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INTRODUCTION

As the Vice President, you are second in command and hold quite a bit of responsibility as to how the chapter will operate. You are the direct support to the President and should assist whenever possible. You are also in charge of the staff below you, and are responsible for providing support and guidelines for them to follow. The position requires organization, coordination, and a willingness to be there for anyone who needs you. In this section we will discuss the duties that the Vice President is responsible for and also some guidelines and helpful tips to implement at your position.

DUTIES

The duties of the Chapter Vice President are stated in the Silver Wings Manual Section 11-9 as follows:

1. Provides management of staff activities by coordinating staff functions, and staff development. Ensures that staff members carry out assigned duties.

2. Keeps the chapter's alumni informed of the chapter's activities.

3. Actively encourages active membership in the National Alumni Association.

4. Serves as the Chapter Parliamentarian and ensures that meetings are conducted according to the guidelines of Robert’s Rules of Order-Newly Revised. (Except in chapters where this duty is delegated to a Parliamentarian.)

5. Liaison to local AFA Chapter.

What do these tasks translate into in the actual workings of a Chapter? 

Below we will briefly discuss each of the roles and how to implement them. There are also unlisted tasks that you can perform to round out the office of Vice President that have been included. 

Provides management of staff activities by coordinating staff functions, and staff development. Ensures that staff members carry out assigned duties.

· You are responsible for coordinating activities for the staff to get to know each other outside of meetings. Some ideas are an ice breaker at a local park, a night out at a theme park or recreation center, or as simple as a casual get-together at a member’s place. It is always helpful to be working together with people you have shared some down time with.

· You are the manager of the staff, and as manager it is your responsibility to make sure that each person on the staff is performing their job. This requires that you make sure first of all that each member is clear as to what their job entails and what is expected of them. This should be done at a meeting shortly following the election of new officers. Offer to show them how to correctly complete suspenses, reports, and other assigned responsibilities for the first time. You may decide to keep a page for each staff member with their responsibilities, current assignments and deadlines listed so that you can keep track of who is doing what by when at all times. Then it is easier to see who may need some coaxing to meet their deadlines. 

· Remind staff that they should be keeping record of what they have done and the events they were responsible for. You should be collecting their reports from events along the way, but make sure that they are keeping a continuity binder as well. Towards the end of the semester, make it a deadline to have everyone compile their continuity and have it checked by you. Then at the end of the year, or their term, have them write a few pages on what they have learned from the position and what things they would change for next year, and include it in the continuity. This will provide for an easy transition for the incoming Vice President. 

· Each staff member is responsible for their duties, but it is the Vice President who makes sure that they all get completed on time and turned into the right person. You have to be a task master at times, but ultimately if the staff knows that you are also there to help, you will get the most out of them.

Keeps the chapter's alumni informed of the chapter's activities.

· As a second year Chapter, you may not have any Alumni yet to be kept informed, but whether you do or not, you will need to have in place a way of notifying them and keeping them updated. Alumni can be a great asset down the road for suggestions, fundraising support, and networking. The more they know of what is going on in the Chapter, the better able they are to help you!

· You should have a roster of all former members of the Chapter, whether or not they are members of the National Alumni Association. The roster should include their name, current address, phone number, email address, year of graduation, offices held in the Chapter, and current Alumni member status. You may also wish to gather other information such as current occupation, married/maiden names, and areas of interest. The roster should be updated once a year by the Vice President and kept in the continuity.

· The easiest way to keep Alumni updated is to email them on a regular basis. You may decide that they receive a brief email highlighting the topics of each meeting or a quarterly status report on what is happening. However you decide, the email should include any major announcements in the Chapter, a listing of all scheduled upcoming events, and contact information for the President, Vice President and National Alumni Association. Optional items to include are: requests for suggestions, help on projects, participation in fundraising, etc. Also include invitations to Chapter-hosted events and any other events that Alumni would be welcome. It should be mandatory that all members of the National Alumni Association from your Chapter be informed regularly, and all former members of the Chapter should be invited to receive the email. It is your responsibility to compose and distribute the email, as well as include a hard copy in your continuity as an example.

Actively encourages active membership in the National Alumni Association.

· If you have the above method of communication in place, then this role is fairly simple. All it requires is recruiting graduating or transferring Chapter members to join the National Alumni Association. You should first contact the President of the National Alumni Association for the latest information, registration procedures and requirements. Refer to the SWM Attachment 4, Silver Wings Alumni Association organization, which also includes a sample induction ceremony.  You may chose to use this at the end of the semester to congratulate outgoing members and induct them into the Alumni Association. Also become familiar with the current activities and obligations of being a member. Then provide the registration information to your outgoing members and tell them why they should join. Continued encouragement for active members can be included in the regular emails by expressing their importance to the Chapter and the many ways they can contribute. 

Serves as the Chapter Parliamentarian and ensures that meetings are conducted according to the guidelines of Robert’s Rules of Order-Newly Revised. 

· (Except in chapters where this duty is delegated to a Parliamentarian.)

· It is wise to maintain order at all meetings to retain professionalism in the organization. It is the role of the Vice President to make sure that all members are informed at some point, usually the first meeting of each term, as to the Robert’s Rules of Order and to express that they will be used at all meetings. Be sure that you are prepared to answer questions of proper procedure by consulting the guidelines beforehand. 

· During meetings, make sure they are followed and if not, interrupt and remind everyone the importance of running the meeting in an orderly fashion. For the most part, it is a formality of the meeting, but it is your job to make sure that meetings don’t fall away from order and become a free-for-all of opinions.

Liaison to local AFA Chapter.

· As Chapter Vice President, it is your responsibility to keep open the communication lines between your Chapter and the local AFA Chapter. There are many ways that both can help each other and it all depends on keeping each other informed. As incoming Chapter Vice President, you should make sure that you introduce yourself to the AFA Chapter President as soon as possible. Contact them to request a convenient time to do this. Plan to attend some if not all of the AFA Chapter meetings to keep informed of what they are doing and to make a Silver Wings presence. If they see that you are interested in working together, they will be willing to help out with your events and provide aid. As liaison, inform your Chapter of what the AFA is and their involvement. The AFA can be of great benefit to your Chapter if you make yourself known.

Above we have listed all those responsibilities that a good Vice President should be performing. Of course, as Vice President, you may take on many other hats. You can be a great asset to an over-loaded President by providing backup support to them. If you have special talents, such as computer skills or public speaking, offer those to the Chapter as a resource for anyone needing help. Remember, if you are feeling a bit overwhelmed as a second year Chapter VP, there are many experienced VP’s of other Chapters that can offer support if you will contact them. You do not have to figure it all out on your own. Make contacts at ARCON and keep in touch to trade ideas all year long.
Parliamentary Procedures

AGENDAS


An agenda is the basic outline of the items, which need to be discussed at the meetings.  This will be the Vice President’s responsibility, so he/she will need to meet with the President as to what he/she wants to go over during the meetings.  When this is done, it becomes a checklist.  A copy of the agenda can be distributed to attendees or posted for all to view.  If you do not feel this is necessary, then just make one available for the President and other officers 


The easiest way to prepare an agenda is to keep a list of items that need to be discussed.  Each on the list should be prioritized in order of importance.  The items should be then categorized according to the standard agenda format, shown below.  As an item is discussed during the meeting, it is crossed off the agenda.  Anything that is not discussed at the meeting will be the first item on the next meeting’s Old Business list.  Two important tips to remember are always consult with your President to make sure you have all the items that need to be discussed at meetings and ask members to turn in items of business prior to meetings.  This allows you time to schedule these items and to get a feel for the length of time that can be spent on each.  This will ensure that the meetings will not run too long.  An example can be seen in Attachment 2.

Order of Business

1. Call to Order--Ex. This meeting will now come to order on . . ..

2. Roll Call--You can call each members name or pass a sign-up sheet around the room.

3. Minutes--This can serve to remind everyone what happened at last meeting and help inform those who missed.

4. Officer or Committee Reports

5. Special Orders—Important business previously designated for the meeting.

6. Old Business—Unfinished business left over from a previous meeting.

7. New Business—Introduction of new topics from the floor.

8. Announcements

9. Adjournment

PARLIAMENTARY LANGUAGE

MOTION:  A motion is a proposal or resolution that the body takes certain actions or expresses itself as holding certain views.  A motion is out of order if it conflicts with the group’s constitution or by-laws.

MAIN MOTION:  A motion to introduce a principle subject.  Only one main motion may be considered at a time and it must be disposed of before another is introduced.

SUBSIDIARY MOTION:  A motion to modify or dispose of a main motion.  It can be applied to any main motion and must be voted on before the main motion.

PRIVILEGED MOTION:  A motion which is not relevant to the immediate question (main or subsidiary motion currently on the floor), but of such importance as to give it precedence over all other questions.

MOTION TO RECONSIDER:  Brings a previous action of the body before it again and enables the body to confirm or annul that action.  It must be made by a member of the prevailing side and must be made at the meeting at which the original action was taken.

MOTION TO LIMIT OR EXTEND DEBATE:  Limits the number or length of speeches, specifies the length of debate, or specifies a time when debate shall be closed.

MOTION TO LAY ON THE TABLE:  To put aside the pending question to an indefinite time, but its consideration may be easily resumed.  (Often referred to as “tabling” a motion.)

MOTION TO TAKE FROM THE TABLE:  To enable the body to resume consideration of a tabled motion.

MOTION TO CLOSE NOMINATIONS:  To enable the body to proceed to a vote.

POINT OF ORDER:  To object to a proceeding as being in conflict with the rules of procedure.  It must be recognized by the chair (Vice President—on chapter level).

MOTION TO POSTPONE INDEFINITELY:  To reject the main motion without risking a vote.  Allows the motion to fail without being brought to a vote.

MOTION TO POSTPONE DEFINITELY:  To defer action for a specific period, but not to have the effect of indefinite postponement.  (Similar to “tabling” a motion to a specific time.)

POINT OF INFORMATION:  Made when a member wishes to give some information to the chair or the assembly when a motion is not on the floor.  Must be recognized by the chair.  Is NOT a time for expressing opinions.

POINT OF CLARIFICATION:  Made when member wishes to get clarifying information about a question before the assembly.  Must be recognized by the chair.  This is NOT a time for expressing opinions.

PREVIOUS QUESTION:  A motion to cut off debate.  This must be moved and seconded, requires a vote with a 2/3 majority to be passed, and is not debatable.  (Mistakenly referred to as “calling the question”.)

FRIENDLY AMENDMENT:  A small change to an original motion or an amendment agreed to by those who make and second the motion.  Usually this is used to correct errors in a resolution or other main motion without changing the intent of that main motion.

MOTION TO RECESS:  Made at the conclusion of a business session.  (Except the final session in a series of meetings)

MOTION TO ADJOURN:  Made at the conclusion of a business meeting or the final business session.

MOTION TO SUSPEND THE RULES:  The rules of the assembly shall not be suspended except for a definite purpose.  A 2/3 majority must pass this motion.  This motion is used to change the order of precedence of business items.  It is not debatable, cannot be amended, and a vote on it cannot be reconsidered.  The form of this motion is “to suspend the rules which interfere with . . .”

DIVISION OF THE ASSEMBLY:  To take a vote in such a manner as to insure accuracy.  For example, a roll call vote.  This motion is made after a vote has been taken that does not insure accuracy (a voice or a raised hand vote in a crowded room) and serves to ask for a recount.

APPEAL THE DECISION OF THE CHAIR:  To place responsibility for a ruling in the hands of the assembly.

MAJORITY VOTE:  More than half of the votes.  50% +1 of the total votes cast.  (This does not include abstentions.)

PLURALITY VOTE:  Term used in elections when one candidate has the largest number of votes, but not majority.

QUORUM:  A specified number of members required to hold a legal meeting.  Unless otherwise specified by the bylaws, a quorum consists of a majority of the voting members (delegates) of an assembly or meeting.

2/3 MAJORITY VOTE:  2/3 of the total votes cast.  (This does not include abstentions.)

BYLAWS:  The rules that an organization has adopted to govern the body.  In the case of Sliver Wings, the National Manual serves the function of by-laws.  Chapters also have their own set of by-laws that are in compliance with these nationally set by-laws.

MOTIONS

Business is accomplished in meetings by means of debating motions.  The word motion refers to a formal proposal by two members (the mover and the seconder) that the meeting take certain action.

Course of a Motion

1. A member rises and addresses the chair.

2. The chair recognizes the member.

3. The member states his/her motion

4. Another member seconds the motion.

5. The chair states the motion to the assembly (for clarity).

6. Members discuss or debate the motion, if debatable.

7. The chair restates the motion.

8. The chair takes the vote

9. The chair announces the result of the vote.

DECORUM IN DEBATE

1. Debate should be pertinent to the immediate pending question.

2. All remarks should be addressed to the chair.  Avoid personalities and never embarrass another member directly.  If your comments are negative, try to use generalities, rather than names.  Try to make positive statements, if at all possible.

3. Always be courteous in both speech and deportment.

4. If at any time the chair rises to state a point of order, give information, or otherwise speak within his/her privilege, the member speaking should take his/her seat until the chair has been heard.

5. During debate, and while the chair is speaking, or the assembly is engaged in voting, no member is permitted to disturb the assembly by whispering, walking across the floor, or in any other way.

6. The chair rising to take the vote closes debate on a question.  After the vote is taken, debate cannot be reopened.

7. It is a general rule that no member of the assembly is present when any matter relating to him/herself is under debate.  This refers to motions to revoke membership or reprimand a member for disorderly conduct, or officer elections, etceteras.

8. No member of the assembly may speak twice on the same issue while any member who has not spoken wishes to do so.

9. During debate is the correct time to propose amendments to a motion or resolution, not during questions and answers.

NOMINATIONS

1. Do not require a second.

2. Are in order following a call for nomination by the chair.

3. Are repeated by the chair and recorded by the secretary.

4. Can be closed by a motion that requires a 2/3 vote.

5. Can be reopened by a majority vote.

VOTING

1. While no member can be compelled to cast a vote, it is the duty of each to participate in the decision of the body.

2. A member can change his/her vote prior to the announcement of the vote.  Once the vote has been announced, a change in vote may be made only if general consent is given.  A secret ballot vote may not be changed.

3. All motions are classified either debatable or undebatable.  Undebatable motions are voted on immediately, after the chair states the motion.

4. The chair is allowed to vote on any question when his or her vote will change the result.  However, it is wiser to avoid showing partisanship on a moot question.

5. To approve the minutes from the previous meeting, no motion is required.  The chairman states, “If there is no objection, the minutes stand approved as read (or corrected).”

6. Abstentions are treated as blanks or non-votes.  To calculate the number of votes necessary for a majority or 2/3 majority, these should be subtracted from the number of votes cast.

TYPES OF VOTING

1. Voice or acclamation

2. Show of hands

3. Secret Ballot

4. Roll Call

5. Proxy

TIPS FOR THE PARLIAMENTARIAN/VICE PRESIDENT

1. Have a flexible agenda

2. Allow time for questions

3. Treat all members of the general assembly with respect

4. Smile. Do not be negative

5. Look at the member addressing the chair; do not wander

6. Be professional and impartial

7. If a question is raised that cannot be answered, immediately, assure the member that the matter will be addressed, and attempt to find the answer once the meeting is adjourned.

8. Ask for opposition.  Debate is the time that differing opinions should be voiced, NOT AFTER THE MEETING!

9. Encourage participation

10. Be confident. Let the members rely on you the chair in your ability to run the meeting.  If a mistake is made, do not dwell on it.

RESOLUTIONS

The key to a well-written resolution is preparation.  The following steps must be followed in order to insure that the resolution submitted is appropriate, relevant, and in correct form.  Resolutions are submitted in writing and are voted on at NATCON.  This can also be used at ARCONs.  An example can be viewed in Attachment 1.

1.  DISCUSSION- Discuss the idea with others.  The chapter must support the idea, as its members will be sponsoring the resolution.

2.  RESEARCH- Does the resolution accomplish its objective? Is it relevant to SW as a national organization?  Does the resolution require a financial commitment from the national funds that cannot be met?  

3.  SIMPLICITY- Write the resolution in simple, clear language according to the format shown in the national manual.  Be concise, but be sure to include enough detail so that the resolution may be fully understood.  

4. NOTIFICATION- Make four copies of SW resolutions and copies of Joint AAS/SW resolutions and mail them to the appropriate headquarters.

5.  PRESENTATION- Be prepared for a presentation of the resolution at the business session at ARCON. 
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ATTACHMENT 1

ATTACHMENT 2

RESOLUTION # 1							2002 NATIONAL CONCLAVE





SPONSOR:  	John Burdette Binkley Chapter





SUBJECT:  	Chapter Awards





WHEREAS:  	Decreased Air Force ROTC enrollment and decreased Silver Wings membership have resulted in smaller chapters, and





WHEREAS:  	The John Burdette Binkley Outstanding Chapter Award (SWM Ch. 14, Section C, 14-18) is not based on chapter size, and





WHEREAS:  	It is very difficult for a smaller chapter to compete with a larger chapter, let it be 





RESOLVED:	That SWM 14-18 be revised so that the aforementioned award be based on the size of the chapters.  The awards will be given to the outstanding large and small chapters, with large and small defined as follows: large - with enrollment in the top 50% of chapters; small - with enrollment in the bottom 50% of chapters.
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Agenda for Silver Wings Chapter


April 29, 2002- 3:00 p.m.














Call to Order





Guest Speaker





Announcements





Officers Reports 


President


Vice President


Development Officer


Secretary


Public Affairs Officer


Treasurer





Upcoming Projects


Race for the Cure


Classroom visits with Air Force lesson plan


POW/MIA ceremony


Social with Arnold Air Squadron


Veterans’ Hospital Visit





Upcoming Fundraisers


Pizza Night after Lead Lab


Dutch Mill Bulbs


Air Show





Advisor Comments











