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The Wenonah High School Grand Alumni Association

STANDING RULES

1. The Treasurer and the Financial Secretary shall be the authorized assignees of checks.  One signature is needed to sign checks, being that of the Treasurer or the Financial Secretary.  The Treasurer  and the Financial Secretary will be bonded at the expense of the Alumni.
2. Every purchase shall be accompanied by a receipt.  The officers  should have prior authorization from the body before a large purchase or donation is dispensed. A three (3) bid process is needed for expensive purchases.
3. All items bought by the body becomes the property of the Alumni.

4. The Benevolent Committee shall notify others of any known illness of dues paying members and/or family member’s immediate family members.  The immediate family shall consists of mother, father, sister, brother, spouse and children.  In the event of illness the dues paying member will be sent a donation of $20.00 within each calendar year period (January-December).  In the event of the death of a dues paying member, a floral arrangement will be sent, for immediate family member of the dues paying member, an expression of sympathy in the form of an official letter from the Alumni, will be sent.

5. Requests made outside of the Alumni business will not be honored unless the body approves such requests.

6. All official positions will be posted for election each three (3) years, with the election being held the second Monday in October.  All newly elected officers will take office the second Monday in January in the year after the election..  

7. Officers will be recommended to resign their office,  if they are unable to meet their responsibilities, subject to a majority vote of the body.  All Officers are also encouraged to pay their annual dues.
8. Dues for the Alumni are due in the month of January and shall be $25.00 per year.  Lifetime dues are $250.00
9. The financial report should be presented by the Treasurer or the Treasurer’s designee, at the monthly meeting, and a written copy of said report should be distributed to the body
10. Only the records kept by the Recording Secretary, Assistant Secretary elected by the organization , or an appointed designee assigned to record the minutes in the absence of both the Recording Secretary and the Assistant Secretary, will be considered as official Alumni records. All secretarial supplies should be in the hands of the Recording Secretary

11. Alumni mail should be sent to the post office box.
12. No officer or member of the Alumni will be paid for services performed.  

13. Any member of the Executive Board may request a board meeting.  The Executive Board should consist of the President, Vice President, Recording Secretary, Assistant  Secretary, Financial Secretary, Treasurer, Business Manager and at least three members at large.

14. All decisions shall come in the form of a motion and be voted on in the meetings.

15. All committees should be allowed to work freely and make recommendation to the organization for approval or disapproval.

16. The President has the power to appoint committees, but members should feel free to volunteer to serve on these committees.

17. No member should speak during the regular monthly meeting or called meetings unless recognized by the President or designated presiding officer.

18. Official meetings should have a quorum of at least seven (7) members

19. The Secretary, President and Parliamentarian should have a copy of the By-Laws at each meeting.  Members should be made aware of said document.

20. The standing rules can be amended by three fourths of members present at a regular meeting, providing they have been recorded as stated in a previous meeting.

The Wenonah High School Grand Alumni Association

DUTIES AND RESPONSIBILITIES OF OFFICERS

AND COMMITTEES

PRESIDENT:
The President shall preside at all meetings, enforce adherence to the By-Laws and standing rules policies, serve as official representative of the Association; appoint committees as necessary to facilitate the organization operation and management and other duties necessary to provide growth for the Alumni.

VICE PRESIDENT:

Shall serve as the assistant to the President, preside over the meeting in the absence of the president.

RECORDING SECRETARY:
Maintain accurate records of minutes for regular meetings and the Executive Board meetings, and submit copies of said minutes to members

ASSISTANT SECRETARY
Act in the absence of the Recording Secretary

CORRESPONDING SECRETARY:
Maintain a current membership roster; assist other secretaries in preparing records, reports, prepare and send out all correspondence, assist committees with reports and send information to the members, any other duties requested by the President.

FINANCIAL SECRETARY:
Maintain accurate financial records; prepare and submit financial reports, assist the Treasurer in paying all indebtedness officially incurred by the Association, reimbursements, etc.

TREASURER:
Maintain accurate financial records, write and sign all checks, assume the position as the Custodian of Funds, submit financial reports as well as profit and loss reports 

ASSISTANT TREASURER:
In the absence of the Treasurer, the Assistant Treasurer shall perform all duties of the Treasurer

FINANCE COMMITTEE:
This committee should work cooperatively with the Business Manager in handling all business arrangements for fund raising affairs and any other means and assistance.  Dues and fund raising proceeds should be deposited into the general fund account, which oversees the operation of the Alumni business.

BUSINESS MANAGER:
Assist with all business arrangements for fund raising activities and Alumni affairs, submit ideas to the Association.  Try to enlist the participation of corporate sponsors to assist with our fund raising efforts.

SCHOLARSHIP FUNDS
Funds collected for the purpose of distributing scholarships shall be placed in a separate account, exclusively for scholarship business. Upon receipt of pertinent data from the school the student is attending, the Alumni Association will forward payment to the financial aid office of the selected school in the name of the school and the student.  The receiving institution is required to furnish a receipt to the Alumni. However, if the receiving institution has a policy whereby they will not distribute the money to the student for which it was intended, the Wenonah Alumni will give the money directly to the student in the form of a check or Visa card
The Scholarship Committee should post scholarship information via the website and provide information to the School by the first week of September.  The deadline should be established by the committee for receiving information from students.  The Scholarship Committee should select nominees for approval, provide the names of the recipients to the Alumni and if possible present them at the annual Scholarship Banquet.  The winners will also be posted on our website.

STATISTICIAN:

Will compile all data for scholarships, membership tracking ,  and any other information deemed necessary for the operation of the Alumni
PICNIC COMMITTEE/ALUMNI WEEK:

Shall be responsible for overseeing all the activities relative to the Picnic and all Alumni Week activities.  The Committee shall report all income and expenses involving costs associated with the event and all funds collected from classes for picnic spots, shall be deposited into the Event Fund account. 

PUBLIC RELATIONS
Shall provide means where ideas and information can be shared for the visibility of the membership via our website, our face book, the news and radio media  posters, flyers, 

TELEPHONE COMMITTEE:

Should utilize the Calling Post service to notify members of upcoming regular and called meetings, as directed by the President.

BENEVOLENT COMMITTEE:
Should keep the membership abreast of the welfare of members.  They should take the appropriate steps to send cards or flowers in cases as outlined in the By-Laws for the Benevolent Committee.

PARLIAMENTARIAN/ SERGEANT AT ARMS
Should be prepared to direct the rules and procedures of the organizations at all times; see that all meetings and activities are carried out according to the By-Laws.

Maintain order at all functions, and make sure appropriate persons are in their stations at Alumni functions, and any duties as needed for each event.

CHAPLAIN:
Should open and close all meetings with Prayer
