arrange for a business to honor
· Speaker for this night should be from the honor business
· Accept Nominations of next year's Officers and Board of Directors


SCHOLARSHIP AWARD NIGHT:  MARCH MEETING:
· Remind Speaker it is scholarship award night, and talk should be targeted to these young scholars.
· Work with Scholarship Chair to award scholarships 
· Coordinate with Nominating Committee Chairman to officially elect next year’s officers and directors.

SPECIAL INSTRUCTIONS FOR SPECIFIC MEETINGS: (During HIS/HER Chair’s Year)

SPEAKER ARRANGEMENTS:
· Send letter to speakers to verify dates and topics
· Obtain photograph and speakers biography information
· Discuss topic, length of talk (30 minutes), and audio-visual requirements
· 	Send map containing meeting location and lodging information
· Contact Arrangement Chair to make logmark or other gift (correct spelling of speaker’s name)
· Call one month prior to meeting to verify arrangements

INFO TO ARRANGEMENTS CHAIR: (by first day of month prior to engagement)
· Speaker’s photograph
· Paragraph on speaker and talk
· Correct title of talk

· Each Night:  Arrange to have projector turned on and lights dimmed for speaker and music turned off before speaker starts


TREASURER’S DUTIES

(8-12-91: Revised 05/14/01, May 2013)

HANDLE ALL CHAPTER BANKING OPERATIONS
· Insures all necessary signatures are on file annually
· See that Treasurer and all authorized signatures are bonded and premiums paid
· Process dues refunds from AFS National
· Deposit all funds in the Chapter financial account (maintain record of amount, check number etc)
· Pay any invoices or expenses that are incurred and owed by the Chapter
· Retain and file all supporting papers and details on payment of Chapter funds
· Issue annual payments necessary to Chapter Treasurer, Assistant Treasurer and Secretary
· Handle investment of capital based on Board direction


SEND BILLS AND COLLECT MONIES FROM:
· Event and ticket sponsors for 6 dinner meetings, dinner dance and golf outing
· Yearbook entries


SCHEDULE AND NEGOTIATE REGULAR DINNER MEETINGS MEAL AND REFRESHMENT PRICES:
· Schedule regular dinner meeting locations (schedule two years in advance and verify in April/May of prior program year)
· Negotiate meal and refreshment prices in April/May of prior program year
· Bring to Board at May meeting the meal and refreshment prices for next program year
· Get Board approval of ticket prices and sponsor fees
· Coordinate with ASM & SAE Chair to make final arrangements regarding payment of dinners and refreshments


MONTHLY DINNER MEETING TICKET ACCOUNTING
· Count collected tickets at regular dinner meeting to confirm number meals to be paid for
· Determine dinner and raffle monies collected
· Update and issue ticket report


ATTEND ALL BOARD AND COMMITTEE MEETINGS:
· Pay for meal (make arrangements for payment if cannot attend)
· Have (or provide to committee chairman) financial data on past and current committee activities
· Have financial status of Chapter available for all Board meetings
· Liaison with Dinner Dance and Golf Outing Committee when their prices are set


FINANCIAL DUTIES:
· Complete 1099 and 990 tax form
· Complete financial statement at by second week in August and hold audit review
· Present financial statement at first Board meeting
· Send copy of financial statement and Tax forms to AFS Central Office


MONTHLY DINNER MEETINGS:
· Pay for meal (make arrangements for payment if cannot attend)
· Bring change for ticket and 50/50 raffle sales
· Bring 50/50 raffle tickets and box to collect tickets in
· Divide 50/50 raffle money collected and award it to winner of drawing




ASSISTANT TREASURER’S DUTIES

(8-19-96; Revised 01/31/01, May 2013)

· Acts on behalf of the Treasurer when he/she is not available
· Attend all committee and Board meetings 


FLYER, TICKET, REFRESHMENT, PROGRAM CARD AND POSTER SPONSORS
(Sponsor solicitor will do the following but be a part of the Arrangements Committee)
· Liaison with Sponsor solicitor for dinner and event sponsors
· Get event sponsors for all flyers (to cover flyer and refreshment costs)
· Get ticket sponsors for all events
· Get event sponsors for Dinner Dance (member of Dance committee)
· Get event sponsors for Golf Outing (member of Golf committee)
· Get artwork for all sponsors to printer by due dates
· Get sponsor information to Treasurer, for invoicing before flyer/tickets issued


CONFIRM THAT THE FOLLOWING LETTERS GET ISSUED
· Past Chair letters in October by Chapter Chair
· Nominations letter in January by Nominations Chair



SECRETARY’S DUTIES

(6/04/92: Revised 4-25-01, May 2013)

· Custodian of current Chapter records and minutes
· Must turn over complete files to successor or keeper of previous Chapter records
· Attends all scheduled Board and Committee meetings (or arranges for substitute) to carry out the following duties:
· See that agenda is covered at all meetings
· See that proper motions are made when Board action is taken
· Advice Chair of matters not yet finalized
· Keeps minutes and attendance of all Board and Committee meetings and supplies copies to Board and/or committee members promptly
· Keeps posted on work of Committees to insure assignments are completed
· Keeps AFS National advised promptly of all meetings, nominations, elections, changes in the Board and membership
· Carries on routine correspondence
· Communicate all AFS official notices to Chair, for attention of the Board or members
· Issue copy of the duties and bylaws to each new Board member and Committee Chair

NEEDED FOR EACH OFFICER, BOARD MEMBER, AND COMMITTEE MEMBER
A notebook containing the following at the first Board meeting
· Copy of Chapter Bylaws
· List of all Officers, Directors and Committee Chairman
· List of duties for each position (update duties as required)
· Copy of annual report
ARRANGEMENTS FOR EACH BOARD OR COMMITTEE MEETING
· Chapter Chair or Committee Chair will determine date, time and location of meeting
· Send out invitation to all board meetings with RSVP requested.  
· Call the restaurant to make reservations, give number of people attending
· One check for entire group by Treasurer
· Include the Chapter Chair, Vice-Chair, Secretary, Treasurer and Assistant Treasurer on all meeting notices
· Include AFS photographer at first meeting of each committee for yearbook picture

PROGRAM CARD and/or POSTER:
· Get program information from Chapter Chair
· Type and proofread program card/poster
· Get program card/poster to distribution (Email, website and/or printer)
· Give extra cards/posters to Membership Chairman and Door Sales Chair
· Must have Program Card and Poster ready for distribution by September 1
· Send program card/poster to AFS National.
FLYER PREPARATION:
· Monthly flyers 
· Write up 
· Speaker information (obtain from Chapter Chair 6 weeks prior to meeting)
· Upcoming events (FIB, etc)
· Other Chapters events
· Confirm date, meal, location, prices, sponsors
· Create and distribute flyers (get to DJ, Dave Buss, Rod Iamurri)
· Coordinate with location(s), get fundraiser donation to Treasurer to deposit

PAST CHAIR’S (NOMINATION CHAIR) DUTIES

(8/12/91; Revised May 2013)

· Participate in Chapter activities as a one year Board member
· Continue to monitor Chapter activities and assist as advisor for present officers and Board
· Contact present Chair and assist where needed
· Ensure proper transfer of information to new Chair


NOMINATING COMMITTEE CHAIRMAN
· Committee is made up of the four most recent Past Chair
· Compile list of potential nominations throughout the year
· Determine membership and current breakdown according to the following categories:  Foundry (GM, Grede, Bay Cast, Others), Supplier, Retired, Misc.
· Meet in December and come up with nominations for new officers and directors as needed for the next year.  Use data from membership breakdown to keep Board membership close to the membership percentages
· Submit the nominations at the Board meeting prior to the regular Chapter dinner meeting in February for Board approval
· Present the nominations to the general membership at the February regular dinner meeting
· Call for a vote of the nominations by the general membership at the March regular dinner meeting

VERBAGE FOR NOMINATION:

To be read at the February Meeting:
A nomination committee consisting of the immediate four Past Chairs has selected nominees for the Officers and Board of Directors for the upcoming Program Year.
· A petition requesting the addition of other nominations for any of the positions may be submitted to the Chapter Secretary provided such nominee has consented to serve for that office.
· Copies of the petition will be available from the ticket sales table after the meeting.  The petition must be signed by at least ten members of the Chapter and submitted at least 15 days before the March dinner meeting.
· If a valid petition is received, an election will be held.  In the event no additional names are placed in nomination by petition, the Secretary shall be instructed, by the Chair of the Nominating Committee, to cast a unanimous ballot for the following nominees.
(Read list of nominees)

To be read at the March Meeting:
As Chair of the Nominating Committee, I am pleased to announce the Officers and Directors for the upcoming Program Year.  Since no petitions were filed requesting additional nominees, the Chapter Secretary has been instructed to cast unanimous ballots for the following nominees.
(Read list of Officers and Directors)


ARRANGEMENTS COMMITTEE CHAIR’S DUTIES

(8/19/98; Revised 4-25-01, 10-24-12, May 2013, Jan 2017)

1.  MAILINGS:
· Maintain Email distribution list for monthly flyers and notices.
· Review drops and adds from AFS monthly membership report.  Do not remove drops unless requested or have left the foundry industry.
· Include AFS National and Modern Casting Staff.
· Send first meeting notice, at least one month in advance, as an Outlook meeting so that the event can automatically populate all recipient’s calendars.
· Send reminder email with flyer pasted into email so they don’t have to open an attachment to see the details the week of the dinner meeting.
· Group flyers and notices so members do not get overwhelmed with emails.

2.  AWARDS:
· Coordinate production of awards for dinner speakers.
· Engraved logo and speaker tags done at Award & Sports on State Street.
· Logmarks are required for dinner speakers and for out-going Past Chair.
· Have multiple logmarks assembled prior to dinner meeting
· Ensure logmarks are delivered to meetings.
· Pen set for Educational Seminar speakers (responsibility of Educational Seminar Chair)
· Plaques for outgoing directors with AFS activity history
· Provide special awards requested by Chair or Outgoing Chair.

3.  PUBLICITY:
· Write up article for applicable dinner meetings for Modern Casting
· Select photos to send to Modern Casting with write-up
· Send photos & articles to Modern Castings after applicable meetings
	
4.  TICKET COMMITTEE:
· Monthly:
· Get ticket count day before meeting and notify dinner location (Zehnders).
· Bring tickets to dinner meeting.
· Door Sales:
· Minimum of two people, one for ticket sales and one for 50/50.
· Bring form to track ticket sales.
· Bring receipt books.
· Ensure Treasurer brings change for ticket sales.
· Get names of new members who attended to Chair.
5.  MONTHLY DINNER NIGHT FINAL ARRANGEMENTS:
· Confirm Audio Visual needs with dinner location Zehnders
· Review room set up early the night of the meeting
· Arrange for or bring computer and projector
· Hook up computer and projector and test with speaker presentation
6 SPONSORS (FLYER, TICKET & REFRESHMENT):
· Sponsor solicitor will be responsible to the Assistant Treasurer, but be a part of the Arrangements Committee
· Create and manage list of potential suppliers for entire year.  Update each year.
· Update sponsorship solicitation letter each year.
· Assign chapter members to specific sponsors to help.
· Follow up with solicitors on status.  It is best to send out letter via email, then follow up with phone call 2-3 weeks later to give them a chance to get management approval.
· Give information to Treasurer to send out invoices to sponsors that agree to sponsor events.about 5 weeks prior to event.
· Sponsor requirements:
· Dinner meetings @ $350 each
· Dinner Dance @ $400 each
· Golf Outing @ $350 each
· Foundry in box @ $50 each
· Offer group discount of $1000 for Dinner, Dance, Golf and FIB sponsorship.
· Ensure flyers have event sponsor information included

7.  FLYER PREPARATION:  (who should create flyer???)
· Obtain flyer information regarding speaker from Chair at least two months prior to dinner meeting.
· Generate flyer:
· Topic, abstract, picture of speaker or topic specific picture
· Information on upcoming events such as FIB, Dinner Dance, Golf, etc.
· Dinner meeting sponsor go on back side of flyer.
· Confirm date, meal, location, and prices.
· Send electronic versions of flyers to mailings coordinator and web site geek one month prior to meeting.

Fundraisers
· Seek out restaurants that are willing to hold group fundraisers.
· Schedule at least two fundraisers each year.
· Generate a flyer describing event and send to mailings and web site.
· Coordinate at least two raffles per year.
· Obtain Michigan raffle license.
· Determine specific number of tickets and price for specific prize.
· Raffle converts to 50/50 if all tickets not sold.
· Winning ticket pulled at dinner meeting and posted on website.



DINNER DANCE COMMITTEE CHAIR’S DUTIES

(10-11-00, Revised May 2013)

AT LEAST 1 YEAR IN ADVANCE
·  Negotiate contract for hall
· Arrange for a block of rooms in a nearby hotel (if needed)
·  Negotiate contract for band
· Work with Treasurer for signing of contracts and payments for hall and band

6 MONTHS BEFORE SCHEDULED EVENT
· Verify meal prices
· Verify refreshment prices
· Work with event sponsor solicitor to procure sponsors

3 to 4 MONTHS BEFORE EVENT
· Have first committee meeting
· Determine theme, decoration ideas (if needed)
· Finalize menu
· Finalize ticket prices
· Finalize “favors”
· Determine Door Prizes ( number and type )
· Determine committee member responsibilities
· Order decorations (if needed)
· Develop Event sponsor list
· Insure event sponsor letters are sent
· Begin Contacting prize Sponsors  (coordinated with event sponsor solicitor)
· Start flyer design
· Reserve rooms for committee members at Hotel(if needed)

2 MONTHS BEFORE EVENT
· Have a follow up committee meeting
· Review progress on assignments
· Verify work assignments for event day
· Review and finalize flyer design
· Complete Sponsor enrollment
· Contact Raffle prize sponsor(s)

6 WEEKS BEFORE EVENT - INFORMATION TO THE ARRANGEMENTS CHAIR:
· Sponsor’s names and representative(s) for the flyer
· Completed Flyer design
· Develop, type and print the event program
· Develop, type and print Sponsor charts for event

1 WEEK BEFORE EVENT:
· Develop table layout
· Organize seating assignments
· Call in preliminary and final counts
· Arrange for Treasurer to make any payments, necessary before dance, for hall and band


DINNER DANCE COMMITTEE CHAIR’S DUTIES (cont)


AT EVENT
· Verify table arrangement and room set up (dance floor size)
· Verify counts
· Complete decorations
· Provide table identification ( number )
· Greet attendees
· Insure door prize stubs are completed and collected
· Assist guests to find table
· Collect dinner tickets ( return to treasurer )
· Sort door Prize entries into member and non-member.
· Conduct Blessing before dinner
· Sell raffle tickets
· Sell 50/50 tickets
· Conduct door prize drawings ( during band breaks )
· Conduct 50/50 drawing
· Take down decorations / Cleanup hall
· Handle any emergencies
· Give payment to band
· Take photos of prize winners and write names in order they are in the picture
· Take photo of Dance Committee
· Arrange for Treasurer to have any checks for payment, at dance for hall, band, etc.
· Provide Treasurer with any monies to be deposited by end of Dance evening


AFTER THE EVENT
· Evaluate food and refreshments
· Evaluation catering and bar services
· Evaluation band, prizes, raffle
· Review and note changes to make for the next year
· Review bill from hotel/banquet
· Determine if all payments have been made (tickets, sponsors)
· Provide Treasurer with detailed accounting of expenses and income
· Provide Treasurer with receipt information of event and prize sponsor, if necessary


ENVIRONMENTAL/GOVERNMENTAL LIAISON’S DUTIES

6/4/92

· Keep the Chapter informed regarding proposed political issues, environmental rules, regulations or legislation on both state and local levels by publishing newsletter for monthly mailing
· Communicate with AFS Environmental Control Department Staff regarding ways in which the Staff can best help serve the needs of the Chapter on all types of environmental matters
· Keep updated on issues by attending seminars, reading resource materials, services, etc.





TECHNICAL LIAISON’S DUTIES

8/12/91

· Keep the Chapter aware of items of technical interest and training classes that AFS may be conducting
· Remind members of a “call for papers” deadline that may be approaching





EDUCATIONAL CHAIR’S DUTIES

Foundry in Box Activities (May 5, 2013)

· Inventory Foundry-in-box material, and insure it meets standard established
· Insure adequate supply of consumables: tin, molding sand, etc.
· Establish a list of schools, scout troops, etc. to visit.
· Contact school, scout troops, etc. and make arrangements for visits
· Coordinate Chapter members to attend and run the scheduled visits


GOLF OUTING COMMITTEE CHAIR’S DUTIES

(01/20/01; Revised May 5, 2013)

JUNE (previous year):
· Arrange for the golf course for next year (first Saturday in June)
· Leave $200 deposit from previous years.

JANUARY/FEBRUARY:
· Hold committee meeting
· Obtain contract for golf, lunch, dinner, beer and pop
· Establish ticket prices for golf and dinner only
· Estimate budget (income & expenses)
· Determine Memento to be given to each golfer
· Finalize flyer
· Determine committee member responsibilities for:
· Sponsor solicitation (Hole in one, Golf Weekend, $300 Event Sponsors)
· Purchase Door and Hole prizes
· Hostesses, 50/50 raffle and golf weekend tickets
· Supply decks of cards for after dinner (25 decks?)
· Golf reservations
· Door prize registration
· Recording team scores (bring computer and scoring spreadsheet)
· Rules committee
· Program with last year’s photos
· “Hole–in–one” details (witnesses take photos)

APRIL/MAY:
· Hold another committee meeting to finalize arrangements and responsibilities
· Develop hand outs detailing: starting grid, prize listing, rules, etc.
· Cards with preprinted names for the door prize drawing
· Sponsor signs and large starting grid

GOLF COURSE RESPONSIBILITIES:
· Kegs at #4 & #13 tees, BBQ pit and cart
· Par 3’s at proper distance, Hole in one posters
· Chairs at #6 for witnesses
· Coffee & registration table
· Verify number of golf carts (2 for hostesses and witnesses)
· Pick up hole prize cards and kegs
· Obtain P.A. system from Golf Course to announce prizes

DAY OF OUTING
· Arrive at 6:30, Registration starts at 6:45
· Assemble packages for team captains
· Hold captains meeting @ 7:30, keys in cart @ 7:45
· Recognize all sponsors
· Pay bills (list of costs)
· Provide Treasurer with detailed accounting of expenses and income and invoices to be paid
· Provide Treasurer with receipt information of event and prize sponsor, if necessary





MEMBERSHIP COMMITTEE CHAIR’S DUTIES

8/12/91

FUNCTION OF COMMITTEE:
· Actively seek out new members
· Follow up on all pre-drops and drops
· Have membership applications available at all Chapter functions
· Set membership goals (analyze potential)
· Inform members and prospective members “what they get for their money”


ACTIVITIES:
· Set up a committee with one person from each plant location and vendor representative(s)
· Have membership applications available upon request
· Give progress reports at each Board meeting and some regular dinner meetings
· Keep current with AFS membership computer galley
· Notify AFS National of any changes or corrections
· Get list of non-members who attend Golf Outing and Dance for contacts as potential new members
· Review membership for potential:
· AFS Life Memberships
· Honorary Life Memberships
· Service Life Memberships  (get nominees approved at first board meeting)
· Review Membership service length for members who qualify for service pins.  Pins are handed out to members with 25 or more continuous years of membership.  Pins are handed out in 5 year increments.  Pins shall be handed out at the January Dinner Meeting.
· Maintain sufficient inventory of service pins for approximately the next 3 years of planned distribution.



SCHOLARSHIP CHAIR’S DUTIES

(8/12/91; Revised 4-25-01, May 2013)

SEPTEMBER OR OCTOBER:
· At a Board meeting ask for determination on the amount of money available for scholarships


NOVEMBER:
· Prepare for distribution with the November mailing (for December meeting) scholarship applications and rules cover letter


DECEMBER AND JANUARY:
· Collect applications 
· Host Committee meeting and determine winners 
· Contact FEF for accounting of available FEF scholarship monies


FEBRUARY:
· Contact winners and arrange for them and their parents to be at the March dinner meeting for presentation of their scholarship.  Chapter covers meal ticket for scholarship winner and parents.
· Contact FEF for FEF checks made out to scholarship winners
· Contact Treasurer for Chapter checks made out to scholarship winners not covered by FEF


EVALUATION METHOD:
· Utilize the Concept Development Process.  This has a set of predetermined criteria and a weighted point system to determine the recipients


TECHNICAL CHAIR’S DUTIES

(6/04/92 Revised 4-25-01, 3-18-13, May 2013)

DAY OF MEETING RESPONSIBILITIES:
· Arrange speaker’s plans for the day, if necessary (tour)
· Meet speaker upon arrival to city or meeting location
· Escort speaker to head table
· Introduce speaker to Officers during social hour
· Work with Chapter Chairman regarding any special details
· Prepare introduction speech
· Send thank you letters to all sponsors for each event  

MEETING RESPONSIBILITIES:
· Ensure audio visual equipment is set up and operational
· Get speaker’s ticket from Ticket Chairman
· Introduce speaker at meeting
· Ask for questions from audience after talk is completed
· If too many questions are being asked, offer time after the meeting
· Give speaker logmark or gift

YEARBOOK CHAIR’S DUTIES

8/12/91: Revised 4/12/01
JULY:
· Compile list of potential sponsors.  Use previous year's list and any new recommendations from the committee
· Designate committee members to solicit the sponsors


AUGUST:
· Check on incoming ads.  As checks and artwork are received, forward checks to Treasurer and keep artwork
· Get pictures of all Committees, Board and Officers for the previous year.  Get names of who is in each picture for yearbook captions
· Get committee write-ups from previous year's committee chair
· Get current year's program and letterhead (for Board members)
· Get names of people in the pictures from events for yearbook captions
· Determine yearbook dedication and prepare write-up and get picture
· Obtain the updated membership roster (with accurate emails & phone numbers)
· Check for new corporate members and update write-ups about those companies
· get Chair's message from previous year's Chapter Chair


SEPTEMBER OR EARLY OCTOBER:
· When final list of advertisers is compiled, get names and addresses to Treasurer for billing
· Establish committee to proof-read electronic document prior to final distribution
· Publish electronic yearbook on line, and forward electronic copy to all members with emails.


WEBMSTER CHAIR’S DUTIES

 (May 2013)


MAINTAIN THE CHAPTER WEBSITE & FACEBOOK PAGE:
· Sponsor information and links
· AFS National, SAE, ASM and other society and AFS Chapter website links
· Chapter event flyers
· Yearbook documentation
· Event photos
· Ensure Treasurer pays any website fees


EVENT PHOTOS:
· Get disc with photos from photographer after event or outing
· Post event or outing photos within 3 working days of event conclusion
· Make photos available to Yearbook committee
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