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SPINDRIFT EDITOR
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, Microsoft Publisher Program, and disk with prior editions of the Spindrift.
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 Directors.
13. Prepare monthly board report, when necessary.
14. Compile, create, and publish a monthly AOSC newsletter titled Spindrift.  At the Editor’s discretion and with the approval of the President, two or more months may be combined (for example, a Summer, Holiday, or combined December/January issue).
15. Set a deadline, usually after the monthly function and on or around the third Friday of the month, to compile input from various sources.
16. Have a final copy reviewed by the President and First Vice President prior to copying.
17. Arrange for the copying of the Newsletter (contact information of the vendor used to be provided separately).
18. Arrange for distribution of the Spindrift to all members in a timely manner.  Distribution should be completed within the first week of each month.
19. Collect or write the following articles:  Editor’s Notes, President’s Pen, Board of Governors, Mangia, Social information, Special Activities information, Calendar, Gift Shop News, Membership information, Member-at-Large Report, Welfare report, and Miscellaneous (restaurant review, special interest articles, Guam information, recipes, etc.).
20. Edit all material submitted and compile information into a readable and informative format.  Select volunteers for positions as needed:  co-editor, staff writers, proofreaders, and distributors.
21. Changes or additions to contents are at the discretion of the Editor, President, and First Vice President.
22. Determine the quantity of newsletters to be produced by obtaining a membership count from the Membership Chair and any additional needed for the Membership New Comer packets.  Also, have distributed 1 copy to the Gift Shop and 1 copy to the President; keep 1 copy for the Editor’s files.
23. Meet with the President and First Vice President as soon as possible after the new Board is elected to determine if any changes, additions, or deletions need to be made to the Spindrift.

24. Coordinate with the Webmaster to insure the publishing of the Sprindrift on the AOSC website.

