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MACDILL OFFICERS’ SPOUSES’ CLUB

BYLAWS
ARTICLE I:  GENERAL INFORMATION

Bylaws and rules governing the MacDill Officers’ Spouses’ Club (MOSC) are provided for the information and guidance of all concerned.  Members are expected to observe the spirit and intent of the Bylaws and rules at all times.

ARTICLE II:  DUTIES OF ALL BOARD MEMBERS
A. Recordkeeping and Reporting
1. Each Board member shall keep a notebook containing a record of Board activities, reports, and committee work pertaining to her/his position, to include minutes, financial statements, and Constitution/Bylaws, for the previous and current year, which shall be transferred to her/his successor at the end of the year.
2. Each Board member shall submit any pertinent information in a brief written report, using the format and guidelines established, prior to each Board meeting.
3. Each Board member shall be responsible for giving pertinent information to the Newsletter or Publicity Chair in time for designated deadlines.
4. Each Board member shall maintain an electronic file  that contains the following items:

a. Job description
b. Monthly Board Report

c. Final annual report, highlighting activities for the year. 
5. Each board member shall provide a copy of the electronic file to the Secretary and his/her successor by the end of the year.
6. The Treasurer and the Secretary shall maintain seven years of board minutes, financial statements, and Board reports; the current year and six previous years for a total of seven years.
B. Additional Duties

1. Each Board member shall make a concerted effort to attend all applicable Board Meetings, even if there is no report to be given. This is due to the quorum requirements of voting, the need for input from all sources, and the importance of obtaining information to adequately fulfill Board obligations.
2. Each Board member shall appoint committee members as designated by his/her Board position.
3. Each Board member shall submit receipts for authorized expenditures within 30 days.
ARTICLE III:  DUTIES OF ALL ELECTED OFFICERS

A.  President
1. Preside at all general membership and Board meetings of the MOSC.
2. Appoint the Chair of Standing and Special Committees and the Parliamentarian.
3. Act as an ex-officio member of all committees with the exception of the Nominating Committee.
4. Serve, or appoint a representative to serve, on various installation boards and councils when invited or deemed as necessary.
5. Sign checks in the absence of the Treasurer.
6. Purchase gifts for the Board members, Advisors, and Senior Spouses as designated in Article XI, Welcomes and Farewells.
7. Make no motions or amendments, nor votes on any questions or amendments, unless the club is equally divided, in which case the President shall cast the deciding vote.
B.  Vice President
1. Succeed to the office of the President should that office be vacated.
2. Perform the duties of the President in her/his absence.
3. Assist the President at all times and maintain a working knowledge of all MOSC activities.
4. Maintain oversight of the Special Activity Clubs.

5. May serve as the Programs Chair.
6. Serve on or chair committees as deemed necessary by the President.
7. Act as custodian of all MOSC property stored at the Bayshore Club and maintain an inventory.
8. Purchase Board appreciation gift for the President.
9. Perform the duties of the Secretary in her/his absence.
C.  Secretary

1. Prepare, sign and distribute minutes of the MOSC general membership and Board meetings.
2. Provide a written copy of all reports to the Advisors.

3. Submit minutes and reports of the General Fund and Welfare Fund to the office of the 6th Force Support Squadron (FSS) Private Organization (P.O.) Monitor as required by the AFI 34-223 and base regulations.

4. Have custody of all records, other than financial, of the MOSC.

5. Notify the Board of any special meetings.

6. Conduct all electronic votes.
7. Handle all correspondence of the MOSC with the exception of thank you notes, which may be written by all Board members, as appropriate for the occasion.

8. Submit a letter of request in January to the office of the 6th FSS P. O. Monitor for renewal of the MOSC to operate as a private organization at MacDill AFB under provisions of AFI 34-223.

9. Distribute to Board members paperwork required for registration as a volunteer with the MacDill AFB Volunteer Office.

10. Submit the volunteer hours to the MacDill Air Force Base (MacDill AFB) Volunteer Resource Program Director.
D.  Treasurer
1. Responsible for the financial affairs of the MOSC.

2. Establish the budget at the beginning of the Board year and revises the budget at mid-year, with the approval of the Board and the general membership.

3. Receive money, make bank deposits, and pay bills of indebtedness of the MOSC.

4. Disburse charitable and scholarship funds.

5. Present monthly financial statements to the Board. 

6. Prepare records for audit as needed.

7. Maintain the financial records of the MOSC for a period of seven years.

8. Coordinate with the President to maintain the bank accounts, including financial statements and signature cards, associated with the General Fund and the Welfare Fund.

9. Responsible for ensuring prior Board year’s taxes are completed and filed with the IRS as required by law.

10. May serve as Chair for the Welfare Committee. 
ARTICLE IV: DUTIES OF CHAIRS OF STANDING COMMITTEES

Standing Committees may include, but are not limited to:

1. Historian
a. Maintain the official scrapbooks/albums.

b. Arrange for photographs to be taken at all functions.

2. Hospitality – Welcome new MOSC members.
3. Membership
a. Maintain a current membership file.
b. Collect dues and transfer them promptly to the Treasurer.
4. Newsletter - Responsible for assembling information and publishing monthly.
5. Programs – Plan and present monthly MOSC events/luncheons.
6. Publicity
a. Responsible for submitting to the newsletter, base newspaper and other public forums notice of events and functions sponsored by the MOSC.
b. Responsible for, in conjunction with the Welfare Chair, publication of availability of scholarships and solicitation of requests for charitable contributions.
7. Reservations
a. Coordinate reservations with the Programs Chair for monthly events.
b. Coordinate receipt of payment for MOSC events.
8. Webmaster – Maintain the MOSC website.
ARTICLE V:  DUTIES OF OTHER BOARD MEMBERS

A. Parliamentarian

1. Familiar with the rules of parliamentary procedure in order to advise the President, the Board and the membership, on points of order and proper procedure according to the Constitution and Bylaws and Robert’s Rules of Order, Revised.
2. Serve as the Chair of the Constitution and Bylaws Review Committee.
3. Serve as the Chair of the Nominating Committee and assume responsibilities for the installation of Elected Officers.
4. Maintain a current file of all job descriptions.
5. Serve as a non-voting member of the Board.
6. Serve as the liaison between the 6th Air Mobility Wing (AMW) Legal Office and the Board.
B. Advisors
1. Offer advice and guidance as needed.

2. May attend Board and committee meetings as non-voting members. 
C. Member-at-Large
1. Serve as the voice of the general membership.
2. Participate regularly in MOSC activities and functions.

D. Liaisons – Serve as Liaisons to their respective organizations.
ARTICLE VI:  STANDING AND SPECIAL COMMITTEES
A. Standing Committees and Special Committees - May be added with the approval of the Board. 
B. Nominating Committee

1. Shall be established after 1 January of each year to form a slate of candidates for Elected Officers for the next Board year, and shall serve until the completion of elections.

2. Shall be chaired by the Parliamentarian.

3. A committee of not less than three members, preferably representing the major commands stationed at MacDill AFB, shall be selected by the Chair with the approval of the Board. 
4. The committee shall solicit from the general membership the names of members interested in running for elective office.  The slate of candidates shall be presented to the Board for approval no later than the April Board meeting.
5. MOSC members are allowed to succeed themselves in office for both elected office and standing committees, except for the office of Treasurer which shall be limited to two years. 
6. Members of the Nominating Committee are eligible to run for office, but must resign from the committee.
C. Welfare Committee

1. Shall be established at the request of the President to receive and review charitable requests, and shall serve until the Board approves the distribution of charitable funds.
2. Shall be chaired by the Treasurer.
3. A committee of not less than three members shall be selected by the Chair with the approval of the Board 
4. Charitable funds shall be disbursed with the approval of the Board and the general membership. 
D. Scholarship Committee

1. May be established at the request of the President to receive and review scholarship requests, and shall serve until the Board approves the scholarship recipients.
2. Shall be chaired by the Scholarship Chair.
3. A committee of not less than three members shall be selected by the Chair with the approval of the President.
4. Members who have a child/dependent or are themselves eligible to compete for a scholarship are required to recuse themselves from serving on this committee.
5. The committee shall select the judging committee and establish the scholarship awards process to be approved by the Board.
E. Constitution and Bylaws Review Committee

1. Shall be established, as required, to amend or review the Constitution and/or Bylaws.
2. Shall be chaired by the Parliamentarian.
3. Review proposed amendments to the Constitution and Bylaws using procedures outlined in each specific document.
4. The Constitution and Bylaws shall be reviewed at a minimum every other year.
F. Ways and Means Committee

1. Shall be established at the request of the President.

2. The committee shall research fundraising opportunities and bring them before the Board for approval.
3. The committee shall maintain an inventory of fundraising items and sell them at the MOSC events/luncheons and on base where approved.
ARTICLE VII: ELECTIONS AND VOTING

A. Elections

1. The Parliamentarian shall conduct the elections at the April general membership meeting.
2. The Parliamentarian shall present the slate of candidates and accept any nominations from the floor with the consent of the nominee(s).

3.  Unopposed slates shall be confirmed by acclamation. Opposed slates shall be confirmed by written ballot.
4. The President’s ballot shall be sealed and opened only in the event of a tie.

5. Election results shall be announced immediately and officers shall be installed at the May general membership meeting.
B. Voting

1. The Advisors and the Parliamentarian shall be without vote at the Board meetings.
2. All Regular members of the MOSC shall be allowed to vote at general membership meetings.

3. The President should vote only in the event of a tie.  In the absence of the President, the Vice President shall chair the Board meetings and shall vote only in the event of a tie.
4. All Standing Committee Chairs (if Regular members) and Elected Officers shall have an equal vote.
5. A quorum, as stated in the Constitution, must be present at any meeting in order for business to be conducted.
6. There shall be no absentee or proxy voting.
7. If directed by the President, the Secretary shall request an electronic vote from Board members for decisions that cannot wait until the next Board meeting. The results shall be included in the minutes of the next Board meeting.
ARTICLE VIII:  BOARD PROCEDURES
A. Board Meetings

1. Shall be held on a regular basis as determined by the Board.  The monthly meeting is traditionally held on the first Thursday of the month.
2. The President may call a special Board meeting at any time.
B. Attendance

1. All Board members are expected to attend all Board meetings.
2. Officers must send a request for an excused absence to the President at least 3 days prior to a scheduled Board meeting unless the absence is classified as an “unexpected emergency”.
C. Removal from Board
1. The President, with the approval of the Board, may ask for a letter of resignation from any Board member if he/she misses more than two (2) consecutive Board meetings.
2. Board members who do not fulfill their duties may be removed from the Board at the discretion of the President and the Advisors.
D. Agenda
1. The President and Secretary shall be notified by Board members of items for the agenda at least 48 hours prior to the Board meeting.
2. The President or designated representative shall send the finalized agenda to the Board at least one day in advance of the meeting.
3. The President shall facilitate Board meetings using the agenda.  
4. All Board members shall report as listed on the agenda.  
ARTICLE IX: GENERAL MEMBERSHIP MEETING CONSIDERATIONS
A. Attendance - Members are reminded that MOSC sponsored functions, meetings, and activities are for adults only, and that out of courtesy to guests, speakers, the serving staff, and other members, children over the age of six months shall not attend unless specifically invited.

B. Reservations

1. Reservations are required for monthly functions and must be made with the Reservations Chair by the deadline published in the newsletter.
2. A system for permanent reservations may be available, at the discretion of the Board. If available, this system shall be reviewed each year.
3. Payment for each event must be made at the start of the event.
4. Members failing to cancel reservations by the deadline, including permanent reservations, shall be billed in full.  All cancellations shall be confirmed by return email or voice message.
5. Failure to pay for missed reservations will result in suspension of membership privileges (to include voting and future reservations) until paid in full.
ARTICLE X: FINANCIAL AND LEGAL CONSIDERATIONS
A. Financial
1. At the end of the fiscal year, the General Fund shall retain a balance of $750.00 and the Welfare Fund shall retain a balance of $100.00.
2. All expenditures must fall within limits set by the approved budget, unless first approved by the Board, except:
a. The President may authorize expenditures not to exceed one hundred dollars ($100.00) per month for non-budgeted expenses.
b. The general membership shall approve all expenditures for non-budgeted expenses exceeding $500.00.
3. Checks to be written in amounts over $750.00 require two signatures.
B. Dues

1. Full membership term is 1 June to 31 May.
2. Members who join after 31 December shall be assessed prorated dues equal to one-half full dues. There will be no other proration of dues.
3. Honorary members shall not be charged.
4. The Membership Chair shall collect dues.
5. Spouses of commissioned officers in the pay grade of O-1 or O-2 may receive a one-time only, 1-year membership with no dues assessed.
C. Insurance

1. The MOSC shall carry liability insurance, or request a waiver annually, in accordance with the Air Force regulations.
2. The 6th AMW Legal Office should approve all insurance policies or waivers.
D. Bonding
1. The Board shall determine annually if bonding is required for a Board member. 
2. Board members shall be bonded at MOSC expense, when deemed necessary.
E. Taxes
1. The MOSC operates as a social club, a 501(c) (7) tax-exempt organization under the provisions of the Federal Internal Revenue Service. To be exempt under Internal Revenue Code section 501(c)(7), a social club must be organized for pleasure, recreation, and other similar nonprofitable purposes and substantially all of its activities must be for these purposes. In general, a club should be supported solely by membership fees, dues, and assessments.  A section 501(c)(7) organization may receive up to 35 percent of its gross receipts, including investment income, from sources outside of its membership without losing its tax-exempt status.
2. The MOSC has an assigned EIN number of 59-6564113 with a fiscal year of 1 June through 31 May and a tax accounting submission date not later than October 15 each Board year.

ARTICLE XI:  WELCOMES and FAREWELLS
A. Welcome for Senior Spouses - The spouses of the Commander, US Central Command; Commander, US Special Operations Command; and Commander, 6th Air Mobility Wing, shall be welcomed by the President at a general membership meeting and may be presented with a small gift, not to exceed a value of $15.00.
B. Farewell for Advisors - A departing Advisor shall be recognized at a general membership meeting and presented with a gift not to exceed a value of $15.00.
C. Board Gifts

1. At the end of the board year, mementos of appreciation may be given to Board members as follows:
a. President – not to exceed a value of $50.00
b. Board – not to exceed a value of $15.00
2. If a Board member resigns due to circumstances beyond her/his control, a memento of appreciation may be given at the discretion of the President.
D. Honorariums – Shall be presented at the discretion of the Board.
ARTICLE XII: AMENDMENT AND REVISION
A. Amendment Procedure

1. Any Board member in a voting status may propose an amendment to the Bylaws.

2. Sufficient time prior to a vote shall be allocated for research and to obtain pertinent information.

3. The proposed amendment must be approved by a majority vote of a quorum of the Board. 

4. The approved amendment shall be submitted by the Secretary to the Private Organization Monitor of the 6th Force Support Squadron subject to final review by the installation commander (IAW AFI 34-223.)

B. Review Procedure
1.  The President shall appoint a Constitution and Bylaws Review Committee to conduct a review of the Bylaws at least every 2 years.
2. Sufficient time prior to a vote shall be allocated for research and to obtain pertinent information.
3. The proposed revision must be approved by a majority vote of a quorum of the Board.
4. The approved revision shall be submitted by the Secretary to the Private Organization Monitor of the 6th Force Support Squadron subject to final review by the installation commander (IAW AFI 34-223.)
C. Adoption – These Bylaws, and any subsequent amendments, shall be effective immediately upon adoption by a majority vote of Regular MOSC Board members present at a Board meeting.
The Board approved these Bylaws on May 5, 2011.
___________________________

President

_____________________________
Parliamentarian

