












Paragraph 1  Purpose (Handbook)  
The purpose of this handbook is to outline day-to-day activities of the chapter.  This manual will be reviewed and updated annually by the new Executive Committee and approved by the general membership.  If changes are made to the manual, it will be presented to the membership and voted on for approval.

Paragraph 2  Purpose (Chapter)  
The purpose of the Air Academy Chapter is to function as a social and professional organization for active, retired and veteran enlisted members and their families.  The Air Academy Chapter is established to maintain a spirit of comradeship and esprit de corps among the five branches of service (Army, Marines, Navy, Air Force, and Coast Guard).  The Air Academy Chapter shall encourage an attitude of unified purpose and contribute to the morale and welfare of base personnel at the US Air Force Academy, Cheyenne Mountain AFS, Peterson AFB and Schriever AFB; especially the enlisted force both past and present.
The Air Academy Chapter shall conduct its affairs as a subordinate branch of the NCO Association subject at all times to the general supervision and regulations of the International Board of Directors of the NCO Association.  This manual does not replace the mandatory NCOA HQ chapter by-laws, rather it is a supplement to them.  The chapter shall maintain private organization status on the US Air Force Academy.  
Paragraph 3  Officers and Governing Body 
The Board of Trustees consist of no less than five (5) but no more than nine (9) members of the Chapter duly nominated and elected by the General Membership, who shall lawfully exercise all powers in the best interest of the chapter members.  The Board of Trustees elects two of their number to serve as Chairperson and Vice Chairperson.  The officers of the Air Academy Chapter consist of a Chairperson, Vice Chairperson, Secretary (appointed/typically not a trustee/nonvoting) and Treasurer (appointed/typically not a trustee/nonvoting).  The Executive Committee consists of the chapter officers and the Board of Trustees.  Voting members of the Executive Committee are the trustees to include the Chairperson.  The duties of the officers are outlined in this Air Academy Chapter Handbook.  The Board of Trustees may authorize limited expenditures and may undertake activities in the name of the Air Academy Chapter.  All actions taken by the Board of Trustees shall be reported to the membership at the next general membership meeting.  Any officer or trustee who is out of the area for a period of longer than three months shall be replaced per vacancy rules outlined in paragraph 10.  
Paragraph 4  Meetings 

Robert's Rules of Order shall govern the procedural matters of the meeting.  The Chairperson shall preside over all meetings of the general membership or Executive Committee.  In the Chairperson's absence, the Vice Chairperson will assume these responsibilities.  If neither the Chairperson nor the Vice Chairperson can be present, another trustee may conduct the meeting.  General membership meetings are normally held monthly, but must be held at least quarterly.  An annual meeting will be held for the election of trustees in the month of November.  Procedures for nominations and the elections are outlined in paragraph 13 of the Handbook.  
A quorum for general membership meetings consists of all members present.  A quorum for an executive meeting shall be a minimum of three trustees present.  Meetings of the Executive Committee should be held monthly according to international by-laws but may be called as often as necessary by the Chairperson or any officer acting for the Chairperson.  
All members should be made aware of meeting location and time at least 24 hours prior to convening the meeting.  An annual executive meeting will be held to establish a budget.
Paragraph 5  Finances  
The Executive Committee shall establish a budget annually which will be approved by the general membership.  The budget will be established by the incoming Executive Committee and should be completed and presented to the membership for approval no later than March of each year.  The budget will need to be approved by 1) each line item or 2) overall allowing the Board of Trustees to adjust line item limits throughout the year.
All funds designated for the group will be deposited in the Air Academy Bank.  All expenditures will be made by check or credit card except for small petty cash requirements.  Petty cash shall not exceed $50.  Only a Board of Trustees member will make petty cash disbursements and receipts must be turned into the treasurer.  All Board of Trustees members may have a credit card if they need to have one.  All credit cards will be turned into the Board of Trustees upon expiration of term or if the member is not re-elected.  The Chairperson, Vice Chairperson, and Treasurer shall be authorized to sign checks on behalf of the Air Academy Chapter.  

The Air Academy Chapter shall be financed primarily through fund raising events.  Events include but are not limited to: US Air Force Academy graduation and football games.  Any new events must be proposed to and approved by the Board of Trustees and then presented to the general membership.  

The Air Academy Chapter will not engage in activities which compete with those of any Services activity or Air Force Exchange operation on any local military installation, except as provided in AFI 34-223.  The Air Academy Chapter will not engage in on-base resale activities (including bake sales, car wash, etc.) unless specific written authorization is obtained through the appropriate base channels.  The Air Academy Chapter will comply with all local, state and federal laws.
The Chapter finances shall be audited at a minimum every two years or when there is a change of Treasurer unless the base Private Organization rules state otherwise.

Paragraph 6  Expenditures
The Board of Trustees may authorize expenditures, not previously approved in the budget.  These will not exceed a total of $300 for any one expenditure.  All expenditures by the Board of Trustees will be reported at the next general membership meeting.  Expenditures in excess of $300 must be approved at a general membership.  No member is authorized to incur debts in the name of the Air Academy Chapter without specific approval of the Board of Trustees. 
The Air Academy Chapter is a volunteer organization therefore members are not reimbursed for time or travel on chapter functions in the local area (Colorado Springs).  
There may be times that require members to travel outside the local area (other than convention) in which they may be reimbursed for mileage at a rate of no more than the current government mileage rate per mile.  .  
No reimbursement for any expense will be made without the member first providing receipts and/or a completed reimbursement sheet.
Paragraph 7  Donations

All monies donated to an organization in the local community shall be for the purpose of building rapport between the Air Academy Chapter and the local community but shall not exceed $300 per donation.  Donations made to any of the supported bases shall be budgeted for each year.  If donations are to exceed the budgeted amount, it will need to be approved by the Board of Trustees unless the amount will exceed the budget by more than $300 in which case it will need to be approved at a general membership meeting.  Donations to supported bases shall be for the sole purpose of supporting the enlisted corps to the maximum extent possible (i.e. SNCO Induction, ALS, NCO Academy, Junior Enlisted Association).
Gifts may be given to show support to current members who are active in the chapter.  A card will be the appropriate gift for major surgeries, extended stays in a hospital, promotions or other similar events deemed appropriate by the Board of Trustees.  A gift not valued more than $50 can be given as deemed appropriate by the Board of Trustees (for example:  death in the immediate family, retirement, going away or similar event).

     
Paragraph 8  Programs Supported

The Air Academy Chapter will support NCOA Headquarters endorsed programs to the maximum extent possible as long as there are sufficient resources to do so.  All project/event leads are required to submit continuity packages to the Executive Committee after the event or annually at a minimum.

The Air Academy Chapter will continue to support the following programs:

The JROTC Awards program at Colorado Springs high schools and in some cases Denver high schools (in person when possible, if no one is available the award will be mailed to the school). 

The WWII Legacy Medallion program.  As long as there are medallions available the chapter should make every effort to find and recognize eligible participants.
The Quarterly and Annual Awards programs for the US Air Force Academy, Schriever AFB and Peterson AFB (Team Pete and HQ Air Force Space Command).

Special Olympics
Colorado Springs Festival of Lights Parade.
Any other programs shall be proposed to the Board of Trustees who will decide whether or not it shall be presented to the general membership for approval.

Paragraph 9  Resignation of Chapter Officer or Trustee     
All resignations must be made in writing and presented to the Board of Trustees.  The resigning person should make the maximum effort to give two month’s notice to the chapter for the purpose of finding a replacement.  Resigned positions that become vacant and will be so for six months or less will be replaced by a Board of Trustees vote or by Chairperson appointment.  Resigned positions that become vacant and are not up for election for more than six months will not be appointed but will be put up for election at the next available membership meeting.

Chapter Chairperson - The Chapter Vice Chairperson will serve as the temporary Chapter Chairperson until such time as the Chapter's Board of Trustees meets and conducts an election to fill the vacated position.
Chapter Vice Chairperson - The position will remain vacant until such time as the Chapter's Board of Trustees meets and conducts an election to fill the vacated position.
Chapter Treasurer or Secretary - The Chapter Chairperson will appoint an individual to the vacated position as soon as possible.
Trustee - The Chapter's Board of Trustees will meet and appoint an individual to fill the unexpired term of the vacating trustee.
Paragraph 10  Removal of Chapter Officer or Trustee    
If at any time during the term of office of a member of the Chapter's Executive Committee, the membership initiates recall procedures of an Officer or Trustee for cause, a special general membership meeting will be held.  The purpose of this meeting will be to review and act upon the requested recall. 
Any removed official may appeal through the Chapter's Executive Committee to the International Board of Directors whose decision will be final.
Paragraph 11  Amendments
Any member in good standing may submit amendments to this handbook by providing such amendments to the Executive Committee in writing.  At the earliest possible date, the proposed amendment will be presented to the general membership.  This handbook may be adopted or amended only by an affirmative vote of a majority of those active members present. 
Paragraph 12  Duties of Officers 
Chairperson:  The Chairperson is the executive officer of the Chapter.  It is his/her responsibility to provide leadership, to exercise general supervision over chapter activities and to conduct chapter affairs in accordance with the chapter by-laws, the policies established by the International Board of Directors of the NCOA and this handbook.  The Chairperson maintains contact with all Trustees, Officers, Committee Coordinators and members of the chapter by either letter, telephone or personal contact.  
He/she should attend all meetings of the Chapter Executive Committee, chapter meetings, and the NCOA Annual Convention.  In all business activities, correspondence and personal contacts, he/she should act and speak in a professional manner so as to give a favorable and professional impression of the Association and indicate that he/she is "an ambassador" and promotes the best image of the Association at all times. 

The Chairperson's duties include:

 Overseeing activities of other officers and committee coordinators.  Each committee activity should be reviewed periodically.  
Presiding at all meetings.  Arriving at the place of the monthly meeting early to see that everyone and everything is ready for the meeting.  Create a meeting agenda and ensure treasurer’s report and prior month’s meeting minutes are available for approval.  Makes him/herself available to the entire membership, especially the new members and guests.  He/she should display constant enthusiasm and support for all chapter activities.  Opens and closes the meetings promptly and makes sure that written minutes are published expeditiously.  Follows up on open actions items prior to the next meeting.  

Maintaining contact with the entire NCOA by participating in as many related activities as possible.  The Chairperson should make him/herself available to other groups to promote the image of NCOA.   
Maintaining a close contact with the Executive Committee, NCOA Headquarters and other chapters on NCOA official business.  A free exchange of ideas and suggestions is necessary to eliminate misunderstandings and to keep current on all of the programs/benefits available to members of the Association.  

Creating an annual report for the calendar year during his/her term on the chapter’s activities to turn into NCOA Headquarters typically due by the end of February.  Present the annual report to the membership to keep them informed about chapter activities.  The report should be prepared evaluating each activity or program entered into or developed during the year.
The Chairperson shall be responsible to ensure that the Air Academy Chapter handbook, by-laws, and other documentation are reviewed annually.

Updating, maintaining and reviewing the chapter calendar of events.  A planning tool used to schedule events, inform membership and identify important milestones throughout the upcoming year.
Finally, and most importantly, ensure the training and availability of a replacement for him/herself.
Vice Chairperson:
The Vice Chairperson assists the Chairperson, presides/conducts business in the Chairperson's absence and is normally the administrator for the Chairperson.  The Vice Chairperson must remain current on all chapter activities to assure an orderly administration of the chapter in the event of the Chairperson's absence.  He/she should attend all meetings of the Chapter's Executive Committee, chapter meetings, and the NCOA Annual Convention.  The Chapter Vice Chairperson should be prepared to assume the Chairperson's position at all times.  He/she should understand fully the Chairperson's duties and assist whenever necessary.  The Vice Chairperson's duties include: (1) Review all Treasurer's Reports before submission to the Chairperson for signature, (2) Review the meeting minutes before submission to the Chairperson for signature.  (3) Help create the annual report. 
Secretary:
The Secretary is appointed by the Chapter Chairperson to maintain the general business records of the chapter and to keep the written minutes of all meetings of the Executive Committee and the general membership.  The Secretary is not a voting member by virtue of position but may be if that person is also a trustee.  The Secretary is responsible for ensuring that the written minutes of any meeting are reviewed by the Vice Chairperson, signed by the Chairperson and countersigned by the Secretary, then forwarded to NCOA Headquarters.  The Secretary shall (1) Maintain all chapter files, (2) Record all chapter business meeting minutes prepare them for Executive Committee review and then for Chairperson's signature, (3) Ensure all approved minutes are forwarded to NCOA Headquarters, (4) Procure chapter supplies, (5) Maintain and update the Uniform Chapter By-Laws and forward to NCOA Headquarters as required, (6) Prepare Trustees Oath of Office and Code of Ethics for newly elected Trustees and forward completed copies to NCOA Headquarters, and (7) Review all chapter correspondence with the Chairperson.
Treasurer:
The Treasurer is appointed by the Chapter Chairperson to safe keep all chapter property and other assets belonging to the chapter and/or NCOA Headquarters.  This includes proper accounting of all chapter funds in accordance with the NCOA Headquarters Directive.  The Treasurer is not a voting member by virtue of position but may be if that person is also a trustee.  The Treasurer shall (1) Maintain up-to-date financial records on a day-to-day basis, (2) Prepare the chapter financial report and make it available for the chapter Executive Committee and General Membership Meetings, (3) Prepare and submit the chapter's Quarterly Treasurer's Report after review by the Vice Chairperson and signature of the Chairperson, or the Vice Chairperson in the Chairperson's absence, to NCOA Headquarters.   (4) Assist, as necessary, in the preparation of all chapter budgets, (5) Prepare and submit the Annual Chapter Treasurer's Report no later than January 31st of each year.  The annual report will cover the chapter's treasurer's reports for the calendar year and must be signed by the Treasurer and Chairperson, or Vice Chairperson in the Chairman's absence.  Provides monthly credit card statements to cardholders for verification of charges.  
Trustee:
Trustees will support and advise the Chapter Chairperson on chapter matters.  The trustees will be available to support as many chapter activities as possible.  
Paragraph 13  Elections and Voting
Trustees shall be elected for a two-year term by a majority vote held during the November general membership meeting.  Election terms should be aligned so no more than three trustees will be up for election in any given year.  Terms of office for Chairperson, Vice Chairperson, Secretary and Treasurer (elected each year by the Board of Trustees) shall run for one calendar year.  Officers will assume their position on January first. Elections in November and assumption of position in January will allow for proper turn over and continuity.  Any Executive Committee member who fails to fulfill his/her duties and responsibilities can be removed from office by a majority vote of the Board of Trustees or through a recall initiated by the general membership.    

Nominations for annual elections should be submitted the month prior to elections.  Additional nominations will be accepted the day of elections.  All active members, including the Chairperson, are eligible to vote at general membership meetings.  No absentee voting allowed unless approved by the executive council on a case-by-case basis.  In all matters which must be decided by vote, the majority vote of members present will govern.
Paragraph 14  Awards

Chapter awards are given annually, based on accomplishments for calendar year and can be in any or all of the following categories:  Member of the Year, Executive Member of the Year, Citizen of the Year, Recruiter of the Year, Chairman’s Award.

(1) Member of the Year – this award is given to the member who has demonstrated superior performance by supporting multiple chapter activities.  The following criteria will be considered when choosing nominees: meetings attended, new members recruited, events attended and hours volunteered for the chapter.  The Board of Trustees will choose three nominees to be put on a ballot and voted on by the membership.  
(2) Executive Member of the Year – this award is given to the Executive Committee member who has demonstrated superior performance in his/her duties on the Executive Committee, and who has gone above and beyond by leading, organizing and/or developing programs that benefit the chapter, bases, or local community.  Some criteria to be considered are: events organized/led, new members recruited, new programs developed, projects managed, and hours volunteered.  The winner will be determined by a vote of the general membership.
(3) Citizen of the Year – this award may be given to a member of the local community that the chapter feels has demonstrated superior performance in his/her civic duties by leading, organizing or supporting programs that benefit the local community with emphasis on the military. 

(4) Recruiter of the Year – this award may be given to the member who has demonstrated superior performance by recruiting the most new members in a one year period.
(5) Chairman’s Award - this award is given to the member (general or Executive Committee) who the Chapter Chairman feels has demonstrated superior performance.
Awards such as the Achievement Award, Commendation Award, Certificate of Achievement, Award of Excellence, and Super Saxon Merit Award shall be looked at individually for deserving members.  Other Awards may or may not have deadlines established by NCOA International.  In addition to criteria laid out in the NCOA Awards Manual, the Air Academy Chapter shall consider the following:  (hour requirements (per calendar year) can be waived by the Executive Committee for deserving members) 
(1) Achievement Award – 50 or more hours 

Outstanding effort in support of International or chapter projects

(2) Commendation Award – 50 or more hours

SNCO/Petty Officer contributions to NCO corps and support of NCOA

(3) Super Saxon Merit Award – 100 or more hours

Contributions above and beyond to Association development on an annual basis

(4) Award of Excellence – 150 or more hours

Awarded sparingly for outstanding sustained contributions in support of the chapter and NCOA as a whole

(5) Certificate of Achievement 

Specific outstanding achievement in support of NCOA in the military or civilian community or personal achievement

Paragraph 15  Clubhouse Use
The clubhouse is an asset of Chapter 300 and should be available for use to any chapter member free of charge.  Notification of a desire to use the clubhouse must be made to the Board of Trustees to ensure there is no conflict in scheduling.  Other NCOA members may use the clubhouse upon Board of Trustees approval.  Outside organizations may use the clubhouse upon Board of Trustees approval and a $20 security deposit should be considered on a case-by-case basis.  Chapter consumables (paper plates, drinks, etc.) will not be used.  An active chapter member must be present at the event or take responsibility to open and close the clubhouse.  The chapter member will ensure the condition of the clubhouse is acceptable after the event.
AFFIRMATION BY BOARD OF TRUSTEES

We, the undersigned Trustees, do each affirm that we approve this handbook, to be exercised in the best interest of all Chapter members; and to perform all duties to the best of our abilities until relieved by voluntary resignations, removal by majority vote of the other Trustees, removal by the general membership through recall procedures, or relieved by direction of the International Board, duly signified in writing.

Approved at the 18 February 2011 General Membership meeting.
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