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PATRIOT SPOUSES’ CLUB (PSC)
FORT SILL, OKLAHOMA, INC.
BY-LAWS
March 2010

ARTICLE | — DUTIES OF THE GOVERNING BOARD

All members of the Governing Board (hereafter referreastthe Board) shall remain
members of the PSC during their tenure. They must netaords pertaining to their
offices for a minimum of three years. The Treasuamast maintain her records, including
monthly statements for a minimum of seven yearsopgyof all records are to be labeled
and stored in the allocated PSC storage area. Electd Bhembers must provide their
job descriptions to the Nominating Committee Chairpetsp February. Annual after-
action reports must be submitted to the President notheterMay of the current PSC
year. Members are expected to support other members obtrd Bnd to actively
participate in PSC activities, to include Board meetingsd{raising events, special
projects, and general membership meetings.

Committee Chairpersons will appoint their own committeambers, if needed, with the
approval of the President. Each elected and appointed Bwantber shall be present or
be represented at each Board meeting. Each memb@repkire a monthly written
report that must be emailed to Recording Secretary,dergsi& Honorary President two
days prior with a copy retained for their files. Chairpessand advisors on welfare,
scholarship, and nominating committees will be non-gotirembers of their committee,
chairpersons may vote in the case of a tie. Only oteervay be cast per Board position.

ARTICLE I —DUTIES OF EXECUTIVE COMMITTEE MEMBERS

Section A - President
1. Preside and supervise over all general membership andtizreCommittee
meetings.
2. Sign all official documents and papers of the PS@G the exception of the
Minutes and Treasurer’s Report.
3. Be bonded and sign checks in the absence of the Treasure
4. Authorize expenditures of not more than one hundrddrd@$100.00) per
year for any non-budgeted item without the approval oEtkecutive Committee.
5. Appoint the Parliamentarian.
6. Have authority to replace an elected officer with apgrof/
the Governing Board.
7. Appoint all Standing Committee Chairpersons, Specialrgitee
Chairpersons, and other representatives, as necessdrgppioval of the
Governing Board.
8. Serve as a non-voting Member of the Executive anefdowg Boards, except
in the case of a tie.
9. Serve as ex-officio member of all committees extapiNominating
Committee.
10. Serve as a member of the Budget Committee.
11. Prepare an after-action report to document actighesinformation to pass
to the incoming President no later than May of the ctiffSC year.
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12. Perform other duties from time to time as assignegbligrning board.
13. Official representative of the PSC to all outside eigsn

Section B. - First Vice-President
1. Assume the duties of the President in her temporgogmnanent absence.
2. Responsible for obtaining the farewell/end of year fpitshe President,
Honorary President and Advisor as well as thank youaifyuest speakers.
3. Responsible for programs and coordinate the menus, deosratid contracts
for luncheons/general membership meetings. This includesrig committee to
plan and oversee initial sign-up event (i.e. Super Sign-up).
4. Serve as a member of the Budget Committee.
5. Prepare and submit an annual after-action report terdsdent no later than
May of the current PSC year.
6. Prepare and submit a proposed budget to the TreasurehBllALgust board
meeting.

Section C. - Second Vice-President
1. Assume the duties of the First Vice-President oPtiesident in their absence.
2. Act as Fundraiser Chairperson. Organize and supervisgt@thal fund-raising
activities with the exception of the Holiday Gift Vira
3. Secure fundraising authorization, plan, organize and execotersee the
external fundraisers of the board year. Coordinate exthrnal entities (as
needed), and operate within post fund-raising protocol.
4. Serve as a member of the Budget Committee, and may eiMVelfare and
Scholarship committee.
5. Prepare and submit an annual after-action report to g#sdent no later than
May of the current PSC year.
6. Prepare and submit a proposed budget to the Treasurer BlAUgust board
meeting.

Section D. - Recording Secretary
1. Maintain a current copy of the Constitution and EBywks and other records of
the PSC and turn these over to the successor uponutepgaoim the office.
2. Record, sign, and preserve the minutes of all boardmgeeif the PSC and
Present (electronically) them for approval NLT one kveeor to the following
Board meeting.
3. Make available an approved copy of Board meeting minntaslesignated
place where all members may read them.
4. Submit in accordance with MWR guidelines the followinghe Garrison
Commander or designated representative: one (1) copg ohinutes of all
meetings; an updated list of names, addresses and phonerswiihe PSC
officers; correspondence on applicability of Federaesor local laws; and any
other major changes in PSC activities, membership regemesofficers,
objectives, organization, constitution, bylaws, use ofi§ymand management
functions in accordance with the Joint Ethics Regoitest(JER), DoD Instruction
1000.15, and other applicable policies.
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5. Maintain a record of all motions passed by the Boaddggneral membership.
6. Be prepared to perform the duties of the Correspondingery upon request
of the President.

7. Prepare and submit an Annual after-action report tetégident no later than
May of the current PSC year.

8. Receive and maintain all official records to inclueteonic compilations of
all board positions annual after action report.

9. Prepare and submit a proposed budget to the TreasurehBllAUgust board
meeting.

10. Send reminders of upcoming meetings and monthly agendard b
members.

Section E. - Corresponding Secretary
1. Prepare, sign and dispatch all correspondence in coomevith the PSC
business upon approval of the President, in a timely manner.
2. Ensure the roster of the Governing Board is currenpemdde updates to the
Recording Secretary for submission to the Garrison Camder or designated
representative.
3. Make arrangements for meetings of the Board.
4. Maintain the correspondence files of the PSC andhese over to the
successor upon departure from office.
5. Sign for and maintain positive control of post aflmox keys with key copies
distributed to treasurer and/or President.
6. Collect and distribute PSC mail.
7. Assist the Treasurer with filing incorporation renkfeams.
8. Assume duties of the Recording Secretary, upon requist Bresident.
9. Maintain and update protocol roster of local VIPs.
10. Prepare and submit an annual after-action report ta¢seent no later than
May of the current PSC year.
11. Prepare and submit a proposed budget to the Treasureh®lAligust board
meeting.

Section F. — Treasurer
1. Shall prepare financial statements for the period entlenéast day of the
month to include year to date transactions in the opgrahd welfare
accounts, with copies for all Board members. The recbatcounts
shall be open to inspection by any member of PSC
2. Submit the above financial statements to the Gar@gmnmander or
designated representative. Also provide copies of any aadikses of
incorporation, and insurance policies as needed.
3. Shall keep an itemized account of all receipts and disimansts and present
a report at the monthly meeting of the Board on alls@ations since
the previous Board meeting
4. Act as Chairperson of the Budget Committee which nteats annually once
in May after the elections and in January to revisebtitget. The Budget
committee will include but is not limited to the Presigelstand 24Vice
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Presidents, Welfare Chairperson, Scholarship ChairpeasoinHonorary
President.

5. Submit proposed budget to the Governing Board at the Septbodrd
meeting and present for approval by October at the gemerabership meeting.
6. Be bonded and be the custodian of the PSC funds. @wl$€SC money.
Deposit all money in the name of the PSC in the banuadaesignated by the
Governing Board, no later than four (4) days after anytemefunction.

5. Pay all authorized expenses of the PSC, includindassihgp and welfare
donations.

6. Be responsible for payment of the luncheon congtitte time of the
luncheon, to include the no-shows.

7. Pay all authorized reimbursements after receiving categhlReimbursement
Request Forms.

8. Serve on Welfare Committee.

9. Present an annual report to the PSC general membersiipopeiose of the
PSC year.

10. Have the Treasurer’s books and financial records zdnnually by a
qualified, disinterested certified prior to the expirataf the term. In the event
the office is vacated prior to the expiration of therent term, an audit may be
conducted with a majority vote of the Executive Board.

11. File incorporation renewal forms as needed.

12. File federal tax forms as needed. Annual Federal teasfatust be filed NLT
five (5) months and 2 weeks (NLT Nov 14) from end of boaa yMay31). Pay
state sales tax on all external fundraisers by tHed2@ of the month following
each event.

13. Maintain a copy of tax-exempt statement for the B§@nization issued by
the Internal Revenue Service. This statement may taenel from the local IRS
District Office if missing.

14. Responsible for all insurance policies to be reviewad, and updated every
year with assistance from Property Chair.

15. Prepare and submit an annual after-action report ta¢selent no later than
May of the current PSC year.

16. Prepare and submit a projected expense report of thepadogibe included in
the overall budget NLT the August board meeting.

Section G. - Parliamentarian
1. Attend all PSC Board meetings as a non-voting member.
2. Ensure that meetings run in an orderly manner and witbidictates of
Robert’s Rules of Order, AR 210-1, and the current Canstit and By-Laws of
the PSC.
3. Oversee voting procedures--collect and count ball@tsanounce PSC
election results.
4. Administer any telephone or email votes and repertesults to the Recording
Secretary.
5. Review official copies of the PSC Constitution arydLBws before they are
printed.
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6. Maintain and make available to the membership curogies of the PSC
Constitution and By-Laws.

7. Serve as the non-voting chair, except in the evemtie, of Nominating
Committee. Select active PSC members representingsa section of the major
(brigade level) commands on the installation, in cttatan with the Honorary
President and/or Advisor, to serve as committee membeesNominating
Committee members and committee discussions/delibesadi@ to be
considered confidential. Committee members names ar@kbipin the
Committee Chair binder and are not identified at Governiogr & meetings or in
the PSC minutes.

8. Serve as chair of the biennial Constitution and By4 Review Committee.
Forward copies of all revised documents to the Garrisumr@ander or
designated representative. This committee will consiat t#ast one advisor, one
member of the Executive Board, at least one GoverningdBoamber and at
least two other board experienced general members.

9. Prepare and submit an annual after-action report to g#sdent no later than
May of the current PSC year.

10. Prepare and submit a proposed budget to the Treasureh®lAligust board
meeting.

Section H. — Honorary President
1. Serve in the informative capacity (counsel, infonmentor and coach).
2. Provide assistance and advice while allowing the PS@Boanake its own
decisions.
3. Designate the Advisor(s) for the PSC Board.
4. Provide appropriate policy guidance in all mattersaggng to PSC.
5. Confer with the President on selection of Standion@ittee Chairpersons.
6. Serve as a non-voting member on the Budget and Nongr@immittees as
requested or desired. May serve on other committees iascdes

ARTICLE Il — DUTIES OF THE STANDING COMMITTEE CHAIRPERSONS
Standing committees may be created, changed and/asredbht the direction of
the President with the approval of the PSC ExecutivarGitiee. These
committees may include, but are not limited to, the Yolhy: Welfare,
Membership and Reservations, Hospitality, Publicity, ¢tian/Property, Retired
Spouse Liaison and Scholarship.

Section A. - Welfare Chairperson
1. Investigate all Welfare Fund requests and present tinelgggs to the
Executive Committee for consideration prior to theiApoard meeting.
2. Serve as the non-voting chair, except in the eviemtie, of the annual Welfare
Committee meeting. Select active PSC members repnegentiross section of
the major (brigade level) commands on the installatath approval of the
President, to serve as committee members. The Wéltarenittee members and
committee discussions/deliberations are to be considerddential. Committee
members names are kept only in the Committee Chair bimdeara not
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identified at Governing Board meetings or in the PSC ragiyCommittee
members should also include President, Treasurer, Wélfagperson, it may
also include the Second Vice President and other majdirfg-raising
chairpersons.

3. Sits on the Scholarship Committee.

4. Request Welfare Advisor to be appointed by PSC Hon&rasident.

5. Provide Treasurer with a list of approved disbursements.

6. Present the committee’s welfare distribution rew@mdations for final
approval no later than the May Governing Board meeting.

7. Coordinate and supervise the Holiday Gift-Wrap Fundraiser.

8. Maintain and update the Welfare Committee Standard GmueRrocedures.
9. Prepare and submit an Annual after-action report tetésident no later than
May of the current PSC year.

10. Prepare and submit a proposed budget to the Treasureh®lAlgust Board
meeting.

Section B. — Membership and Reservations Chairperson
1. Collect membership dues and actively seek new membersaiugsbe
turned over to the Treasurer.
2. Prepare, distribute, and maintain permanent nametagsuseld at PSC
functions.
3. Publish and distribute a membership roster on or beferBldvember PSC
function, with updates as necessary.
4. Responsible for sending PSC news to the membershipnaid é&llowing
approval by the President.
5. Responsible for coordinating, printing, and distributingRB€ Phonebook.
6. Responsible for all reservations and cancellatioRSat functions.
7. Appoint committee members, as necessary.
8. Coordinate with the First Vice President and the SdlrPatriot Club catering
manager for monthly luncheon reservations.
9. Bill luncheon no-shows.
10. Prepare and submit an annual after-action report ta¢selent no later than
May of the current PSC year.
11. Prepare and submit a proposed budget to the Treasureh®lAligust board
meeting

Section C. - Hospitality Chairperson
1. Responsible for welcoming members and recognizing new mengoests
and departing members at PSC events.
2. Plan and coordinate a community information and doaefapportunity table
at luncheons/general membership meetings.
3. Coordinate and schedule outside vendors for luncheonsagjerenbership
meetings and collect door prizes from each.
4. Prepare and submit an annual after-action report terdsdent no later than
May of the current PSC year.
5. Prepare and submit a proposed budget to the TreasurehBllAUgust board
meeting.
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Section D. - Publicity Chairperson
1. Coordinate all publicity for the PSC with approvalled President.
2. Collect and distribute PSC information to Sill Fd&C.
3. Coordinate with the PSC website chairperson to ensursitednas current
information. Post upcoming activities and events regardiBg.
4. Prepare and submit an annual after-action report erdsdent no later than
May of the current PSC year.
5. Prepare and submit a proposed budget to the TreasurehBllAUgust board
meeting.

Section E. - Retiree Spouses’ Liaison
1. Act as a liaison between the PSC and the MiliRatirees Spouses’ Club.
2. Recruit new retiree spouse members.
3. Prepare and submit an annual after-action report terdsdent no later than
May of the current PSC year.
4. Prepare and submit a proposed budget to the TreasurehBllALigust board
meeting.

Section G. — Historian/Property Chairperson
1. Responsible for taking pictures and compiling the PS@yyghoto disc or
album for the archives.
2. Responsible for creating the photo disc/albums givertyyiathe President
and the Honorary President.
3. Provide photos to the Publicity Chairperson, as needed.
4. Coordinate computer slide shows, and display histgrluatio albums when
appropriate of previous PSC activities at each generabeesmp meeting and if
desired coordinate the display table of historical photonad) as requested by
the President.
5. Responsible for the PSC silver, keys, and all propettyeifPatriot Club
storage area.
6. Record condition and location of, and ensure properntemance of all PSC
Property.
7. Responsible for reviewing and maintaining adequate insucavegage with
the assistance of the Treasurer.
8. Conduct an inventory at the beginning and end of the P&Cayd at any time
there is a change of chairpersons.
9. Provide a copy of the inventory to the Members efBbard.
10. Prepare and submit an annual after-action report to tls&@Pn¢ no later than
May of the current PSC year.
11 Prepare and submit a proposed budget to the Treasurer BlAUgust board
meeting.

Section H. - Scholarship Chairperson
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1. Obtain PSC Board approval of the Scholarship CometApplication Form
and Award Categories no later than the November Boardindee

2. Organize and chair a scholarship committee consistiagtivk PSC members
representing the major (brigade-level) commands, anditieese composition of
the PSC, to review applications and award scholarshigederving applicants.
The Scholarship committee members and committee disasgdeliberations are
considered confidential. Committee members names ar@kbpin the
Committee chair binder and are not identified at Governimgr& meetings or in
the PSC minutes.

3. Serve as a non-voting member of the Scholarship Giteem

4. Prepare and submit an annual after-action report erdsident no later than
May of the current PSC year.

5. Prepare and submit a proposed budget to the TreasurehBllAUgust board
meeting.

6. Must sit on the Budget committee.

Section I. Webmaster

1. Assures that information on the Patriot Spouses’ @leb-based publications
is represented in a clear and concise manner and &yatriet the high
standard of the organization.

2. Uses creative skills, develops a consistent desigallfaveb-based
publications including graphics, animation and functionality.

3. Assists all Executive and Governing Board Members in themaplishment
of their duties as they relate to the organization’s \afed publications.

4. Promotes vendor websites online to increase prominetlm wheir web
community where possible.

5. Source and manage new revenue generating online marketinduoyites.

6. Monitors web use and provides relevant statistical dataeports regarding
utilization of the organization’s web-based publicationaking
recommendations for enhancements that will increasesaand utilization
by external constituencies.

7. Ensures that all internet standards are met and thatrganization does not
intentionally violate any standards that would placeotiganization’s domain
in jeopardy.

8. Prepare and submit an annual after-action report to g#sdent no later than
May of the current PSC year

9. Prepare and submit a proposed budget to the Treasurer NALglst board
meeting.

Section J. Volunteer Coordinator
1. Shall coordinate volunteer appreciation activitieth whe President and/or the
Executive Board.
2. Shall assist in recruiting volunteers for commatteclubs, and all other
fundraisers.
3. Shall maintain a log of volunteer hours of board memaed submit to the
Installation Volunteer Services office monthly.
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4. Shall be responsible for recognizing volunteers by submatvards on behalf
of the volunteer to the installation or Departmenthef Army for recognition.

5. Shall act as a liaison between the Volunteer Apatien Week Committee
and the PSC membership.

6. Prepare and submit an annual after-action report terdmdent no later than
May of the current PSC year.

7. Prepare and submit a proposed budget to the TreasurehBllALgust board
meeting.

ARTICLE IV - SPECIAL COMMITTEES AND APPOINTED POSITIONS

Section A.
1. Appointed by the President, as needed. A board membeéiillmagre than one
appointed position but may only vote once.
2. All special committee positions will be non-votingspions.
3. Prepare and submit an Annual after-action report tetésident no later than
May of the current PSC year or as soon as taskingniplete.

ARTICLE V - ELECTION PROCEDURES

Section A Nominating Procedures
1. Organize and chair a Nominating Committee consistingeoRibminating
Committee Chair, the Honorary President, Advisca(g) active PSC members
representing the major (brigade-level) commands, anditieese composition of
the PSC. Notify general membership that the slate is fgqgemominations at
January General membership meeting. The committeen@dt no later than
March of each year. The Nominating committee memaedscommittee
discussions/deliberations are considered confidential. Gibd@enmembers names
are kept only in the Committee chair binder and are natifterl at Governing
Board meetings or in the PSC minutes.
2. The committee shall select a slate of one (1)aemominees for each office.
3. The report of the Nominating Committee will be preed in NLT than April
to both the Governing Board and at the general membershimmeet

Section B. Nominations
The six (6) officers nominated from the general menibpnsay be received at
the March general membership meeting. The Parliamentsin@uld receive the
written consent of all nominees within ten (10) daysrpoahe election or that
nomination will not be placed on the ballot. If nomiad®ve been received for
all positions the slate may be presented at the Magesteral Membership
meeting. The nominations are considered closed afteldateehas been presented
to the membership.

If any position is not filled by April, the election wproceed on the presented
positions. The Executive Board with the Advisors is resjptagor filling any
Executive Board positions that remain vacant betweegril election and the
May induction ceremony. Any post election nominee must ésemted and
approved at the May general membership meeting. Any positaamemains
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vacant after the May general membership meeting wiilllee in accordance
with Article 1V Section G of the Constitution.

Section C. Voting
1. The majority of the members present at a gener@iaewill elect the new
executive board.
2. Voting will be conducted by written ballot unless therenly one (1) nominee
for each office. A single slate may be accepted biaaetion.
3. The Governing Board may change the dates of nominaét@asion, and
installation, if deemed necessary.

ARTICLE VI - DUES AND FEES
Section A.Membership dues are payable annually for the membership year whi
will run from 1 August to 31 July. Dues are non-refundable.
Section B.The Governing Board will set membership dues annually.
Section C.Members joining after 1 January will pay one-half (1/2)haf annual
dues for that year. This does not apply to reduced dues.
Section D.Spouses of the Students attending the Captain’s Careese;the
Basic Officer Leadership Course or the Warrant Offiesi8 Course will pay the
reduced dues of five dollars.

ARTICLE VII - FINANCES
Section A.The Board is charged with the responsibility for therall financial
management of the funds of the PSC.
Section B.The Board will review and approve the proposed annual biolget
PSC no later than the September governing board meetieag?SC budget will
have final approval no later than the second generabmeship meeting.
Section C.The Board will not appropriate or authorize moneyxoess of funds
on hand or subscribed. It will be the duty of the Governingr&do manage the
funds of PSC such that all expenses incurred during itsaéoffice have been
met. A minimum reserve of $2,250.00 will remain in thestey with $2,000 in
the operating account and $250 in the welfare account.
Section D.The PSC fiscal year shall run from 1 June to 31 May.

ARTICLE VIII - INSURANCE COVERAGE
Section A.PSC insurance will be carried on PSC property. Insurasiteover liability,
bonding, fire, and theft.

ARTICLE IX - AMENDMENT OF BY-LAWS
Section A.Notice of amendments to the By-Laws is to be givertednically
NLT two weeks prior a regular Governing Board meeting.
Section B.By-Laws may be amended at any regular meeting of the@mg
Board by two-thirds (2/3) vote, provided that the amendrmasitbeen submitted
in writing.
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Section C.Amendments to the By-Laws must be approved by a majootty of
a quorum of the Governing Board and the Approving Authority ®dasignated
representative.

Section D.A committee will be convened every two years to reviesvBy-
Laws.

Approved by majority vote on , 2010.
Signed
Date
Fort Sill Garrison Commander
Signed
Date
PSC President
Signed
Date
Parliamentarian
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