6.5
CHAPTER OFFICERS



6.5.1
The Chapter President

The chapter president is the most important officer within the group.  Among others, he is elected for his leadership qualities, initiative, and the ability to work with others.  He sets the tone for the chapter’s activities and accomplishments during the upcoming year. His executive responsibility is to see that the goals defined by him and the chapters Board of Managers are attained.

The newly elected presidents who ask themselves, “What can I do to help my chapter have a good year?” are already on their way to being successful presidents.  They realize it is they who must set the pace, and members will respond to their image of energy and well-planned activity.  The following comments will only deal with what might be considered the most important phase of a president’s duties-- Chapter activities.

Perhaps, since many of our members believe that local State Society chapters are the grass root units of our State Society, then “Chapter Activity” is the most important functions of our Society.  With this thought in mind, then let us suggest regular meeting are the very nucleus of getting things accomplished.  If you do not meet at regular intervals it is difficult to grow and prosper as a chapter.  Some chapters meet monthly, others quarterly.  There are some that meet every six months.  The more frequently you can meet as a chapter the more involved your members will be.

Let’s proceed upon the theory that all organizations need two things:  1) Goals and 2) a plan to achieve those goals.  Perhaps before calling a meeting with fellow officers, the president should seek a quiet place where he can plan formulate and construct a first draft of chapter goals.  His list may include: (a) a list of proposed committees and a draft of their charge, (b) increase membership goals, (c) an idea of how he wants to get the chapter message out before the public.  Publicity would surely be one of the primary committees.

With these tentative plans in mind, call a meeting of the chapter’s Board of Managers and listen carefully to the constructive suggestions that will come forth.   Incorporate the good ideas into your own plan and merge them into your year’s plan.  You will find that your plans have become clearer, but more importantly, you now have an idea on how to achieve these goals.

It is important that each member leaving this meeting have a clear-cut knowledge and understanding of what his responsibilities will be.  A written copy of the minutes should go to each participant.  In order for each committee chairman to be certain of his job description, it is very important for the president to communicate the goals and objectives to each committee chairman in writing.

A good rule is to have the latitude to let your committees be creative.  If the overall objectives are being attained, it may be wise to leave the “driving” to your committee.  If the objectives are not being met, then ask what you can do to help.  A successful president delegates, reviews, and bolsters when needed, this way he can have a successful year.

One final point to make which will add to the chapter’s success factor.  Call and hold regular chapter BOM meetings.  These meetings are where the chapter business is conducted.  Get as much done here as possible, for you do not want to drown members in chapter business during your regular chapter meetings.  Obviously, some business must be conducted.  But if you have done your chapter homework in the BOM meetings, the business conducted during regular meetings can be kept to a minimum and at a high level.  Don’t forget to complete BOM and chapter meeting agendas.

6.5.2
Chapter Vice President
The vice president serves as an understudy of the president and performs in his place in his absence.  When choosing a fellow compatriot for election as vice president, thought should be given into his integrity and leadership qualities, as it is very likely that in the future he will serve as president and/or hold other offices in the chapter.

He assumes whatever other duties are spelled out for him in the chapter by-laws, plus whatever other assignments he receives from the president.  It is feasible he will perform diverse jobs such as opening and closing the meetings, overseeing publicity, acting as program chairman and introducing speakers.  The president may also wish him to serve on selected committees.

Any of these will broaden his knowledge of the SAR as he is being groomed for higher elective office.
6.5.3
Chapter Secretary
The chapter secretary, whose job is extremely vital to the functioning of the Chapter, is responsible for the following:

1)
Maintaining the official records of the chapter

2)
Distributing meeting notices to their membership


3)
Advising State and/or National headquarters about membership


4)
Initiating and handling official correspondence

5)
Processing applications and certificates. Seeing to the chapter archival of data and material that is no longer useful to the chapter.

6)
Initiating the paperwork for all incoming members transferring into your chapter.  Refer to Section 10.1.

7)
Notifying the State Secretary of new chapter officers after their installation.  Refer to Section 10.7.

His maintenance of official records includes such things as:


1)
By-Laws of the chapter


2)
Minute books


3)
Treasurer’s reports


4)
Annual reports of the chapter


5)
Membership roster

Each chapter secretary should have an approved set of its signed Constitution and By-Laws on file.

Minutes shall be taken at meetings and read at the following meeting if requested.  They are always to be available for inspection.  Minutes are brief, typewritten if possible, and maintained in a binder.  At a minimum, the minutes should contain:

1)
The name of the chapter, date, place, the time the meeting was called to order and time it was adjourned

2)
A list of the members in attendance

3)
What was done not what was said

4)
All prose should be written in the third person

5)
Descriptions of motions adopted or lost, but disregard and make no mention of motions withdrawn

6)
The name of the person who made the motion, but not necessarily the name of who seconded it

7)
A brief summary of the program and its type, whether historical, patriotic or of community service in nature

8)
Make marginal notes in the minutes book of any corrections.

Some chapter secretaries use a tape recorder which they use to generate there minutes.  An example of chapter minutes may be found in Appendix C.
Annual reports of the chapter activities are needed by the State President, Regional Vice Presidents and the State Secretary.  These are usually needed March 1st, which gives the state time to incorporate them into a document for the state’s annual conference, which is normally held in late January.  It is not unusual for the chapter president to produce the chapter’s annual report.  However, the chapter secretary may assist in whatever manner appropriate. 
The chapter secretary keeps a current membership listing, with copies furnished to the other elected officers.  Changes of address, deaths, resignations and dropped compatriots should be relayed to the state secretary at once, who will forward one copy to NSSAR.  Refer to the Chapter and State Reporting sections for specific instructions as to number of copies and distribution. 
The state secretary should be notified after each election of officers, and he will forward the necessary information to the National Society as well.

The secretary should make all purchases of medals, badges and items for which National requires special qualification.  These items generally are the items that are not for general sale to individuals.  In some cases, this responsibility is delegated to the chapter treasurer.

A copy of all correspondence, whether incoming or outgoing, should be kept in a correspondence file for future reference.  Mail should be sent on good bond paper, preferably on letterhead stationery.  Refer to Section 10.12 State Archives for information on where to send old chapter material that is no longer useful to the chapter. 

It is also recommended that the chapter secretary reference Section 9.0 Chapter Reporting. There are many required correspondence that the chapter secretary is responsible for producing both on-going and at special times during the year.  Don’t forget, it is the responsibility of the chapter to which a member transfers, to initiate the necessary paperwork to the old chapter and the GASSAR Secretary.  There is an archival responsibility which often goes unnoticed, it is requested that the chapter secretary also refer to Section 10.12.
6.5.4
Chapter Treasurer
In many smaller chapters, the positions of secretary and treasurer are combined, for the duties of the two offices are inter-twined and operate more smoothly as one.  However, be guided by your chapter by-laws as to whether your secretary will perform the duties of treasurer.

The treasurer’s responsibilities include collecting, safe-keeping, depositing and disbursing all funds of the chapter.

Bank accounts should be used for all funds so that they may be audited at any time.  The bank should be selected by chapter officers.  Many banks waive service charges to patriotic organizations such as ours.  Try to use one that does waive charges, because most chapters have limited funds.  Elected officers or a committee selected by the president should periodically review and verify certain accounting procedures and practices.  At the completion of each year, the chapter’s books should be audited.  They will typically look for signatures on file with the bank, the checks on hand, check writing procedures and the bank statement reconciliation.  All chapter funds should be deposited, and not kept in petty cash funds unless authorized.  Under no circumstances should the chapter treasurer serve on or be a participate in the annual audit.  His responsibility will be to produce the necessary documentation as requested.

The treasurer shall receive the proportionate amount of membership dues from the state during the year, and he will verify it with his roster, and deposit the amount into the bank promptly.  He shall receive and deposit miscellaneous receipts such as memorials, “pass-the-hat” proceeds and other contributions as well.  Disbursements are paid by check after proper authorization and supporting receipts are received.  The documentation should be filed sequentially with the cancelled checks.

The treasurer plays a most important role when the chapter BOM plan activities for the year.  It is he who knows what funds are available, and from his information the BOM can allot various amounts to planned projects.  It is strongly recommended that the chapter treasurer prepare and distribute a BOM approved annual chapter budget at the beginning of his term.
Other incidental duties might include 1) receiving and accounting for meals with the host hotel or restaurant and 2) providing financial details to assist the proper tax filings for state and federal purposes.
6.5.5
Chapter Registrar
The chapter registrar and the membership chairman have the responsibility of putting two NSSAR pamphlets into practice.  They are sometimes referred as the green and blue pamphlets.  They are “General Information and Applications Requirements” and the “Preparation of Applications Papers” and may be found in Section 12.1 and 12.3 in this document.  How well the registrar knows these requirements can have a positive effect upon new applicants.
Chapters may have an elected registrar, but if not, others may be assigned the responsibilities.  The main objective is to be helpful in getting the applicant through the filing process and see that the paperwork conforms with NSSAR requirements before forwarding the application to the state registrar for subsequent review and handling.  Most importantly, the registrar should be certain that the payment is attached to the application when it leaves his hands.

Important review steps include the following:


1)
To ensure the State Transmittal Form is used and is accurately 






completed with the appropriate dates.


2)
Inspect the application to see that it is filled out completely and is on 





the correct kind of paper and has the correct number of copies.


3)
Review the lineage record to see that all logical ties between the 






applicant and patriotic ancestor are made.


4)
Check that necessary sponsor signatures and NSSAR numbers are 





inserted on the form(s), and that the required fee payment is 






attached.
 
5)
Determine that adequate documentation and references are included 





and that only one copy of any proof document is enclosed.  These 





inclusions should be labeled and assembled with paper clips, not staples. 


6)
Remember, two applications should be prepared, one for state 






keeping the other for National.  As stated above, only one set of 






proof documents need be sent.  The state does not use them.

The applicant should use primary, first account records of the time whenever possible.

Supplemental applications are handled in the same manner as new applications, except for the latitudes provided in the two NSSAR pamphlets.

The registrar and secretary should cooperate closely always so that an accurate record of all new members, supplementals, etc., may be maintained.  For the chapter records, it is recommended that photocopies of all applications be keep as well.

The fees for joining SAR and Supplemental Applications change from time to time.  Your registrar, secretary and membership chairman will all be knowledgeable about current rates.

6.5.6
Chapter Chaplain
The chaplain has responsibility for the spiritual life of the chapter.  He gives the opening and closing prayers at meetings, special events and keeps abreast of those who are ill or otherwise incapacitated.

Your chapter by-laws may delegate other duties to him.  Tradition may dictate other duties.  As with all elected officials, he works closely with the president and carries out any assignment the president may give him.

Typically, your chaplain is a man highly regarded and whose life perpetuates the ideals of the SAR; patriotic, educational and historic heritage.
6.5.7
Other Officers
Larger chapters within Georgia may require additional elected officials.  The chapter constitution and by-laws incorporate their activities and responsibilities accordingly.  These officers are generally a genealogist, chancellor, historian and sergeant-at-arms.  If present and active within a chapter, these are also members of the BOM.
6.5.8
Chapter Board of Managers
The elected officers, under the leadership of the president, are the chapter BOM.  Within different groups, it is referred to as the Executive Board or Executive Committee.  It functions as the chapter steering committee, setting goals and a schedule of operation for the year.

Sometime between election and installation, it is wise to hold a meeting of the new and old.  An easy transition of duties will thus be insured.  Programs in progress may be talked over and evaluated.  The treasurer’s report will formulate the basis for a working budget, from which allotments for various activities may be at least tentatively prorated.

Appointments of committee chairmen and members should be settled early in the fiscal year.  Membership, Programs, Awards, and Publicity are all vital to a healthy chapter.

BOM meetings held on a regular schedule are most important, as previously stated.  In that way, it becomes evident at once if the chapter is on target for its plans for the year.  If not, where and how can improvements be made?  Committee chairmen should be included at the request of the president on various occasions.  Their functions may thus be reviewed and bolstered if needed.

Within a gathering of this size, it is surprising how many fresh and inspired ideas come to the forefront from these enthusiastic men.

Business items to be brought up for a vote at a chapter meeting often will win the concurrence of the board while in session.  The president thus will feel free to recommend the subject without a lengthy discussion from the floor at the meeting.  He can therefore present and recommend the topic, call for a vote and win without dissension.

Success of a Chapter is based on a chapter doing something.  Select the items supported by the national and state societies and do them well.  Committees will be the vehicles for carrying out and accomplishing your chapter goals.  Choose their leadership carefully.  Some of the programs you may wish to consider are:


Eagle Scout



ROTC Medals


CAR Support Programs


Veterans’ Hospital Support Programs


Oration Contest



Essay Contest


Patriotic Celebrations


Law Enforcement Commendations


Color Guard



DAR/SAR Activities


Sponsor New Chapter


Patriot Grave Registration/marking

Every chapter can not do it all.  Do something and do it well.  Be the best at what you do and advertise what you are doing within the Georgia Society. It’s contagious. Success breeds success, winning is fun.
