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PARLIAMENTARIAN
1. Have a working knowledge of the AOSC Constitution, Bylaws, Operating Procedures, and Job Description.

2. Assess Job Description; pass any concerns or changes on to the Parliamentarian.
3.  Maintain a notebook to include:
a.  AOSC Constitution, Bylaws, Operating Procedures, and Job Description
b. General and Welfare Budgets
c. Year-End Reports
d. Minutes from current and previous year
e. Monthly reports from committees, as received
f. Up-to-date list of Board of Governors
4. Encourage eligible spouses to become members of the AOSC.
5. Purchase supplies as needed; remember to stay within your budget.  If more is needed speak with the General Treasurer and/or the Board.  Keep receipts and submit them along with a reimbursement form to the General Treasurer.   (The reimbursement form must be obtained from the General Treasurer and be approved by your Vice President before the reimbursement check can be written.)
6. Prepare and provide input into the Annual Administrative Budget, if required.
7. Complete a Year-End Report in writing for incumbent with Budget recommendations.
8. Meet with successor as soon as possible to cover procedures and hand over notebook.
9.  Be a non-voting member of the Board of Governors.
10.  Attend all Regular and Special AOSC Board meetings.
11. Prepare monthly board report, if necessary.
12. Meet with the new President, Advisor, and Honorary President prior to the first board meeting to discuss policies and procedures for the new Year.
13. Complete an annual review of the Constitution and Bylaws in January and determine if any changes are needed.  If so, propose them for vote to the Board of Governors and then to the General Membership; vote on them at the March General Membership Meeting (30 days notice is required before a vote can be taken).  
14. Submit a PO (Private Organization) package within one (1) month after elections to the Services Squadron and Base Legal including:  List of Board of Governors (names, e-mail addresses, and phone numbers) and copies of the most current AOSC Constitution and Bylaws; minutes from the last General Membership Meeting (which should be the election meeting); current AOSC Insurance Policy; General, Welfare, and Gift Shop Treasuries YTD Financial Statements; Gift Shop Tax Exempt Status Paperwork; most recent Gift Shop Audit; current Gift Shop Insurance Policy; and CE Authorization to use Gift Shop Building.  Take to the 36th SVS NAF Accounting Office located next door to the Family Support Center in Bldg. 21000 on Bonins Blvd. (from the red awning over the FSC door turn to your right and go to the end of the covered corridor and turn right; go through the first set of double doors to your left and then the door on the right marked Resource Management Flight #12-1-1; Marie Fejerang is the current PO contact (366-2246); her desk is the first on the left).
15. Remind the Secretary to forward to Services each month:  monthly Board of Governors minutes, General Treasurer’s Report, Welfare Treasurer’s Report, and Gift Shop Treasurer’s Report.
16. Be the custodian and official interpreter of the AOSC Constitution, Bylaws, and Operating Procedures, and ensure that revisions are made in accordance with these documents.
17. Be the AOSC liaison with the 36ABW Legal Office and the Services Squadron.
18. Take telephone or e-mail votes as needed and ensure that they are recorded in the minutes.
19. Take issues to the General Membership as needed for voting purposes.  Ensure the results are tallied and recorded by the Recording Secretary and annotated in the minutes.
20. Select a Nominating Committee in January and develop a Candidate Information Sheet.
21. Serve as Chairman of the Nominating Committee.  Ensure that AOSC members running for elected offices are Active Members.  Obtain the current membership forms from the Membership Chair to help in the nominating process.
22. Make any changes to Job Descriptions as relayed by Board Members.  Make these available to General Membership before nominations.  Accept nominations at the February General Membership Meeting.
23. Prepare ballots, hold elections, and announce new Board at the April General Membership Meeting.
24. Remind the President to invite the old and new boards to the May board meeting.
