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Military Officers’ Association of America
Cape Canaveral Chapter, Inc.

(Short Title: MOAACC)


CHAPTER HANDBOOK
1.  PURPOSE.   This Handbook contains processes and procedures necessary to effectively govern the activities of The Military Officers Association of America, Cape Canaveral Chapter, Inc. (MOAACC). Its authority derives from Chapter Bylaws Article VII, Board of Directors, and Section 3. In case of a conflict between the provisions of this Handbook and the Chapter Bylaws, the Bylaws shall prevail. As a living document, it reflects the intent and direction of the current Board of Directors. Therefore it shall be reviewed annually and revised as necessary. Revisions require approval by the Board of Directors.

2.  BACKGROUND.  Since MOAACC’s inception in 1957, the number of committees, clubs, and activities has grown to the point that managing the business of the Chapter is complex.  This handbook builds on that structure by:


a.  Defining the responsibilities (job descriptions) of the Elected Officers, Directors, and Standing Committees;


b.  Outlining the relationship between MOAACC and the MOAACC Scholarship Corporation;


c.  Describing the Chapter Sponsored Clubs; and


d.  Summarizing the roles of the many Special Assistants on whom the continued success of the Chapter depends.

3.  GENERAL GUIDANCE.  MOAACC is a service/social organization dedicated to maintaining a strong national defense and preserving the entitlements and benefits of its members. Firstly, it promotes the aims, objectives and national legislative programs of MOAA.  High priority is given to providing useful services to our members and to the favorable resolution of issues that affect active-duty and retired members of the seven uniformed services and their Reserve and National Guard components. In addition to the purposes set forth in its Bylaws, the Chapter shall be guided by the following broad goals and objectives:


a.  Maintain and expand the membership.


b.  Encourage and provide opportunity for camaraderie and fellowship among the members.


c.  Publish and distribute The Intercom newsletter monthly.

 
d.  Publish and maintain the website MOAACC.ORG

e.  Keep the members informed of pertinent legislative issues and encourage active participation in the legislative process.


f.  Provide varied programs that are educational, informative, and/or entertaining.


g. Maintain an awards program for JROTC and ROTC and Navy Midshipmen units in the local area.


h.  Provide a Survivor Assistance Program to assist members and surviving spouses.

 i.  Establish a Good Deeds Fund for money raised from contributions from members and other means authorized by the Board of Directors.


 j.  Limit solicitation of members, to dues, a Scholarship Fund drive each spring and a Good Deeds Fund drive at the holiday season.

4.  FIDUCIARY GUIDANCE.  The following guidelines are established for investment of Chapter funds and for reimbursement of expenses for official travel by the President:


a.  Investment of Chapter Funds.  The intent of the Board is to control and invest funds to optimize return with minimal risk to principal. Sound investment of funds in the Life Membership Fund Account is critical to ensure that the fund generates sufficient income to cover the fair share of operating expenses for life members. The President shall annually appoint a Budget and Finance Committee of three MOAACC members including the Treasurer who will be the Chair. The Committee shall review the status of investments in June and in December to determine what changes, if any, are necessary in investment policy or specific investments. The Committee’s findings and recommendations will be reported to the Board of Directors, which retains sole authority to modify or change investment policy and to approve investment strategies. The Board and the Budget and Finance Committee shall be guided by the following principles:

(1)  Account fund principal shall be safeguarded against loss or decline. Investments should provide the greatest return consistent with safeguarding principal.

(3)  The maximum maturity permitted for investment instruments is five years.

(4)  Investments shall be limited to fixed investments such as U. S. Treasury securities, federally insured certificates of deposit (CDs), and money market funds.

(5)  Treasury securities and CDs should be selected with maturity dates that anticipate the need for the funds.

(6)  Growth fund investment is not permitted.


b.  Reimbursement of Travel Expenses.  In recognition of the value to the Chapter from representation at key state, regional, and national MOAA events, the President is authorized to incur expenses to attend, or to designate a Chapter representative to attend, official MOAA functions as approved by the Board. The following reimbursement rules shall apply: 



(1)  Air or rail fare at cost; 



(2)  Cab fare at cost plus tip; 



(3)  Privately owned automobile at the prevailing IRS charitable mileage rate; 



(4)  Event registration fees; and 



(5)  Lodging.

5.  MOAACC RELATIONSHIP WITH THE MOAACC SCHOLARSHIP CORPORATION.

a.  The MOAACC Scholarship Corporation:


(1)  Organization.   The MOAACC Scholarship Corporation shall be organized and operated exclusively to receive, administer, and expend funds associated with the Scholarship Program and shall have its own Bylaws.



(2)  Membership:  The Board of Directors shall consist of not less than three or more than five members, each of whom must be a member of MOAACC. The MOAACC Board of Directors shall appoint the Chairman and concur in the appointment of the other Directors. The Chairman, Scholarship Corporation, publishes a sequence of annual events and reports at least monthly to the MOAACC Board of Directors on status of the Scholarship Program.


b.  The MOAACC Scholarship Program.


(1)  Goals:  The goals of the MOAACC Scholarship Program are to assist worthy students who are descendants of members of the Uniformed Services of the United States and to recognize appropriately donors thereto.



(2)  Objectives:  To achieve the goals, the program aims to: 1) select worthy students based on academic merit and leadership potential; 2) be self sufficient and achieve its approved annual scholarship objective from fund raising activities and income earned; and 3) recognize appropriately in ceremonies, by awards and in the media, all recipients, donors, and those memorialized.



(3)  Policies:  The Scholarship Program is administered through the Scholarship Corporation. The Program provides grants to worthy full-time students in disciplines critical to the nation’s security. Applicants must be a descendant of active duty or retired military or descendant of a current MOAACC member. The applicant must also be a Brevard County resident (unless a descendant of a MOAACC member) and have been accepted as a junior or senior in an accredited college or university, not necessarily located in Brevard County. Students entering full time graduate studies may also be considered. Additional scholarship grants may be provided to previously selected recipients.



(4)  Scholarship Program Schedule:  The annual scholarship fund drive is conducted in March, April, and May. The cutoff date to receive applications each year is 15 June to allow selection of recipients in June and presentation of scholarship grants at the July Chapter meeting.

6.  PROCESSES FOR EFFICIENT CONDUCT OF CHAPTER BUSINESS.  Annex A lists actions required each month during the planning year (January through December); Annex B is a checklist to ensure timely completion of arrangements for Chapter and Board of Directors meetings; Annex C lists procedures to aid the Chairman of the Student Affairs Committee, Annex D describes Administrative Procedures; Annex E contains the Life Member Fee Schedule; Annex F provides the Agenda for MOAACC Annual Meetings; Annex G describes the Retiree Day support by MOAACC and Annex H is a summary of the Agenda and Script used at the Installation Banquet.

7. ELECTED OFFICER JOB DESCRIPTIONS.  Candidates generally are selected to progress through the Vice President and President positions after having first served as a Director, Secretary, Treasurer, or major Committee Chair. In support of the duties assigned in the Chapter Bylaws, job descriptions for each elected officer are listed below.


a.  President:


(1)  Serves as Chief Executive Officer of the Chapter.



(2)  Presides over most MOAACC events and meetings.



(3)  Appoints Chairpersons of the Standing Committees, Other Committees, and Chapter Sponsored Clubs approved by the Board of Directors.



(4)  Appoints the Special Assistants described below.



(5) Serves as senior Chapter Delegate and appoints other delegates for each annual Convention of the Florida Council of Chapters.



(6)  Sets annual goals and objectives for the Chapter.



(7)  Writes a column for each issue of The Intercom.



(8)  Ensures liaison with other military and veterans organizations within the local community.



(9)  Maintains a current copy of the Florida Council of Chapters “Blue Book.”


(10) Uses President’s Travel Funds for Chapter purposes as deemed necessary.


b.  First Vice-President:


(1) Coordinates as required with the following : Brevard Veterans Council Liaison; Budget and Finance Committee; Computer Club; Entertainment;  Intercom; Membership Directory Editor; On-The-Go; Program Committee; Public Affairs; Speakers Bureau; Student Affairs (ROTC);VA Clinic Liaison; Web Master; Welcome Committee; and Current  Affairs Forum.



(2)  Develops and submits a proposed annual luncheon program schedule to the Board of Directors for review and approval.



(3)  Extends invitations to speakers two to three months before the date of the event.



(4)  Provides guest speaker’s biography and photograph to The Intercom Editor no later than first of month prior to the month of publishing.



(5)  Introduces guest speakers.



(6)  Arranges for a memento to be presented to each guest speaker.



(7)  Proposes Board meeting agendas for approval by the President.



(8)  Advises the Web Master of Board decisions and other changes.



(9)  Assists the President.
c.  Second Vice-President:


(1)  Chairs the Membership Committee.



(2)  Coordinates as required with the following:  Awards; Commissary Representative; Legislative Affairs; Medical Liaison; Name Tags; Officers’ Club Liaison; Patrick AFB Retirees Council; Personal Affairs; Satellite Investment Club; Shirt Factory; Health of Chapter Coordinator; and MOAACC Officer Placement Service (TOPS) Coordinator.



(3)  Assists the President and First Vice President.
d.  Secretary:


(1)  Provides written notice (normally in The Intercom) of meetings of the Chapter and of the Board of Directors.



(2)  Prepares the minutes of each Board meeting and provides copies at the next meeting for members of the Board. 



(3)  Ensures the minutes of each Board meeting contain the following:




(a)  Date/time/place of meeting and names of attendees (a “sign-in” list may be appended).




(b)  Summary of reports received and approved.




(c)  The text of each motion and the result.



(4)  Maintains a database with name, address, and dues status of each member.  Backs up files to disks at least monthly.  In April send a copy of the chapter roster to MOAA National, Council and Chapter Affairs Office.


(5)  Receives and processes membership applications.



(6)  Collects annual membership dues, updates database records and forwards checks to the MOAACC Treasurer. 



(7)  Maintains Chapter files, i.e., minutes, correspondence, etc.



(8)  Delivers invoices received to the Treasurer for payment.



(9)  Maintains adequate levels of office supplies.


          (10)  Coordinates with the Chairperson of the Personal Affairs Committee to maintain accuracy of the Member Database.

          (11)  Sends a list of new officers and directors to Secretary of the Florida Council of Chapters and to MOAA National Chapters and Councils Affairs office  after Installation of Officers in January.

          (12)  Sends a welcome letter with Membership Certificate, copy of The Intercom and the current Membership Directory to each new member. 


          (13)  Provides a copy of each new member data sheet and welcome letter to the Membership Committee Chair for follow-up contact.


          (14) Provides the mail-out service contractor  with the mailing list for The Intercom  by the fifth working day prior to the end of the month.  This list will include all the regular, auxiliary and honorary members plus additional addresses as approved by the Board of Directors.

          (15)  Provides the mail-out service contractor with a list of names for printout and mailing of dues notices each January.


          (16)  Submits names of new members for approval at each monthly meeting of the Board of Directors.


          (17)  Submits name, address, spouse’s name, telephone number and e-mail address of each new member and total Chapter Membership figures to the Intercom Editor as of each month end.


          (18)  Provides a summary of Board actions to the Editor for publication in The Intercom.


          (19)  Maintains files of Board meeting minutes and annual meeting summaries.  The State of Florida and/or Internal Revenue Service (IRS) may require copies of minutes in order to continue the Chapter’s tax-exempt status.

e.  Assistant Secretary:  Acts for the Secretary in his or her absence and assists the Secretary as necessary. Maintains backup files for the Secretary.   Also functions as the Recording Secretary for Board of Directors meetings and the annual Chapter meeting.  Note:  It is essential that the Assistant Secretary perform as many of the Secretary’s numerous functions as feasible.


f.  Treasurer:


(1)  Maintains official financial files and records covering a minimum of three years.



(2)  Deposits all sums received in a financial institution(s) approved by the Board.



(3)  Identifies funds earmarked for specific purposes.



(4)  Disburses moneys from the Good Deeds Fund as approved by the Board.



(5)  Reports year-to-date status by budget line item at meetings of the Board of Directors.



(6)  Pays Chapter bills on an “as occurring” basis for items in the approved categories of the budget, and as separately approved by the Board of Directors.



(7)  Monitors status of investments and makes recommendations to the Board of Directors.



(8)  Supports an annual audit.



(9)  Chairs the Budget and Finance Committee and presents a draft budget and recommended annual dues to the Board for approval prior to the annual business meeting.

          (10) Maintains the Corporate Book which contains Articles of Incorporation, Bylaws, letters of agreement, meeting minutes, significant correspondence, directives, and policy instruments which have a continuing effect on the way the Chapter does business.


g.  Assistant Treasurer:  Acts for the Treasurer in his or her absence and assists the Treasurer as required. Maintains backup files of Chapter financial data. 

h.  Master-At-Arms:


(1)  Maintains custody of chapter flags, banners, and other designated items.



(2)  Carries out the duties described in Annex B, Arrangements Checklist.


  i.  Assistant Master-At-Arms:  Assists Master-At-Arms and serves as Master-At-Arms in his absence.
8. STANDING COMMITTEE JOB DESCRIPTIONS 


a.  Entertainment Committee:


(1)  Plans and carries out Chapter-wide social events including bus tours and other special events (except for the On-The-Go luncheons), as presented to the Board. 



(2)  Plans venue, entertainment, and food and beverage service for events.



(3)  Maintains fiscal controls to ensure that fees and registration cover the expenses of each event.

b.  Legislative Affairs Committee:


(1)  Monitors local, state, and national legislative actions that affect national defense or military personnel (active duty, retirees, and veterans), when Service matters are under consideration, and keeps Chapter members informed.



(2)  Recommends actions to achieve legislative objectives.



(3)  Maintains liaison with local veteran and military retiree organizations to combine support for common legislative objectives.



(4)  Maintains liaison with the Legislative Affairs Committees of the Florida Council of Chapters and with MOAA’s Government Relations Office.



(5)  Establishes and maintains effective relationships and communications channels with local, state, and national legislators.



(6)  Highlights “MOAA’s Legislative Update” by reporting summary content at the Thursday Morning Breakfast Club, Board of Directors meetings, and in articles for The Intercom.



(7)  Makes use of available tools for reaching the membership and promoting individual action based on the weekly “MOAA Legislative Update.”


c.  Membership Committee:
(1)  Second Vice President is Chairman of the Membership Committee. 



(2)  Establishes procedures to recruit new members using lists requested from the MOAA Chapter Affairs Office (new members of National who live in the local zip codes, members moving into our area, etc.).



(3)  Makes recruitment a top priority by encouraging support from every member.



(4)  Conducts an annual membership drive.



(5)  Ensures a membership Committee member chairs MOAACC activities (recruiting desk) for the annual Retiree Day at Patrick Air Force Base.



(6)  Ensures that senior Active Duty commanders of the Army, USAF, Navy, and Coast Guard are invited as guests (non-paying) for the annual Installation Banquet.



(7)  Uses the MOAA membership computer printout to identify national members not affiliated with MOAACC.



(8)  Emphasizes the advantage of Chapter membership in articles for The Intercom.



(9)  Provides Chapter information and application forms to prospective members.


          (10)  Contacts each new member about one month after receipt of the Secretary’s ‘Welcome’ letter. Thanks the new member for joining and invites him/her to next luncheon, Breakfast Club meeting, or social events. 


          (11)  Attends monthly meetings of the BOD and weekly Thursday Morning Breakfast Club meetings to welcome and introduce new members and visitors.


          (12)  Establishes and maintains contact with the Council and Chapter Affairs Office of MOAA. 


          (13)  Delivers copies of The Intercom to the Brevard County Public Library for distribution to each branch.


          (14)  Recruits new members for the Membership Committee to provide diversity.

          (15)  Updates the tri-fold brochure “Come Join Us at the Cape Canaveral Chapter.” 


          (16)  Annually provides public recognition of the individual member who recruits the most new members that calendar year.


d.  Newsletter Circulation Manager:


(1)  Arranges contractual services and obtains Board approval for printing and mail-out of the monthly news letter at bulk mail rates.



(2)  Coordinates with the Secretary to insure that the name/address data base provided each month to the contracted mail-out service includes:




(a)  Each regular, auxiliary, and honorary member.




(b)  Each member of the MOAA Board of Directors.




(c)  President, Florida Council of Chapters and Communiqué Editor.




(d)  Florida Senators and appropriate Congressional Representatives.




(e)  Local military commanders.




(f)  MOAA Council and Chapter Affairs office.




(g)  Each Intercom advertiser.




(h)  Other MOAA Chapters and organizations as approved by the Board.



(3)  Determines the total number of Intercoms to be printed by obtaining from the Secretary the total number in the data base, plus a small number to meet local distribution needs.  Provides this total to the printing contractor and responsible editor by the 20th of each month.



(4)  Coordinates with the printing contractor to insure the Intercom is printed by the 3rd working day prior to the end of the month.



(5)  Coordinates with the mail-out service to insure that Intercoms are picked up from the printer and mailed out by the last Friday of the month. Picks up remaining copies for internal distribution.


e.  Newsletter Editorial Committee:
(1)  Consists of two or more members who prepare the monthly newsletter. Each committee member rotates as the Responsible Editor for the preparation of each issue as agreed to by the members of the committee.
(2)  The Responsible Editor insures that material for inclusion is received by the first day of the month preceding publication, coordinates proofreading with the other committee members, and delivers the Editor’s Proof Copy to the Editorial Consultant.
(3)  Editorial Consultant does a final proof read of the Editor’s Proof Copy, corrects any errors, and delivers the corrected Editor’s Proof Copy to the printer.

(4)  Responsible Editor coordinates with the printer to determine the date of delivery so that the final copies will be available for pick up by the mailing service not later than the 3rd working day prior to the last Friday of the month.

(5)  Each editor maintains a file of The Intercom covering at least the last three years.


f.  Personal Affairs Committee:


(1)  Assists members and surviving spouses.



(2)  Provides information on entitlements to members and survivors.



(3)  Assists members and survivors in the submission of inquiries, applications, and claims to government agencies.


(4)  Maintains a library of pertinent personal affairs publications  from  MOAA’s Personal Affairs Office.



(5)  Maintains addresses and telephone numbers of survivor assistance officers at local and regional military offices; Finance Center for each Service; Veterans Administration and Social Security Offices;  MOAA’s Personal Affairs Office; MOAA’s Survivor Administrative Assistance Service.



(6)  Provides, on a monthly basis, notices of death of members to the Secretary for update of the Member Database and to the Editor for publication in The Intercom.



(7)  Sends a list of Chapter members who passed away during the preceding calendar year to the Secretary of the Florida Council of Chapters and MOAA Chapters and Councils Affairs Office.


g.  Public and Community Affairs Committee:


(1)  Establishes and maintains contacts with local media (newspapers, radio, and television stations) to publicize MOAACC news and events.



(2)  Arranges for photographic coverage of newsworthy events.



(3)  Invites media coverage of significant Chapter events.



(4)  Maintains contact with Patrick Air Force Base and the Editor, Missileer newspaper on newsworthy events.



(5)  Prepares and submits Chapter news items for the above named media agencies.



(6)  Preserves printed news materials for the MOAACC files.



(7)  Submits Chapter news to Florida Council of Chapters and MOAA National for publication in the Communiqué newsletter, The Affiliate, and The Military Officer and Today’s Officer magazines.


h.  Student Affairs (ROTC) Committee:


(1)  Presents an ROTC/JROTC award to the outstanding cadet in each local college and high school unit as coordinated with the Commanding Officer or Senior Military Instructor.  The basic award is the MOAA ROTC Medal with Ribbon Bar and MOAA Certificate and the famed Hockey Puck (an engraved paperweight) or other appropriate award. The Committee Chair orders awards as required from MOAA Emblem c/o SFI, P.O. Box 463, Federalsburg, MD 21632.


(2)  Invites recipients of the MOAA ROTC Medal, and one ROTC Instructor from each high school receiving awards, as guests of the Chapter at the April luncheon.  Coordinates luncheon ceremonies with the Chapter President , the Program Chairman and any other Chapter activities involved.



(3)  Arranges for a senior officer to present the MOAA medal/ribbon to the outstanding cadet in each Brevard County High School JROTC Unit, U. S. Naval Sea Cadet Corps Unit and in the ROTC unit at the Florida Institute of Technology. JROTC units are located at Bayside (Navy), Cocoa (Army), Cocoa Beach (Army), Eau Gallie (Air Force), Florida Air Academy (Air Force), Melbourne (Air Force), Merritt Island (Army), Palm Bay (Marine Corps), Port St. John (Air Force), Rockledge (Army), Astronaut (Army), Satellite (Air Force) and Titusville High (Navy) High Schools. A Senior Army ROTC Unit is located at Florida Institute of Technology. The U. S. Naval Sea Cadets have units in Melbourne and Cape Canaveral.


(4)  Arranges for JROTC Units to provide a Color Guard on a rotational basis for the August through May luncheons. The Chapter provides lunch for four Color Guard members and one Instructor.



(5)  In October, provides budget estimates to the Board of Directors for awards, luncheons, plaques, postage, and photographic costs.



(6)   Invites high school seniors who received service academy appointments and/or ROTC scholarships to colleges and universities to the May luncheon, and presents each with a suitable memento.

9.  MOAACC CHAPTER AWARDS PROGRAM

a.  Awards Committee.  Manages the Chapter Awards Program and processes all award recommendations. Any MOAACC member may make recommendations for awards. Recognition of an individual's service to the Chapter and military or civilian community may be made by presentation of the following MOAACC awards:


b.  Distinguished Service Award.
(1)  Award Criteria:



(a)  Long and distinguished service in position(s) of great responsibility requiring diligence and leadership.




(b)  Recognition by peers for major contributions to the goals and objectives of the Chapter.




(c)  Active member of the Chapter for at least five years.



(2)  The Award: A stained beveled wooden base, 6” wide by 3¾” deep by 1½” high. On top of this base is mounted a square 3¾” by 1” solid block of Lucite. Within this clear block of Lucite is encased a 2½” brass MOAA emblem. A 4½” by 1” brass plaque is attached to the forward surface of the base engraved with following: “Distinguished Service Award, Recipient’s name, Cape Canaveral Chapter, and Date."



(3)  The Medal: A bronze medallion 2½” in diameter displaying the MOAA crest suspended from a red, white, and blue ribbon 1 3/8” in width. The ribbon is worn around the neck and suspends the medallion 16½” down from the back of the neck. The reverse side of the medallion is engraved with the following: “MOAACC Distinguished Service Award, recipient’s name, and date".



(4)  Selection Procedure:



(a) The Awards Committee shall provide the Distinguished Service Award Selection Committee with a list of suggested nominees with supporting rationale. The list shall contain a minimum of three names.




(b)  The Distinguished Service Award Selection Committee shall consist of the Chapter President and the two Vice Presidents who shall recommend a single candidate to the Board for approval.




(c)  Only one Distinguished Service Award shall be presented in a calendar year.




(d)  Normally the award shall be presented at the annual installation banquet.




(e)  When appropriate, flowers shall be presented to the spouse of the recipient.



(f)   Actions concerning this award shall be kept confidential until approved by the Board and announced by the President.




(g)  A photograph of the recipient and a write-up shall be published in The Intercom in the month following the presentation.


c.  MOAACC Award.


(1)  Award Criteria: 




(a)  Outstanding service by a Chapter member in one or more key elected or appointed positions, which demonstrates the spirit and dedication expected of MOAACC leaders to their Chapter or their military and civilian communities.



(b)  Normally this outstanding service would have taken place over several years.



(2)  The Award:  A 9" by 12" walnut wood plaque upon which is superimposed an 8" by 11" black enameled brass plate bordered in gold-colored metal. Three inches below the top of the brass plaque is superimposed a 2" circular brass disc with a MOAA emblem in color and the words "Cape Canaveral Chapter." A gold-colored wreath surrounds the disc. The following shall be engraved below the disc: "Cape Canaveral Chapter, MOAA, Patrick Air Force Base, Florida"; the recipient's name, rank, and branch of service; and the words "For Outstanding Service to the Aims and Goals of the Cape Canaveral Chapter, MOAA and support of the Military and Civilian Communities".



(3)  Selection Procedure:  




(a)  Recommended by the Awards Committee and approved by the Board.




(b)  Normally no more than two awards will be presented in a calendar year.




(c)  The award shall be announced and presented as directed by the President, normally at a monthly luncheon meeting.  

(d)  A photograph and a news item shall be included in The Intercom in the month following the presentation.

d. Company Grade officer of the Year (GCOY) Award:


(1)  Award Criteria:  The officer selected for this award will be an active duty officer who has been selected by the 45th Space Wing as the CGOY for Patrick AFB. This selection by the Base takes place in January or February.


(2)  The award from MOAACC will be given at the MOAACC luncheon which immediately follows the Base Award Banquet.  The Award will be a framed certificate and any other award determined by the Board of Directors.

e.  Certificate of Merit:


(1)  Award Criteria:  Awarded for meritorious service in elected or appointed positions of responsibility in which the individual has made significant contributions toward the goals and objectives of the Chapter or the military and civilian communities.


(2)  The Award: The MOAA National Certificate of Merit will be framed and personalized by adding the Chapter and recipient’s names, date, and the Chapter President’s signature. 



(3)  Selection Procedure:




(a)  Recipients are selected by the Awards Committee and approved by the Board.
(b)  No more than four awards per year.



(c)  The award will be announced and presented as directed by the President.




(d)  A news item will be included in The Intercom in the month following the presentation.


f. Certificate of Appreciation.


(1)  Award Criteria:




(a)  Awarded to Chapter members or non-members in appreciation of noteworthy service and/or support to the Chapter or the military/civilian communities.




(b)  The service may cover a short period and, in such case, the Certificate constitutes an impact award.




(2)  The Award:  The MOAA National Certificate of Appreciation will be framed and personalized by adding the Chapter and recipient’s name, date, and the Chapter President’s signature.




(3)  Selection Procedure:



(a)  Recipients are selected by the Awards Committee and approved by the Board.




(b)  Several awards may be authorized.




(c)  The award will be announced and presented as directed by the President.




(d)  The award will be notated in The Intercom in the month following the presentation.


g. Outstanding Citizen Award.



(1)  Award Criteria:  Awarded based on exemplary service outside the MOAACC area of operations and influence.  The individual must have made the contribution on an ongoing basis or a recent one-time significant event as determined by the Awards Committee.



(2)  The Award:  To be approved by the Board. Usually a Letter of Citation and a     



       Plaque.



(3)  Selection Procedure:  



(a)  Recipients are selected by the Awards Committee and approved by the   
      Board.




(b)  Two awards a year are authorized.




(c)  The award will be announced and presented as directed by the President.
(d)  A news item will be included in The Intercom in the month following the   
      presentation.
 

h. Special MOAACC Mementos.


(1) At the discretion of the President a memento, to be determined by the current Board, will be given to distinguished guests and speakers.


(2) Similar mementos will be awarded to outgoing officers and directors when their terms of office are successfully completed.

 i. Procedures for Publication in The Intercom.


(1)  Coordination with the Editor is required to expedite reporting of awards presentations.



(2)  Whenever possible, the Awards Committee provides The Intercom Editor with the names of individuals to receive chapter awards in sufficient time for their publication in The Intercom in the month following the month in which the award is to be presented.



(3) The Awards Committee provides The Intercom Editor with a copy of the Citation for individuals receiving the Distinguished Service Award and the MOAACC Award in sufficient time for publication in The Intercom in the month following the presentation.



(4) The Awards Committee provides The Intercom Editor with a short news article on each individual receiving the Certificate of Merit and the Certificate of Achievement in sufficient time for publication in The Intercom in the month following the presentation. 

10. OTHER COMMITTEE JOB DESCRIPTIONS. 


a. Advertising Manager:


(1)  Obtains advertisements for The Intercom, works with The Intercom editors, and keeps them and the Board of Directors fully informed.  



(2)  Due to Postal System regulations, (USPS Pub 417) advertisements are not accepted from financial institutions, credit card companies, insurance companies, travel agencies, or real estate agencies. Ads for each 16-page issue of The Intercom are limited to 2½ pages. Ads are offered to Chapter members for three-month periods and to all others for six- or twelve-month periods. The Advertising Manager recommends advertising rates each year for approval by the Board of Directors. 



(3)  Ads must be submitted and paid for by the 10th of the month for inclusion in The Intercom to be published two months hence. A waiting list of potential advertisers is maintained with Chapter members given first priority. Other ads are accepted on a first come, first served basis. The Editor must clear all ads, including additions and deletions. 



(4)  Checks are delivered to the Treasurer for deposit. Current advertiser addresses are provided to the Secretary for entry into the Chapter Database for monthly mailing of The Intercom. Advertisers are contacted three months before the ads expire for renewal. If changes to ad copy are desired, the client must provide “camera ready” art. The Advertising Manager submits an invoice to each client after agreement on ad content and duration. 


b. Budget and Finance Committee:


(1)  Consists of the Treasurer and two Board members selected by the President.



(2)  Prepares a proposed budget, including recommended dues, for the upcoming year, and submits it for review and approval by the Board of Directors. The members at the annual business meeting must approve any dues increase proposed by the Board.


c. Nominating Committee:

(1)  Consists of five regular members not holding current elective office.


(2) The President selects a chairman, who selects other Nominating Committee members.


(3) The mission of this committee is to develop a slate of officers and new directors. 


(4) The Nominating Committee submits a slate of nominees in time for publication in the October issue of The Intercom and for election at the November annual meeting.


(5)  The Board of Directors has neither responsibility nor authority regarding the functioning and findings of the Nominating Committee.



(6)  The Chairman of the Nominating Committee conducts the election at the annual meeting.


d.  Reservations Committee:


(1)  Accepts reservations for Chapter meetings.



(2)  Prepares a list of attendees with menu choices for use at the check-in desk.



(3)  Provides the number of attendees and meal choices to the facility manager in accordance with the contract/agreement.



(4)  Delivers funds collected and a list of attendees (annotated to show payments/no-shows) to the Treasurer.

 



(5)  Reserves the Tides, one year ahead, for the MOAACC luncheon held on the third Tuesday of each month.



(6)  Plans menu with the Club Banquet Manager.



(7)  Submits the menu to The Intercom Editor for inclusion in the appropriate issue.



(8)  Attends TMBC prior to luncheon to collect reservation slips and other changes from attendees; collects reservations from the MOAACC post office box; copies list of permanent reservations to the active file; alphabetizes reservations; and integrates them with the permanent reservations.


            (9)  On Friday prior to luncheon, makes final check of Post Office Box; finalizes list of attendees for use at the check-in table; prepares seating chart; determines total number of meals by type and advises the Banquet Manager by 1500 hours of guaranteed numbers; determines number of ten-person tables to be set up (round up to accommodate people without reservations); and makes a clean list of charge cards to reflect charges on the luncheon list.


         (10)  On luncheon day, arrives at Club at 1000 hours, places table numbers and name tags on tables;  by 1100 hours gives seating charts to check-in volunteers;  assists at check-in, makes accommodations for people without reservations if possible, and closes check-in desk at 1200 hours; gets head count from Head Waiter; and makes final updates to credit card list.

         (11)  On Thursday or Friday  following the luncheon, meets with Banquet Manager to make final adjustments to billing and presents charge card listings; agrees on final bill and makes two copies - one for file and one for Treasurer; and attaches receipt of charges made to MOAACC credit card to bill for Treasurer.  A monthly Luncheon  Statement  with Club charges, Cash, Credit Card and Check payments along with the checks and cash is given to the Treasurer as soon as prepared.

e.  Welcome Committee:



(1)  Greets each new member at the front lobby on the day of each monthly luncheon.



(2)  Identifies new members on entry and escorts each new member to the dining area and introduces him/her to the President and other MOAACC members as time permits.



(3)  Assists guests with special needs (e.g., in wheel chairs) to the dining area.



(4)  Identifies Guest Speakers and other dignitaries and performs appropriate welcoming duties.


(5)  Coordinates with the Membership Committee and the Master-at-Arms and keeps informed on new members and arrangements.


(6)  Performs same duties at special social functions.

11.  SPECIAL ASSISTANTS.  The following Special Assistants may be appointed by the President.  Job descriptions and responsibilities follow.



a.  Brevard Veterans Council Liaison:  The Brevard Veterans Council Liaison is the point of contact between the two organizations and reports current activities of the Council to Chapter members at the Thursday Morning Breakfast Club.




b.  Chaplains:


(1)  Provide ecumenical religious ministrations, as needed, including invocations and benedictions at meetings of the Chapter and special events.



(2)  Advise and assist the President and other officers in maintaining camaraderie among members.


c.  Commander’s Retiree Advisory Council Representative:  


(1)  Attends monthly meetings of the Patrick AFB Retiree Advisory Council  and reports to the Council appropriate Chapter activities and concerns.  



(2)  Reports to MOAACC members through the Board and at Thursday Morning Breakfast Club meetings.

d.  Commissary Representative:



(1)  Provides liaison between the Chapter and the Patrick Air Force Base Commissary and attends the Commissary Advisory Board quarterly meetings.  



(2)  Presents MOAACC members’ requests and suggestions to the Advisory Board and keeps MOAACC members advised of results.  



(3)  Attends the Patrick AFB Retiree Advisory Council and keeps this council informed regarding commissary matters.  



(4)  Prepares articles for publication in the Commissary News section of the Intercom. 


e.  Medical Liaison Coordinator:



(1)  Meets with the Commander 45th Medical Group to obtain information concerning operation of the Clinic and Pharmacy for relay to Chapter members at meetings of the Thursday Morning Breakfast Club.  



(2)  Provides medical information of interest to members for publication in The Intercom.


f.  Membership Directory Editor:



(1)  Publishes and distributes to each Chapter member a biennial directory of members in even numbered years.  Commences planning in September of each odd numbered year before the year of publication to allow sufficient time for sales of the advertising and for design of the cover and content.  Based on “Lessons Learned” from previous editions, a fall start to the process allows getting the Directory in the hands of most members before the late spring “exodus” begins. Mailing the Directory in March allows most members to receive copies before moving “North” thus avoiding the additional cost associated with Postal Service notification of non-delivery.



(2)  Appoints and coordinates with the Advertising Manager to determine number of pages and Directory content.




(3)  Delivers a list of label addresses in ASCII format (provided by the Secretary from the Member Database) to the "address and mail" contractor for mailing at bulk rate.


(4)  Mails a letter of appreciation and a copy of the Directory to each advertiser.




(5)  Ensures that the directory includes:




(a)  An alphabetic listing of members with name, rank, service, spouse’s name, local and alternate addresses, e-mail address, and telephone number.




(b)  A listing legend.




(c)  The MOAACC Mission and Organization.




(d)  Committee Chairs and Club Presidents.




(e)  Photographs of Chapter Leadership.




(f)  A list of Past Presidents of the Chapter.




(g)  A list of recipients of the annual MOAACC Distinguished Service Award.




(h)  Officers of the Florida Council of Chapters.




 (i)  A list of legislative contacts with addresses, telephone numbers and e-mail addresses.




(j)  Space for notes and for recording changes during the year.



(k)  A list of useful telephone numbers.


g.  Name Tag Coordinator:


(1)  Provides name tags as ordered by Chapter members. 



(2)  Determines costs and collects from customer at time of ordering. Tags are made by A&J Trophy Shop, 319 Magnolia Avenue, Merritt Island, FL 32952. Name tags may be ordered at each luncheon meeting to be ready at the next luncheon.  Records are kept for three years.  Delivers an order list along with MOAA stick-on labels to A&J as necessary. 



(3)  Orders MOAA stick-on labels from Minuteman Printing, 107 East New Haven Avenue, Melbourne, FL.  A roll of labels lasts about ten years.  The Treasurer reimburses the Coordinator for the cost of labels.



h.  Officers Club Liaison:   Represents MOAACC interests at the Tides Club until Patrick Officers Club is rebuilt.


 i.  Parliamentarian:



(1)  The President with the approval of the Board of Directors appoints the Parliamentarian.

 

(2)  The Parliamentarian is knowledgeable of Robert’s Rules of Order and provides recommendations to the Chair as necessary.


j.  Shirt Factory Coordinator:



(1)  Offers several choices of short sleeve shirts to Chapter members.



(2)  Members order shirts from the Shirt Factory Coordinator who contracts for preparation and delivery. A small fee is added to the cost of each customized shirt for benefit of the MOAACC Scholarship Fund.


k.  Speakers Bureau Coordinator:



(1)  Arranges for members to speak on topics of their competence and maintains a registry of speakers available for external and internal requests.  



(2)  Maintains a log of external speaking appearances of MOAACC members.  


(3)  Submits a summary tally to the President for information and appropriate action by 1 May of each year.       

l.  Health of Chapter Program Coordinator: TC \l1 "


(1)  Contacts members or their family members who are ill or hospitalized; visits them at home and/or hospital; and sends cards as appropriate.



(2)  Reports on the “Health of the Chapter” at Thursday Morning Breakfast Club meetings.



(3)  Distributes “yellow sheets” for signatures and mails them to sick members.


m.  TOPS (The Officer Placement Service) Coordinator:


(1)  Provides a placement and relocation program interface with MOAA’s TOPS program to assist fellow officers, active and retired, and their dependents, in seeking employment or relocation information in the Space Coast area.  



(2) TOPS  provides a means to network with MOAACC members, industry, and local businesses for job opportunities.  As a MOAACC recruiting tool, TOPS also offers a wealth of experience within the Chapter to assist current and potential members.

n.  VA Clinic Liaison:



(1)  Serves as liaison between the Chapter and the Clinic and is normally one of the volunteers at the Clinic. 



(2)  Provides pertinent information to Chapter members at meetings of the Thursday Morning Breakfast Club and/or in The Intercom.


o.  Historian:



(1)  Gathers,  preserves and archives any and all documents pertaining to the Chapter which have historical value.  This material should be of a nature that highlights the activities and achievements of the Chapter so that present and future members can share its heritage. 


(2)  Writes articles for the Intercom and Website highlighting historical facts that would be of interest to the membership. 


(3)  Periodically, the Historian, as he/she sees fit will publish a comprehensive history of the Chapter and make that history accessible to all members.





(4)  The Historian will be available to the President and Board of Directors to research questions that may arise regarding the history of the Chapter.

p.  Web Master:



(1)  Maintains and updates the Chapter’s web site.



(2)  Ensures web site costs are properly budgeted and paid for.
12. SPONSORED CLUBS.   The Board of Directors authorizes the following MOAACC Clubs:



a. Computer Club:   Monthly meetings provide a forum to discuss relative advantages of various hardware and software programs and new developments.


b. On-The-Go Club:




(1)  The On-The-Go Club meets on the Tuesday preceding the monthly MOAACC luncheon meeting.



(2)  The objective is to sample a variety of local eateries and have fun without a formal program. Restaurants are selected and are published in The Intercom and on the Website. Menu and price are negotiated in advance with the restaurant manager. Members should sign up with the Coordinator Host by the TMBC before the lunch.  Telephone reminders determine the final count before each luncheon. 



(3)  The On-The-Go club Coordinator Host is responsible for providing accurate schedules and related information to the Intercom editors and webmaster.


c. MOAACC Satellite Investment Club:


(1)  The Satellite Investment Club provides a means of learning more about investing. 



(2)  This club is a member of the National Association of Investment Clubs (NAIC) and aims to follow their four investing principles: (a) Invest regularly, (b) Buy growth stocks, (c) Reinvest dividends, and (d) Diversify. 



(3)  The club meets at the Tides Club on the third Tuesday of each month from 1330 to 1530 following the monthly MOAACC luncheon. Members must be members of MOAACC and are expected to attend most meetings. 



(4)  Prospective members are invited to attend one meeting as a guest. A candidate may state his interest in writing at a subsequent meeting. Club members vote on the applicant’s candidacy at that meeting. A majority of the members must approve a new member. A one-time equity partnership fee of $500 (or a figure equal to the equity of each member) is required at the time of membership. The equity is used to purchase shares in the partnership. There are no dues but an equity payment of $50.00 per member is due at each meeting. $14.00 is assessed annually for a discounted subscription to Better Investing, an NAIC publication. If a member must resign, the Club votes to return the cash value of his/her shares in cash or stock.  



(5)  During its 15+ year history the Club partners have made money but stock appreciation is not guaranteed. Decisions are made by the entire membership at a regular meeting. The Presiding Partner chairs each meeting. The Financial Partner is Treasurer, the Recorder is Club Secretary, and there are three Directors. Each Partner is “General” and therefore has an equal vote.

d.  Singles Club:


(1)  The MOAACC Singles Club was organized in 1983 to allow singles to meet as a group at planned activities. 



(2)  There are no Club dues but members must be single or widowed members of MOAACC. Singles who are members of the Tides Club, and singles eligible to be their guests, often assemble for Friday Night Social Hour at the Club. 



(3)  A Singles column is published in each issue of The Intercom announcing upcoming activities of the Club.  Points of contact are listed in The Intercom. Potluck parties, catered picnics, and other outings are scheduled on demand.


e.  Current Affairs Forum: TC \l1 "


(1)  The Current Affairs Forum provides a means for disseminating, discussing, and exchanging information and opinion pertaining to geopolitics and current affairs. 



(2)  The format and meeting schedule are flexible and determined by the sitting Chair. While meetings and coffees are the most frequent activities, the Chair and others may use The Intercom and Web site as a vehicle for distributing information and stimulating interest. Guest speakers may be invited to Thursday Morning Breakfast Club meetings and special panels may be used/created for chapter activities.

13.   THE THURSDAY MORNING BREAKFAST CLUB (TMBC). 


a.  The TMBC meets approximately forty-eight (48) times per year at 0800 each Thursday except Thanksgiving, during the MOAA Florida Council State Convention, and two dates during the Holiday Season.


b.  The purposes of the TMBC are: 



(1)  To foster camaraderie among the attending members, 



(2)  To conduct Chapter business, and 



(3)  To provide attendees information on matters of interest from standing committees and clubs.  (This may include an occasional guest speaker). 



c.  Meetings are held at the Manatee Cove Golf Clubhouse with meetings on the third Thursday of each month at IRCC.  



d.  Manatee Cove and IRCC charge $25 per meeting for use of the facilities. These charges are mostly defrayed by voluntary contributions of $1.00 (“table money”) by attendees.  


e.  The Master-at-Arms sets up the room with a head table, a MOAACC banner, and the U.S. flag. He also collects the table money. 


f.  The President chairs the meeting and conforms generally to the following Order of Business, as appropriate:




A.  Opening:





[1] Read deaths




[2] Invocation





 



[3] Pledge of Allegiance





[4]Song

     



[5] Introduction of New Members

     



[6] Introduction of Guests

    



[7] Birthdays

     



[8] Anniversaries

    



[9] Announcements (Optional)

     



[10] 1st Vice President (Optional)

     



[11] 2nd Vice President (Optional)




B.  Reports:

     



[1] Secretary/Assistant Secretary

     



[2] Treasurer/Assistant Treasurer

          



[3] Legislative

     



[4] Scholarship Program





[5] Student Affairs




C.  Information: 

     



[1] Health of Chapter

     



[2] Personal Affairs

         



[3] Veteran Affairs





[4] VA Clinic





     



[5] Officers Club (TIDES)

     



[6] Commissary     





     



[7] Current Affairs Forum (as appropriate)




D. Admin: 

     



[1] Intercom

     



[2] Entertainment

     



[3] On-The-Go

     



[4] Shirt Factory

     



[5] Name Tags

     



[6] Speakers Bureau




[7]Historian




E.  Stories and Announcements from the Chapter



F.   Adjourn with ‘god bless america’ 
�
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