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BOARD.



|. Authorized Positions:

A. Executive Board Members:

e President

* First Vice President

» Second Vice President

* Third Vice President

e Secretary

e Treasurer

* National Legislative Chair
* Membership

* Immediate Past President

B. Appointed Positions (Non-Voting):

» Recording Secretary

e State Service Officer

* Public Relations Officer
» State Legislative Officer
* Alzheimer’s Chair

* Financial Secretary

» NARFE-PAC Chair

» District Officers

* Network Coordinator

* Newsletter Editor

Il. Position Descriptions For Appointed Positions:

A. Recording Secretary:

a. Take minutes of Executive Board meetings and pmuimpy to Executive
Board members within 30 days after the meeting.

b. Take minutes of state convention and provide necgs®pies to Federation
Secretary in a timely manner.

B. State Service Officer:

a. Provide Board members advice and service regafdateral benefits, etc.
b. Provide advice and assistance regarding federafiteito Chapter Presidents
and Chapter Service Officers as deemed necessary.
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Public Relations Officer:

Positively communicate the goals and objectiveNARFE to the public and
NARFE members, promoting understanding and encougagembership.
Assist and encourage Chapter public relations tsffor

. State Leqislative Officer:

Act as Federation representative with state ofScaad legislators pertaining
to state legislation affecting current and retifederal employees.

. Alzheimer’s Chair:

Communicate to Executive Board and Chapter menthergoals and
objectives of the Alzheimer’s Program as estabtighethe national office.
Collect and consolidate Alzheimer’s funds submitbgdChapters and forward
to the regional chairperson on a timely basis.

Provide yearly report to Federation and Chapteralaheimer’s contributions.

Financial Secretary:

Receive all per capita dues from the Chapters arvdaird to the Federation
Treasurer.

Follow up on late or missing per capita dues byidan20.

Ensure expense vouchers are in compliance witlecupolicies.

Assign voucher number to all expense reports sty Federation
Officers.

Forward all expense reports with voucher to Federdresident for approval.
Prepare and send per capita due letters annudfgderation Chapters by
December 10.

. NARFE-PAC Chair:

Collect voluntary contributions from NARFE membéos political action
purposes that benefit NARFE members and their fasil

Funds are collected at Chapter meetings and Statee@tions; these are
recorded separately and forwarded separately.

Forward all NARFE-PAC funds collected to NARFE Headrters no later
than 30 days after collection.

Provide yearly report to Federation and ChapterBAG contributions.
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District Officers:

Meet and establish rapport with legislators antf.sta

Promote NARFE's legislative message to legis|atm staff.

Keep current on legislative and membership issndsstatus of each.
Visit assigned Chapters and discuss issues atdaadime each year.
Honor all requests for Chapter visits. If unalol@ttend, provide suitable
replacement.

Broadcast legislative alerts to assigned Chapters.

Report quarterly on activity and expenses.

. Coordinate visits with area VP.

Network Coordinator:

. Work with the existing Global Electronic Messaglgstem (GEMS) set up

and maintained by National to add or update memdrmiEl addresses as
needed.

Distribute email messages using GEMS as directatidyederation
President.

Design and maintain the layout of the website. Gmate with a web hosting
service to ensure that the Federation domain nahevabsite remain active
on the World-Wide Web.

Add and update the content of the website to keapglicable to the
Federation and Chapters. Include content supplydealeration and Chapter
Officers.

Make any other content as directed by the Feder&tresident.

Newsletter Editor:

Notifies Federation Officers of due dates for netisk articles.

Receives newsletter articles from Federation Off@d Chapter members
and edits as necessary. Articles are required fhenfederation President,
Vice Presidents, Legislative Chair, and Membersi@her Federation and
Chapter members may submit reports to the FedarRtiesident and will be
included upon his/her approval and as space permits

Publish newsletter by the first of the designateshtins of: January (with
convention data); March (with committee chairs geated); June (with
convention reports); and November with remindersepbrts due.

. Coordinates mailing of newsletter using most curmeailing list from NARFE

headquarters.

. Coordinates development of newsletter with pripigolisher.
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Furnishes copy of final format to the Federatioasitent for approval prior to
publication.

l1l. Travel Expenses:

Travel expenses for Federation Officers and appdipbsitions shall be reimbursed

as follows:

a. Hotel: Actual cost

b. Meal Allowance: Up to $40.00 per day.

c. On going to or returning from travel that requice®rnight lodging, the
Officer (or authorized persons) will be reimburéedmeals as follows: If the
traveler arrives at their residence or destinadymoon, breakfast will be
allowed. If arrival is between 12:01 pm and 6 jpneakfast and lunch are
authorized. If the traveler arrives after 6:01 pine, full day meal allowance of
$40 is allowed. To determine meal eligibility, defpre and arrival times must
be stated on the expense voucher.

d. All times must be stated in either EST or CST, deljpey upon where the day
starts.

e. For travel requiring travel by air, the lesser ofmparative cost between car
allowance and travel by air will be allowed.

f. For partial day travel, authorized persons wilbllewed out of pocket costs
plus mileage and food allowances as outlined afmvattending such events
as Chapter visits, visits to Congressional offimegh meetings, board-
approved seminars/workshops, etc.

g. Receipts: Proper receipts must be attached toeesee Federation of
Chapters expense report for any expense claimed.

h. Submit expense report to the Federation Finan@etelary.

I. Prudent measures are to be exercised by all travatel travel should be in the
best interest of NARFE.

V. Mileage:

In accordance with Article VIl of the Bylaws, trdweill be by the most economical
means with mileage reimbursed at the current ratt¢onexceed that authorized by
the IRS Code. NOTE: The Federation Executive Bdas determined that the
mileage will currently be paid at a lesser amouriGcents per mile.

V. Stipends:

Monthly allowances will be afforded to the followgipositions at the rate indicated:
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Federation Secretary: $50
Recording Secretary: $25
Treasurer: $50

Financial Secretary: $25
Newsletter Editor: $25

VI. Authorized Travel:

Reimbursement for all national sponsored functsirl be on an expense basis for
travel and lodging with a $40 allowance for foodjset to the approval of the
Federation President within authorized budget atons.

The Immediate Past President shall be entitledesame travel allowances as the
elected positions.

All elected Officers will be allowed two days comi®n expenses excluding
registration. It is understood that no one witleiwe expenses in more than one
capacity.

a.

National Legislative Training: Paid attendance to the national legislative
training shall be limited to the Federation natidegislative chair and one
other of his/her choice subject to budget limitasio

Region X Meeting Paid attendance to this meeting shall be limitethe
Federation President and up to two other Officelscted by the President.
Normally the other Officers will include thé'Vice President but may be
expanded at the request of the President and aggbimyvthe Board subject to
budget limitations.

National Convention: Federation President will attend the nationaivemtion
and expenses shall be paid as provided by the badggproved by the board.

National Membership Conference The Federation Membership Chair plus
understudy as selected by the Chair and approvélaebgoard will be
authorized to attend this conference. The unddysiill be subject to budget
limitations and availability of funds.

. Chapter Officer Training : For all Federation-sponsored Chapter Officer tragni

the following automobile expenses will be allowed:
a. Up to 4 people from each chapter traveling in 1 Baiver 50 cents per
mile.



b. 5 or more persons from a chapter traveling in 2:daach driver 50
cents per mile.

VIl. Revenues:

The Federation has two primary sources of revenue:

a. Per capita dues Per capita dues as determined at the 2009 NARFE
Convention in Jackson, Tennessee are: Each Chaskipay per capita dues
of $3.00 each year on all Renewing Members. Ppit&€dues of $2.00 per
member shall be paid each year on all retirees)sgs, active employees
recruited on a nationally reduced membership dieuary 1 of the current
year. Each year thereafter, the dues will be $3.00.

b. Headquarters rebate The Federation receives revenue from NARFE
national office in the amount of 10 percent of tla¢ional dues collected for
each Tennessee NARFE member. The amount per mevilbeary due to
the status of the member; i.e., retiree or curiexhéral employee.

c. Convention Excess:Any excess revenue from Federation Conventiotidwi
shared equally (50/50) between the host chaptetrenBederation.

VIll. Convention Dates:

The Tennessee Federation convention will be helthgihe third week of April
each year. Accordingly, our convention schedubssifollows:

N

007: April 15-17
008: April 13-15
009: April 19-21
010: April 18-20

N

N

N

A temporary change may be made in any year indhedsile, and the temporary
reschedule date will be during the week prior ®ttiird week in April or the third
week in May and in coordination with the Field Vieeesident. Changes may also be
made for conflict with religious and national halig, motel arrangements, etc.



