WAYS AND MEANS CHAIR

TEAM OSAN SPOUSES’ CLUB

OSAN AB, REPUBLIC OF KOREA

JUNE 2015

DUTIES AND RESPONSIBILITIES: 

Report to the 2nd Vice President

  Recruit Welfare Committee Volunteers  
Must include a minimum of 3 TOSC members in good standing. 

Invite TOSC President, 2nd Vice President, Welfare Treasurer and TOSC Advisor to all Welfare Committee meetings
Select a co-chair, if desired
  Receive Written Financial Requests for Welfare Funding from Various Organizations
Ensure all requests are made using the TOSC Welfare Request Form and are signed by the Unit Commander, School Principal, Organization President or other person in position of authority
Follow-up requests via e-mail 
  Organize Monthly Welfare Committee Meetings 
Review all requests prior to committee meetings; gather additional information regarding requests, 
if necessary
The Welfare Committee must reach a consensus for an approved amount for each request submitted
Unallocated requests over $500.00 approved by the Welfare Committee require a vote by the TOSC General Board
Allocated (line item) requests do not require Board approval

 Coordinate with Welfare Treasurer to Obtain Checks for Approved Donations
Ensure checks are mailed/delivered in a timely manner
Include personalized donation letter with each check
Prepare Written Monthly Board Report

Provide report to the Secretary, President & 2nd Vice President NLT Sunday prior to Board Meeting.
Include: all motions and list of requesting organizations/approved donation amounts 
Annotate any motions that require approval of the General Board 
Attend All TOSC General Board Meetings and Official Functions
Serve as a General Board voting member

Present Welfare board report at monthly General Board meetings

Attend any other Welfare-related meetings as required
Maintain and Update Welfare Committee Continuity Book
Retain records of all Welfare Request Forms, donation summaries and any relevant reports
Update Welfare Chair job description and present it to the Parliamentarian NLT 28 Feb each year

Prepare an After-Action Report 

Report is due NLT 1st week of May
Include lessons learned, request approval policies, allocated funds, unallocated requests and any recommendations for the future
POSITION DURATION:       TOSC board year (1 June – 31 May)
TIME REQUIRED:          10 hours/month
