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SOCIALS
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.
7. Complete a Year-End Report in writing for incumbent with Budget recommendations.
8. Assist the Parliamentarian to find a successor for the next year’s board for your position.
9. Meet with successor as soon as possible to cover procedures and hand over notebook.
10.  Be a voting member of the Board of Governors.
11.  Attend all Regular and Special AOSC Board meetings.
12. Send report to the Board of Governors.
13. Prepare monthly board report that provides information for the next month’s social function and the proposed budget for it.
14. Meet with the President and First Vice President before the September function to that year’s social schedule.  Once this has been determined, present this to the board
15. Work with the caterer and/or manager of the facility where the social function will be held.  Ensure to inform them of the date, time, and room for all functions.
16. Be familiar with the budget for food, beverages, and door prizes.
17. Ensure all arrangements (selecting the theme, menu, linens, centerpieces, program, door prizes, and advertising in the Spindrift/Website) are made and within budget for each social.  
18. Settle the bill with the facility where the function was held.
19. Be present half an hour early to function to assist with any details.
20. Assist the Special Activities Chairperson with the Annual AOSC Welcome Coffee in August.
21. Update annual social calendar as needed.
22. Submit the social function information to the Spindrift, and Webmaster monthly.  Oversee further advertisement for the social functions, as needed.
23. Work with the President and Social Functions Chairperson of GNOSC (Guam Naval Officers’ Spouses’ Connection) at COMNAVMAR for the Annual joint Christmas Function.
24. Traditionally pre-set socials for the year are the Welcome in August/September, Hong Kong Gift Shop Pre-shop in November, Bingo in March, and Scholarships in May.
25. Co-host, with the assistance with the Scholarship chair the annual Scholarship Function.

