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				  	   ANNEX A
	ANNUAL SCHEDULE CHECKLIST

The following schedule checklist shall be considered when preparing the agenda for each meeting 
of the Board of Directors to ensure that time-sensitive matters are not overlooked.  Action officer(s) are indicated in parentheses.
	
	                           JANUARY:

	a. Send a list of Chapter members who passed away during the preceding calendar year to the Secretary of the Florida Council of Chapters. (Personal Affairs Chairman)
	b. Commence planning for ROTC and JROTC awards, contact schools, order medals and certificates, line up presenters. (Student Affairs Chair)
	c. Prepare and approve Treasurer’s report for the previous year. (Treasurer, Board of Directors)
	d. Direct audit of chapter’s financial records with report to the Board of Directors (President).
	e. Order MOAA ROTC Medals and Certificates. (Student Affairs Chair)
	f. Send letter and fact sheet form to each of the JROTC units requesting information on nominees for awards and presentation schedules. Request each School to return a blank nameplate from their MOAA plaque for engraving. (Student Affairs Chair)
	g. Send list of new officers and directors to Secretary of the Florida Council of Chapters and to MOAA National. (Secretary)
	h. Send list of new officers, directors, and Committee/Club Chairs to Intercom Editor for inclusion in February issue. (President)
	i. Install new Officers and Directors. (Installing Official)
            j. Prepare and mail annual dues notices. (Secretary)
	k. Establish contact with the Base Awards committee to be informed of the CGOY Award winner’s name, rank and telephone number.
            l. Submit Communications Awards Application for The Intercom, Website and one other special printed communication. Deadline-February 1 (Webmaster or Intercom Editor)
	

		                               FEBRUARY:  
	
	a. In each even year, provide file of members from the Chapter database to the Membership Directory Editor. (Secretary)
	b. In each even year, order printing and mail-out of Membership Directories. (Directory Editor)
	c. In each even year, send address list in comma-delimited ASCII format to the Directory mail-out company. (Secretary) NOTE: Directories are only mailed to Chapter members. The Directory Editor provides a copy to each advertiser.
	d. Pay dues based on membership as of December 31 last to the Florida Council of Chapters by	      1 March. (Treasurer)
	e. Commence planning to support Patrick Retiree Day in odd years. (President, Retiree Committee Chair and Membership Chair)


MARCH:
	a. Renew the State sales-tax exemption certificate every five years beginning May 2001. (Treasurer)
	b. Review forms from JROTC units and schedule a senior officer to present awards; complete forms and return copy to each JROTC unit; have Certificates made up and signed by Chapter President; forward medals and certificates to schools involved; obtain funds from Treasurer to procure appropriate awards to be determined by the Board. Note: Each cadet’s name and address are required. (Student Affairs Chair)
	c. Designate delegates for State Convention and notify Secretary, Florida Council of Chapters. (President)
            d. Invite recipients of the MOAA JROTC Medal, his or her school principal and one JROTC instructor from each high school receiving awards, as guests of the Chapter at the April luncheon. Coordinate luncheon ceremonies with the Chapter president and all chapter activities involved. (Student Affairs Chair) 
            e. Advise Luncheon Coordinator of Cadets, Instructors and guests who will attend the April luncheon. (Student Affairs Chair)
            f. Publish a notice in the March Intercom that dues not paid by 1 April are delinquent and those who have not remitted dues payment will be dropped from the Chapter rolls. (Editor)
	
		                                       APRIL:  
	a. Pay the State incorporation fee before the July 1 deadline using the State-provided form; include names and addresses of Officers and the street address (not a post office box) of the Agent of the Chapter. (President, Treasurer, and Secretary)
            b. Assists the President in presenting an appropriate award, as determined by the Board, to the JROTC students at the April luncheon. (Student Affairs Chair)
	c. Send letters to principals of Brevard County High Schools requesting names of seniors who will be attending a military service academy or are the recipient of a four-year ROTC scholarship. (Student Affairs Chair)
	d. Invite ROTC scholarship and military academy appointees, their Instructor and school principal to May luncheon presentation. (Student Affairs Chair)
	e. Appoint the Chairperson and members of the Nominating Committee and advise the Editor. (President) 
	f. Advise Luncheon Coordinator of Students, Instructors and guests who will attend the May luncheon. (Student Affairs Chair)
	g. Publish Nominating Committee names in June issue of The Intercom. (Editor)
	h. Send the chapter roster to MOAA National, Council and Chapter Affairs Office. (Secretary)

		                                          MAY:  
	a. Conduct the ROTC Awards program for full ROTC scholarship awards and Service Academy selectees as part of the monthly luncheon meeting (Student Affairs Chair)
	b. Meet and welcome ROTC Scholarship recipients Service Academy Appointees and instructors and introduce to Chapter members as time permits. (Student Affairs Chair, Board of Directors)

           c. With Board of Directors approval, submit package for Four/Five Star Chapter Award to MOAA National before June 1.  (President and First Vice President) 



 
	
                                                                               JUNE:  
	Conduct a mid-year budget review and report results and recommendation to the Board. (Budget Committee)

	                    	                                      JULY:                         
	a. Identify and schedule an Installing Officer (Flag or General Officer preferred) for the 
              	January Installation Banquet. (President, Program Committee Chair)  

	 b. Presentation of the Scholarship awards at the July luncheon. (Scholarship Selection
                               Committee Chairman) 
  
		                                   AUGUST:
	No activities required. 

		                               SEPTEMBER:  
	a. Call for budget requirements for the following year. (Treasurer, Officers, and Committee Chairs)
	b. Contact Brevard County JROTC Coordinator to determine when and where the annual In-Service Meeting of JROTC Instructors will be held and arrange to attend. (Student Affairs Chair)
	c. Submit a slate of nominees to the Board of Directors for its review in September, for publication in the October  issue of The Intercom, and for election at the November annual meeting. (Nominating Committee Chair and Editor)
	d. Ensure chapter directory planning begins, even years only – see Handbook for details.
            
		                                   OCTOBER:  
	a. Present a proposed budget and recommended annual dues for the upcoming year to the Board of Directors for approval; review life member fee schedule for possible discussion at the annual business meeting. (Treasurer, Board of Directors)
	b. Prepare for the November annual business meeting. (President, Treasurer, Program Chair)

		                                   NOVEMBER:  
	a. Present the highlights of the budget approved by the Board to the members at the annual business meeting. (Treasurer)
	b. Present “State of the Chapter” report at the annual business meeting. (President)
	c. Conduct election of new Officers and Directors at annual business meeting. (Chair, Nominating Committee)
	d. Finalize arrangements for the January installation ceremony. (President, Program Chair)
	e. Submit an annual report of key activities to the Chapter President. (All Committee Chairs)
	f. Prepare draft resolution(s) for submission to the Florida Council in February. (President)
	g. Plan to identify new chairpersons and organize committees before the Installation Banquet. (President-elect)
	h. See below.



		                                  DECEMBER:  
        NOTE: With no Board meeting in December, these requirements should be addressed in November.

	a. Provide end-of-year summary reports for publication in the February issue of The Intercom (Treasurer, Editor)
	b. Insure that the January issue of The Intercom includes reports from the November annual business meeting. (President, Secretary, Treasurer, Editor)
	c. Secretary will send out invoices for dues to non-life members and arrange to publish a reminder in The Intercom that annual dues are payable as of January 1. (Secretary, Editor)
	d. Provide the meeting schedule for the upcoming year to the Tides Club and IRCC. (President)



































					    
                                                                       ANNEX B
ARRANGEMENTS CHECKLIST

       For Monthly Chapter meetings, the Master at Arms will:

a. Review the calendar of meeting dates approved by the Board of Directors.
b. Check with the first Vice President to identify special facilities or equipment             required.
c. Arrange with the manager of the Tides for dates and times for social hour and meal service; bar arrangements; menu desired; expected number of attendees; table arrangements; reception tables; and special equipment requirements (PA system, projector/screen).
d. The speaker and spouse/guest, President, First Vice President, Second Vice President and Chaplain are normally seated near the podium.
e. Submit to the Intercom Editor the date, time menu choices, cost and deadline for reservations.
f. Arrive about one hour before scheduled start to ensure that: set-up is as requested, public address system is working, lectern is in place, place cards are on the table and the American Flag and the Chapter Banner are in place.



Board of Directors Meeting
The Master-at Arms reserves a meeting room through the Club management and assures that the room is properly set up. A US flag is required.

Thursday Morning Breakfast Club
The Master-at-Arms reserves space at the PAFB Manatee Cove Golf Club for each Thursday from 0800-0900 (except the third Thursday of the month) and insures that the room is properly set up. A US Flag is required near the head table.  He greets attendees and collects the table money for delivery to the Treasurer. In event of last minute changes he notifies the Secretary so that an e-mail can be sent to each MOAACC member. The same duties are required on the third Thursday of each month when the TMBC is held at IRCC.








                                                               ANNEX C
                                         STUDENT AFFAIRS PROCEDURES

The Committee Chairman is responsible for the proper performance of all duties described in the Chapter Handbook.  He/she must personally contact each school and develop a working relationship with the senior JROTC/ROTC instructor.  In preparation for the MOAACC luncheon in April and for the medal presentation at each school he must personally contact the senior instructor to:

1. Determine the name and grade of the medal recipient from each school.

2. Determine the date, time and place of the awards ceremony to be conducted by each school.

3. Personally invite the senior instructor and the cadet and Principal from each school to the MOAACC ROTC Awards luncheon in April.  Inform the senior instructor that the cadet’s parents and other family members are welcome as paying guests by making prior reservations.

In preparation for the MOAACC Awards luncheon and the medal presentation at each school the Committee Chairman must arrange for:
    
1. The procurement of the requisite number of MOAA medals.

2. The preparation of the MOAACC certificates which accompany each medal and ensure the Chapter President signs each certificate before it is framed.


3. Thirteen senior chapter members to present the medal at the award ceremonies of each of the thirteen participating schools.  Each presenter should be provided with the medal and framed certificate for his school, directions to the school and a contact point at the school to include the contact point’s telephone number.  Whenever possible, chapter members who present the medal should present the medal at the same school each year. 

The Committee Chairman must coordinate with the Master at Arms, the Luncheon Coordinator and the First Vice President on the arrangements and programs for the April Awards luncheon and the May luncheon for Service Academy appointments and ROTC Scholarship winners.  Both ceremonies should be short, crisp and military.  A short motivational talk is appropriate.  There should be prearranged seating for all honorees and their guests and they should greeted on arrival and be introduced to as many people as possible.  Guests should be introduced as part of the ceremony.

The Committee Chairman should personally work with school senior instructors to develop a schedule covering color guards for MOAACC luncheons from September through May.  Color guards should be briefed and rehearsed before the luncheon begins.

The Committee Chairman should contact the principal and/or the senior instructor of each high school to determine the names of Service Academy appointees and ROTC Scholarship winners. He should determine the names of paying guests (parents, grandparents, teachers etc.) who will attend the May luncheon.  He should also assure that the honoree, the high school principal and, if appropriate, the senior JROTC instructors are formally invited.  If a memento is to be given to each honoree, he should arrange for its procurement.

























 			                 ANNEX D

ADMINISTRATIVE PROCEDURES  

1. Purpose. This annex describes responsibilities and administrative procedures to support chapter operations.
2. General. Since no Chapter office exists, it is imperative that key participants in the execution of Chapter business understand approved processes and procedures.
3. Incoming US Mail. U.S. mail is delivered to Post Office Box 254186 at the Patrick AFB Post Office. Two keys are provided to the Chapter and are held by individuals designated by the president. Mail is picked up at least twice a week by one of the key holders. A postage due account provides automatic payment of postage due from returned mail. Mail picked up from the Post Office is routed to the appropriate action officer, usually at the Thursday Morning Breakfast Club. Membership applications are routed to the Secretary for action and entry into the Member Database. Statements, checks, and invoices are routed to the Treasurer. Newsletters received from other MOAA/Veterans organizations are forwarded to the President for identification of “best practices” for possible use by MOAACC. The MOAACC Scholarship Corporation utilizes Post Office Box 254708 at the Patrick AFB Post Office. Correspondence intended for the Scholarship Corp. but received at the MOAACC box, is routed to the Scholarship Corp. point of conduct, usually at the Thus. Morning Breakfast Club
4. Outgoing U.S. Mail. The majority of the outgoing mail is the newsletter that is sent out bulk rate on a permit issued to the mail-out contractor by the Melbourne Post Office. Extra copies of the Intercom are provided to the Secretary each month for mailings to new members. Copies of the Intercom that are not mailed in bulk require first class postage. For first class mail, originators are requested to pay postage out of pocket and submit a memorandum to the treasurer for reimbursement. Copies of out going U.S. mail are maintained in chapter files on a calendar year basis. The Secretary maintains current and previous year files.
5. Member Database. The member data base is the “Rosetta stone” for membership status, address labels for newsletter and other bulk mailings, and preparation of the Chapter Directory. The Chapter Secretary maintains the Member Database and is responsible for entries therein.
6. Meeting Minutes. The assistant Secretary prepares the minutes of all Board of Director meetings and of the annual business meeting.
7. Official Correspondence. Use of Chapter letterhead is normally correspondence prepared for signature by the President, First Vice President, Second Vice President, Secretary, Treasurer, Intercom Editor and Committee Chairs. Committee Chairs may sign routine correspondence pertaining to the normal activities of their committee after coordination with the President. Copies will be provided to the Secretary for archive purposes.












					ANNEX E

LIFE MEMBER FEE SCHEDULE

The following schedule of life member fees was established by the Board of Directors based on recommendations by MOAA National that reflect current trends in interest earned and actuarially sound practices:
         Age 40-49, $460
         Age 50-59, $400
         Age 60-69, $330
         Age 70-79, $235
         Age 80-up, $155

















					ANNEX F
AGENDA FOR ANNUAL MEMBERSHIP MEETING

This agenda is meant to be a guide for conduct of the annual Membership Meeting normally held in November each year.
-INVOCATION
-INTRODUCTION OF COLOR GUARD
-PRESENTATION OF THE COLORS
-PLEDGE OF ALLEGIANCE
-RECOGNIZE NEW MEMBERS
-RECOGNIZE GUESTS
-ANNOUNCEMENTS (ESSENTIAL ONES ONLY)
-BUSINESS MEETING:
   Secretary determines quorum (Min of 50 members)
   Treasurer presents financial status report
   President presents State of the Chapter Report
   Nominating Committee Chairman:
        -Introduces slate of nominees
        -Opens floor for other nominations
        -Conducts voice vote, or takes motion to elect the slate
-PRESIDENT CONGRATULATES NEW OFFICERS AND DIRECTORS
-SITTING PRESIDENT ADJOURNS THE BUSINESS MEETING















				ANNEX G

MOAACC SUPPORT FOR RETIREE DAY

1. General. Retiree Day is held annually, usually on a Sat. in Mar or April by Patrick AFB (PAFB) to provide information of interest to military retirees. The PAFB Retiree Activity Office (RAO) sponsors the event that is held in one of the hangars. Many external organizations, including MOAACC, are invited by the RAO to participate. Booths or tables are provided by PAFB.
2. Guidelines for MOAACC Support. MOAACC supports this event as a tool for recruiting new members. A Committee is established by the Chapter President to coordinate actions with the RAO, attend planning meetings, and keep MOAACC members informed of progress.
3. Manning and Operation of the Chapter event table. The Chapter Committee is responsible for scheduling Chapter personnel to man the event table, for transportation of required supplies to the event location, and for set-up of the Chapter area, and for breaking down the event table and returning supplies and equipment to a storage area. Following the Retiree Activities Day activity an after action report is made to the Chapter, generally at a meeting of the Thursday. Morning Breakfast Club.
4. MOAACC Equipment Required:
a. A large Chapter banner,
b. Display chart with Chapter aims,
c. Bulletin boards with Chapter information including photographs,
d. Pertinent MOAA pamphlets, copies of the Intercom, membership applications, etc. for handout to attendees.














		ANNEX H
             INSTALLATION CEREMONY

	
General: The Chapter holds an Installation Banquet in Jan. generally at the Colony Hall of the Indian River Colony Club. At this banquet the newly elected Officers and Directors are installed. This is the agenda and script.
Program Agenda:
1700 Cocktails and Dancing
            1800  President “Call to Order”
Calls on Chaplain for Invocation
Leads Pledge of Allegiance
Calls on the selected leaders to lead in the singing of the service songs.
ARMY
NAVY
MARINE CORP
COAST GUARD
AIR FORCE
1815 -1900(Approx)  President announces dinner
1900 President presents the Distinguished Service Award.
President  presents flowers to recipient’s spouse.
                                    1910-1950 Installation Ceremony
                                              President offers personal remarks
          President introduces Installing Officer
Installing Officer’s remarks
          Installing Officer conducts Installation Ceremony (see script below)
          New President’s Remarks
          New President presents “pin” and plaque to outgoing President
          Outgoing President presents new President with “pin”
          New President presents mementos to persons leaving the BOD
1950  The Band  resumes music for dancing    
                  
                          




Installation Script

Outgoing President: Ladies and gentleman, it is now my privilege, as my final official act, to introduce our distinguished guest who will install the individuals who have been elected to serve as officers of this Chapter during this next year.

(The outgoing president introduces the installing officer, then joins him at the lectern)

Installing Officer: President -----, the term of office for which you and your subordinate officers were elected has now expired. I am here to install the newly elected officers. Have the officers of the Cape Canaveral Chapter for the next year been duly elected?

Outgoing President: They have.

 Installing Officer: Do you have the Presidents gavel in your possession?

Outgoing President: I do.

Installing Officer:  Please surrender it to me

(The outgoing President hands the gavel to the installing officer)

Installing officer: President -------, your duties as chief elected officer of the Cape Canaveral Chapter of the Military Officers Association of America have now ended. As you assume the chair of immediate past president, I remind you that it is now your duty to counsel and assist your successor, drawing on the experience you gained during your term of office.

(The outgoing President leaves the lectern and takes his seat)

Installing Officer: Will the secretary please call the names of the newly elected officers. As he does so, will they please come forward and stand to my left, facing the members and guests.

(The secretary reads aloud the names and offices of the newly elected officers who come forward as their names are called)

Installing Officer: Officers elect, the members of the Cape Canaveral Chapter of the 
Military Officers Association of America have shown great confidence in your moral integrity and executive ability by electing you to your respective offices. These are positions of importance and responsibility. I now ask you: Do you accept the office to which you have been elected?

Officers elect: I do.

Installing Officer: Are you ready to receive the oath of office?

Officers elect: I am.

Installation Officer: Please raise your right hand and repeat after me:

I accept the office to which I have been elected. I will perform the duties of that office to the best of my ability and will in all of my actions strive for the good of the Cape Canaveral Chapter. I will uphold and enforce the Chapter’s bylaws and will promote the purposes of the Military Officers Association of America. All of this I now affirm in the presence of the members here assembled and before God and the flag of this country.

Please lower your hand. Officers elect, I now install you into the office to which you were elected. I charge each of you to be faithful and diligent in discharging the responsibilities of you office.

Chaplain, Would you ask for God’s blessing on this chapter and its officers?

“ Eternal God, our heavenly parent, you have instructed us that we have to be leaders, We must be servants of all and endeavor to meet the needs of others. Look with favor, we pray, upon these your servants whom we elected and whom we now install as officers of our organization. Direct them in all of their endeavors. Direct them with gracious favor and with your continued help, that all of their service begun, continued and completed may uphold your purposes in life and the purposes of this organization. Imbue them with wisdom and understanding that our business may be conducted with dignity and dispatch. And give to all of us, O God, the assurance that, working together in the spirit of harmony and good-will ever seeking  for our country, and our comrades that which we believe to be the best, we are truly advancing our cause in our land for the glory of your holy name, who are servant of all. Amen

Installing Officer: President-----, the Cape Canaveral Chapter is now in your charge. I invite your attention to the Chapter Handbook, which provides the guidance on handling of Chapter affairs, and I relinquish to you this gavel, as a symbol of your authority and responsibility.

Ladies and Gentleman, I declare that the elected officers of the Cape Canaveral Chapter for the next year have been duly installed.. Will you all join me in applause for the new officers.
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