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ADMINISTRATION 

SUBJECT: Attendance at Executive Board Meetings.

REFERENCES:
          1.  Georgia Federation Constitution, Article IV.
          2.  Georgia Federation Bylaws, Articles II and IV.

POLICY:

          1.  All elected statewide officers, District Vice Presidents, and the Immediate Past
President are members of the Executive Board and they will attend all regular and called
meetings of the Board.  (A called meeting can be an in-person meeting, a telephone call meeting,
and an e-mail conducted meeting.)  Individuals filling appointed and/or committee positions will
attend as invited by the President.

          2.  Any Executive Board member failing to attend two (2) consecutive regular or special
meetings of the Executive Board without reason acceptable to the majority of the Board, or
otherwise failing to perform all the duties of his or her office, may be discharged by resolution of
the Board.  Any vacancy thus created shall be filled by Presidential appointment for the
unexpired term.  The discharged member may not be considered a nominee for any Federation
office for a period of two (2) years.

PROCEDURES:

          1.  The Federation Secretary will provide notification to members of the Executive Board
as well as to others invited by the President.  The secretary will provide the date, time, and
location of the meeting as well as the agenda when it is available. 

           2.  The right and responsibility to make motions and to vote is reserved to members of the
Executive Board.  Appointed Officers and others invited to the meeting are not entitled to make
motions or vote, but their input and comments are encouraged.

           3.  Normal authorized reimbursable expenses will apply unless otherwise approved by the
Board.
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          4.  A District Vice President who is unable to attend a meeting may be represented by
his/her designee, or excused by the President.

          5.  Any NARFE member of the Georgia Federation of Chapters may attend the Executive
Board meeting as an observer.  Such individuals will attend at his/her own expense.

          6.  Minutes of the meeting will be prepared by the Federation Secretary and distributed to
the Board members not later than three (3) weeks following the meeting.
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ADMINISTRATION

SUBJECT: Chapter Officer Roster, Form F-7 and Federation Officer Roster, Form F-7A .

REFERENCES:
          None.

POLICY:
          A Form F-7 shall be completed by the chapters annually.  A Form F-7A shall be completed
by the Federation Secretary annually. 

PROCEDURES:

          Form F-7:
 
          1.  The Form F-7 will be completed in accordance with the instructions on the form or
otherwise provided. 

           2.  A copy of the completed Form F-7 will be forwarded to the Federation President and
Federation Secretary.

           3.  The Form F-7 is available on the NARFE National web site (www.narfe.org) under the
“Forms” heading.  The Form F-7 can be filled in electronically (a fillible PDF version is on the
web site) or printed out, completed. and mailed to all recipients.

          Form F-7A:
 
          1.  The Federation Secretary shall update and submit the Federation Form-F-7A each year
following the Federation State Convention.  The Federation Secretary shall prepare a listing of the
current Elected and appointed Officers and Committee Chairs each year after the Federation State
Convention and distribute this to these Officers and Chairs.

           2.  The Form F-7A is available on the NARFE National web site (www.narfe.org) under
the “Forms” heading.  The Form F-7A can be filled in electronically (a fillible PDF version is on
the web site) or printed out, completed. and mailed. 

http://www.narfe.org)
http://www.narfe.org)
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ADMINISTRATION

SUBJECT: Release of Chapter/Federation Membership List.

REFERENCE:
          National Bylaw, Article 1, Section 5A.

POLICY:

          All information containing members name, address, telephone number, e-mail address, or
other personal information shall be safeguarded.  Any use of such personal information except
those authorized by NARFE for the purpose of securing new members or for authorized Chapter
and Federation bulletins and newsletters is strictly forbidden. 

PROCEDURES:

          1.  Any documents containing member or prospective member names, addresses, telephone
numbers, or e-mail addresses shall not be released to any non-NARFE persons, organizations, or
entities.

          2.  When any documents or materials containing information listed above are no longer
needed, they shall be disposed in a secure manner such as shredding.
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ADMINISTRATION

SUBJECT: Alzheimer’s Fund-raising.

REFERENCES:
          None.

POLICY:
          The Georgia Federation of Chapters supports the National Alzheimer’s Association for
research and local Alzheimer’s organizations.

PROCEDURES:

INSTRUCTIONS FOR MAKING A DONATION TO ALZHEIMER’S:

NATIONAL ALZHEIMER’S RESEARCH:
          Checks for Alzheimer’s Research should be made out to “NARFE Alzheimer’s Research”. 
The chapter number should be annotated on the “For/Memo” line of the check.  These checks
should be mailed to the GA Federation Alzheimer’s Chair.  The Federation Alzheimer’s Chair
will record the amount of the contribution and the donor on Form F-38 “Coordinators Monthly
Report” at the end of each month and send checks along with the F-38 report to National
Alzheimer’s Headquarters in Chicago.  The Federation Alzheimer’s Chair is also required to send
a copy of the report to the Region III Alzheimer’s Coordinator.

           Do not send checks to the Federation Treasurer, as he/she would need to send these checks
to the Federation Alzheimer’s Chair, and this would make extra paperwork for the Treasurer.

LOCAL ALZHEIMER’S CONTRIBUTIONS:
          Checks to the local Alzheimer’s organizations should be mailed directly to the recipient
with a copy of your letter of transmittal sent to the Federation Alzheimer’s Chair, or you can just
send a handwritten note with the dollar amount of the contribution and the name of the recipient. 
You do not need to notify the Federation Treasurer of this either.  Again, it will just increase the
amount of paperwork he/she has to process.
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ADMINISTRATION

SUBJECT: Changing of a Chapter Name.

REFERENCES:
          None.

POLICY:

          A Chapter name change must be accomplished by amendment to the Chapter’s Constitution
and Bylaws.

PROCEDURES:

          1.  A motion to amend the Constitution or Bylaws to change the Chapter name must be
approved at a scheduled Chapter Meeting.

          2.  A complete copy of the changed Constitution and Bylaws must be provided to the
Federation Secretary and the National Secretary.

DISCUSSION

          A Chapter’s Charter does not need to be changed; however, the paperwork associated with
the name change, i.e., minutes of voting, changes to the Constitution and Bylaws, etc., should be
made permanent records and kept by the Chapter Secretary.
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ADMINISTRATION

SUBJECT: “Georgia NARFE”

REFERENCES: Georgia Federation of Chapters Bylaws, Article V.
                          Georgia Federation of Chapters Bylaws, Article IX.

POLICY:

          The Georgia Federation of Chapters shall publish a newsletter entitled “Georgia NARFE”. 
The frequency and means of distribution (US Mail, email, etc.) of publication shall be determined
by the Federation Executive Board.

PURPOSE:

          The purpose of the newsletter is to provide an effective means of communications between
the Federation and its Chapters and provide news-worthy information on national, federation, and
chapter issues/events to the NARFE membership through Chapter Presidents/Secretaries and other
designated individuals on the mailing list.  The newsletter is to be of professional quality in
content and appearance, and contain articles submitted by the National and Federation Executive
Board as well as guest columnists.  Officers/Committee Chairs are encouraged to submit articles
to the Editor for consideration and inclusion in the “Georgia NARFE” newsletter.

PROCEDURES:

FEDERATION PRESIDENT:

          1.  The Federation President may nominate an Editor and other necessary assistants to the
Executive Board for their concurrence.  The President may authorize the Editor to represent the
Federation at media/editorial functions for NARFE and related groups of interest to NARFE
members.

          2.  The Federation President shall coordinate with the Editor, as necessary, to insure
effective communications of timely information to the membership distributed through Chapter
Presidents/Secretaries.  The Federation President shall determine the need for additional guidance,
study of the process, or assistance for the Editor.

          3.  The Federation President shall insure that the Editor has access to current lists of
Chapter Officers/members to verify and update the mailing list for the newsletter.  The scope of
distribution of the newsletter shall be determined by the President.
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          4.  The Federation President shall coordinate with the Federation Treasurer for payment of
documented expenses for equipment, material, printing (copying), labels for addresses, postage,
and other reasonable expenses incurred in the production of the newsletter.

FEDERATION NEWSLETTER EDITOR:

          1.  The Editor is ultimately responsible for the content, accuracy, quality, and timeliness of
distribution of the “Georgia NARFE” newsletter, and conferring with the Federation President on
issues of concern.

          2.  The Editor shall collect articles, edit, publish the newsletter, and make distribution to
the Chapter Presidents/Secretaries, and other authorized persons on the Federation mailing list in
accordance with the guidelines and time frames established by the Federation President.

          3.  The Editor shall submit an Expense Report, including receipts/documentation, for all
items related to publication and delivery of the newsletter to the Federation Treasurer for
approval and payment.  The Editor shall submit an Expense Report for expenses not related to
the actual publication, i.e., authorized travel to Federation Board Meetings, Federation/National
Conventions, etc., to the Federation Treasurer.

          4.  The Editor shall provide a written report of newsletter activities and suggestions for the
newsletter to the Federation Secretary for inclusion in the Executive Board package for each
Federation Executive Board Meeting as well as an Annual Report for the Convention packages. 
The Editor will make an oral report to the delegates as part of the Convention program.

          5.  The Editor shall maintain a mailing list using data available on the NARFE National
web site.
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ADMINISTRATION

SUBJECT: District Vice Presidents.

REFERENCES:
          1.  Georgia Federation Constitution, Article IV.
          2.  Georgia Federation Bylaws, Article II.

POLICY:

          District Vice Presidents shall be elected at each Annual Convention as per Article II of the
Bylaws of the Georgia Federation of Chapters and serve on the Georgia Federation of Chapters
Executive Board as per Article IV of the Constitution of the Georgia Federation of Chapters.

PROCEDURES:

          1.  The District Vice President is the visible liaison between the Federation Executive
Board and the local chapters.  He/She is a key in the Federation communications network by
relaying pertinent information from the Federation Executive Board meetings and conventions.

          2.  The District Vice President should visit each chapter at least twice during the year and
be available to offer informational talks at meetings.  He/She is available to chapter officers
regularly by telephone and/or by mail (postal or e-mail). 

          3.  The District Vice President is responsible for chapter president training and assisting
them in training of their officers.  He/She is available for the installation of new officers.  He/She
promotes the operation of local chapter Service Centers.

          4.  The District Vice President should have knowledge of membership, official forms and
publications, and possess the ability to organize new chapters and work with troubled chapters to
keep them from folding.  He/She keeps the Federation Vice President informed of significant
developments within the chapters.  He/She furnishes reports of activities at Federation Board
meetings.

          5.  The District Vice President is the super salesperson for the NARFE membership,
NARFE PAC, FEEA, and Alzheimer’s programs, all of which are supported by the Federation. 
He/She should also cooperate with GFMRC.



                                                                                             Page 2 of 2
                                                                                             OPERATING INSTRUCTION A-7

          6.  The District Vice President must keep current files of all chapters within his/her
District. Files should include Chapter Officers, M-112 and other membership data.

          7.  To accomplish these goals it is suggested the District Vice President conduct an
Executive Board meeting within the District on an as needed basis.  Funding for this meeting
would come from the Chapters.
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ADMINISTRATION

SUBJECT: Resolutions.

REFERENCES:
          National Bylaws, Article VI, Section 3. E. And 3. F.
          National Bylaws, Article IX.
          NARFE Form F-3A, Proposed Convention Resolution.
          NARFE Form F-3C, Proposed Bylaw/Standing Rule Amendment
          Georgia Federation Constitution, Article VI.
          Georgia Federation, Bylaws, Article X.

POLICY:

          Proposed NARFE National Bylaw Amendments/Convention Resolutions, or proposed
Georgia Federation of Chapters Constitution and Bylaws Amendments/Convention Resolutions
are initiated via the Resolution.

INFORMATION:

          The paragraphs below provide guidelines for submitting resolutions for consideration at
NARFE National Conventions or at the Georgia Federation of Chapters State Convention.  The
preferred method of submission is the use of either NARFE Form F-3A or F-3C for the type of
Resolution to be submitted.  Form F-3A and F-3C (in a Microsoft Word format) can be
downloaded from the NARFE web site at www.narfe.org or ordered from National using the
Form F-18.   The following paragraphs are copied verbatim from the current versions of the
National Bylaws and the Georgia Federation Constitution and Bylaws as of October 2007 and
provided for information only.  Please refer to the current versions of these documents at the time
you are considering preparing a resolution.

PROPOSED CHANGES TO THE NARFE NATIONAL BYLAWS:

          1.  NARFE Bylaws, Article VI, Section 3. E:
              “E. The resolution or report that recommends changes in the compensation of National
Officers or of the Regional Vice Presidents shall be placed before the Convention and finalized
by written ballot before the close of business on the third day of the Convention.  A two-thirds
(2/3) vote shall be required for approval.  No subsequent motion to reconsider the vote or to
recall the motion on the subject of compensation of the National Officers or the Regional Vice
Presidents shall be considered at the Convention in session.”

http://www.narfe.org.
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          2.  NARFE Bylaws, Article VI, Section 3. F:
             “ F. Any resolution or report that recommends changes in the National Bylaws governing
National and/or Chapter dues shall be placed before the Convention and finalized by ballot
before the close of business on the third day of the Convention.  A two thirds (2/3) vote shall be
required for approval.  No subsequent motion to reconsider the vote or to recall the motion on the
subject of dues shall be considered at the Convention in session.”

          3.  NARFE Bylaws, Article IX, Section 1. Initiation:
          “Amendments to these Bylaws may be initiated by a two thirds (2/3) vote at a meeting of
any of the following:
              A.  A Chapter direct to National Headquarters.
              B.  A Chapter via a Federation Convention, if adopted.
              C.  A Federation Executive Board direct to National Headquarters.
              D.  A Federation Executive Board via a Federation Convention.
              E.  A Federation Convention to National Headquarters.
              F.  The NEB.”

          4.  NARFE Bylaws, Article IX, Section 2. Submission and Adoption.
              “A.  Proposed changes to these Bylaws shall be submitted to the National Office for
consideration at a National Convention for adoption by a two thirds (2/3) vote, provided that
previous notice is given at least sixty (60) days prior to the opening of the Convention by a
publication sent to all Chapter Secretaries and Convention Delegates.

              B.  In the absence of a prior notice as required in A. above, proposed amendments to
these Bylaws shall be adopted by a two thirds (2/3) vote at the National Convention, subject
thereafter to ratification by referendum to the Chapters, as provided below in Section 4.

              C.  These Bylaws may also be amended at any time other than at a National Convention,
subject to ratification by referendum to the Chapters as provided in Section 4. below, by an
amendment initiated by anyone listed in Section 1. A. Through F. above, and approved by a two
thirds (2/3) vote of the NEB.”

          5.  NARFE Bylaws, Article IX, Section 3. Bylaws Committee Options.
              “Proposed amendments to these Bylaws may be: amended with no increase in scope;
combined with similar amendments, with a single substitute prepared in place of.  When
recommended by the Convention Bylaws Committee for adoption (and adopted by a two thirds
(2/3) vote at the Convention), will therefore not be subject to ratification by the Chapters.”

          6.  NARFE Bylaws, Article IX, Section 4. Referendum to the Chapters.
              “A.  A referendum to the chapters shall be by publication in Retirement Life and ballots
forwarded to each Chapter Secretary and Delegate-at-Large.



                                                                                             Page 3 of 3
                                                                                             Operating Instruction A-8
                                                                                             Amended: May 14, 2008

              B.  All Chapters and each Delegate-at-Large shall have a period of three (3) months in
which to vote on said amendment and to certify the vote to the National Office or to an
independent vote-counting agency selected by the NEB.

              C.  Chapters chartered prior to the start of the referendum voting period shall be entitled
to vote in the referendum, and for this purpose, may cast as many votes as their current
membership entitles them under the provisions of Article IV, Section 3, B.

              D.  Each person occupying a position classified as a National Convention Delegate-at-
Large, for this purpose, shall be entitled to one (1) vote.

              E.  Two thirds (2/3) of the votes recorded within the set time limit, shall validate the
amendment, provided ten percent (10%) of the Chapters have responded.”

PROPOSED CHANGES TO THE GEORGIA FEDERATION OF CHAPTERS
CONSTITUTION AND BYLAWS:

          1.  Federation Constitution, Article VI, Amendments:
              “Section 1.  This Constitution may be amended at a Federation convention by two thirds
vote of the delegates present and voting.  A resolution proposing an amendment shall be
submitted by the Executive Board or a Chapter to the Federation Secretary not less than 60 days
prior to the convention for transmittal to each member Chapter not less than 30 days prior to the
convention.  Resolutions not meeting this time requirement will be returned to the originator by
the Federation Secretary.

              Section 2.  Resolutions not meeting the above time requirements may be considered
during a convention in accordance with the Rules for Georgia Conventions, provided two thirds
of the delegates present and voting vote to consider it.  Such resolutions require a two-thirds vote
for adoption.

              Section 3.  Amendments thus adopted to this Constitution shall become effective upon
approval at the National Headquarters.”

          2.  Federation Bylaws, Article X, Amendments:
              “The Bylaws may be amended at a Federation Convention by submission of a resolution
in accordance with ARTICLE VI, AMENDMENTS, of the Constitution except that the
resolution shall become effective on the date of it’s adoption unless otherwise stated.”



                                                                                             OPERATING INSTRUCTION A-9
                                                                                             Approved: January 2008
                                                                                             Amended: October 2009

ADMINISTRATION

SUBJECT: NATIONAL ACTIVE AND RETIRED FEDERAL EMPLOYEES ASSOCIATION-
FEDERAL EMPLOYEE EDUCATION AND ASSISTANCE (NARFE-FEEA) FUND 

POLICY:
          The Georgia Federation of chapters supports fund-raising for the National NARFE-FEEA
Fund.

PROCEDURES:

          1.  Georgia NARFE FEEA Chair shall:
              A.  Periodically write articles about FEEA for publication in the Georgia Federation
Newsletter.
              B.  Provide status reports, as requested by the Federation Secretary, for the Executive
Board Meetings and the State Convention.
              C.  Communicate with the Chapters via the District Vice Presidents about FEEA goals
and to encourage financial contributions.

          2.  SCHOLARSHIP FUND: 
              This Fund will provide scholarships to successful applicants who are the children,
grandchildren, great grandchildren, or stepchildren of NARFE members.  Contributions to the
Fund can come from the Members and Chapters.

          3.  DISASTER FUND:
              This Fund will provide Active and Retired NARFE Members emergency financial
assistance who are victims of floods, hurricanes, earthquakes, and other disasters.  Contributions
to this Fund can come from Members and Chapters.

          4.  CONTRIBUTIONS:
              Make checks payable to:
                     Scholarship Fund      -   NARFE-FEEA Scholarship Fund
                     Disaster Fund           -    NARFE-FEEA Disaster Fund

              Mail To:                               Georgia NARFE-FEEA Programs Coordinator

              NOTE: The name and address of the current Georgia NARFE-FEEA Programs
Coordinator can be found under the “Federation Officers” listing on the Federation web site at
www.ganarfe.com . 

              * Contributions are tax deductible if you itemize deductions.

http://www.ganarfe.com
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ADMINISTRATION

SUBJECT: President

REFERENCES:
1.  Georgia Federation Constitution, Article IV.
2.  Georgia Federation Bylaw, Article II and Article III. 

POLICY:

1.  The President shall be elected at each Annual Convention as per Article II of the
Bylaws of the Georgia Federation of Chapters and serve on the Executive Board of the Georgia
Federation of Chapters as per Article IV of the Constitution of the Georgia Federation of
Chapters.

2. The President shall: be the executive officer of the Federation and the Executive Board
and preside at all meetings; fill authorized appointive positions provided for in the Bylaws
subject to the approval of the Executive Board; be responsible for organizing and coordinating
plans and arrangements for the annual convention; and perform any directives of the Executive
Board.

PROCEDURES: The President shall:

  1. Preside at Federation conventions, meetings of the Federation Executive Board, and
all other Federation meetings.

  2.  Appoint officers and committee chairs and members that are not elected positions
and may not be required by the Constitution and Bylaws, but are necessary to carry out the
functions of the Federation.

              3.  Ensure the timely submission or all Federation reports to the National Headquarters
or Region III Vice President.

  4.  Develop plans and goals for the Federation and submit these to the Executive Board
for approval as required.

  5.  Represent the Federation at National conventions and meetings, as well as other
functions requesting the Presidents attendance, such as the Georgia Federal/Military Retiree
Coalition (GFRMC).

  6.  Provide guidance and direction to Federation officers, chairpersons, and District Vice
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 Presidents.

  7.  Assist in formation of new chapters.

  8.  Promote the recruitment and retention of members.

  9.  Visit individual chapters as requested for special events or as needed.

10.  Promote the aims and objectives of NARFE.

11.  Advise National Headquarters of any problems or of any positive accomplishments
within the Federation.

12.  Promote the legislative goals of Headquarters NARFE and the Federation to national
and state legislators.



Page 1 of  2
OPERATING INSTRUCTION A-11
Approved:

ADMINISTRATION

SUBJECT: Vice President

REFERENCES:
1. Georgia Federation Constitution, Article IV.
2. Georgia Federation Bylaw, Article II and Article III. 

POLICY:

1. The Vice President shall be elected at each Annual Convention as per Article II of the
Bylaws of the Georgia Federation of Chapters and serve on the Executive Board of the Georgia
Federation of Chapters as per Article IV of the Constitution of the Georgia Federation of
Chapters.

2. The Vice President shall: provide or assume the duties in the absence or disability of
the President; be Chairman of the Membership Committee; and serve in such other capacity as
the President may direct.
 
PROCEDURES:

1. The Vice President shall serve and assume the duties of the Federation President in
his/her absence or disability. 

2. The Vice President shall be the Chairman of the Membership Committee.  He/She
shall receive membership literature and reports such as the monthly M-112 and the semi-annual
M-114 reports.  He/She shall share membership information with the membership through
Executive Board reports and articles in the Federation Newsletter.  He/She shall prepare
summary reports of the M-112 and M-114 data and provide them to the President and District
Vice Presidents.

3. The Vice President shall represent the Federation at Chapter meetings or
meetings/events with other organizations as directed by the President.

4. The Vice President shall monitor the current Federation Constitution and Bylaws and
coordinate any changes required with the President and the Secretary.  Based on direction from
the President, he/she shall do the necessary coordination to insure that any changes are presented
at the appropriate meetings for consideration and the necessary voting.

5. The Vice President shall monitor the Federation Policies and Procedures and
coordinate any changes required with the President and the Secretary.  Based on directions from 
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the President. He/She shall do the necessary coordination to insure that any changes are presented
at the appropriate meetings for consideration and the necessary voting.

6. The Vice President shall perform other duties as requested by the President.



Page 1 of 4
OPERATING INSTRUCTION A-12
Approved: October 2009

ADMINISTRATION

SUBJECT: Secretary 

REFERENCES:
1. Georgia Federation Constitution, Article IV.
2. Georgia Federation Bylaw, Article II and Article III. 
3. National F-10, Chapter & Federation Officers Manual, Section II.

  
POLICY:

1. The Secretary shall be elected at each Annual Convention as per Article II of the
Bylaws of the Georgia Federation of Chapters and serve on the Executive Board of the Georgia
Federation of Chapters as per Article IV of the Constitution of the Georgia Federation of
Chapters.

2. The Secretary shall: keep a record of member Chapters with the names and addresses
of their officers; record proceedings of the convention and Executive Board business meetings
and submit a summary of each to the Editor for publication; maintain the official copy of the
Constitution and Bylaws; attend to official correspondence; maintain records and files pertaining
to the office of the Federation Secretary; make distributions to the Chapters of proposed
resolutions, slate of nominees for office, and credential forms; and perform such other duties as
the President may direct.

PROCEDURES:

The Secretary functions in several roles and these procedures will separate these functions by
category to better identify the duties.  Since some of the duties are similar in several functions,
the duties may be listed several times.

GENERAL FEDERATION DUTIES

The Secretary shall:
  1. Maintain all records and files of the Federation pertaining to the office of Secretary.
  2. Keep a record of member Chapters with the names and addresses of their officers and

distribute this information as needed.
  3. Prepare and submit a Form F-7A, State Federation Officer Roster, to National each

year following the state convention, and prepare and submit an updated Form F-7A should any
changes of Federation Officers occur within the year after the initial submission. 

  4. Prepare current listing of Elected and Appointed Officers and Committee Chairs each
year after the Federation convention and distribute the list to the Elected and Appointed Officers, 
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Chairpersons, and Chapter Presidents.
  5. Provide Chapter Presidents and Secretaries copies of chapter President and Secretary 

names, addresses, phone numbers, e-mail addresses where available and chapter meeting
information such as place, date, and time. 

  6. Maintain the official copy of the Federation Constitution and Bylaws and provide
copies to all Board Members, Appointed Officers, Committee Chairpersons, Chapter Presidents
and others as requested.  Provide copies to those herein identified whenever the Constitution and
Bylaws are revised.

  7. Maintain the official copy of the Federation Policies and Procedures and provide
copies to all Board Members, Appointed Officers, Committee Chairpersons, Chapter Presidents
and others as requested.  Provide copies to those herein identified whenever the Policies and
Procedures are revised.

  8. Prepare and send correspondence to National and Chapter Presidents as requested by
the Federation President.  Request and maintain a supply of NARFE Forms as needed.  (NARFE
Form F-18, Requisition for Printed Supplies, is the requisition for printed supplies which is
available on line from the NARFE web site or in hard copy from National.)

  9. Prepare minutes of the Federation convention and all Executive Board meetings, and
provide copies to all Board Members, Appointed Officers, Committee Chairpersons, Chapter
Presidents and others as requested. 

10. Prepare and send correspondence to Chapter Secretaries, including requests for
deceased members needed for developing the memorial service program for the Convention.

11. Assure that all Chapter Secretaries have completed and sent their Form F-7, Chapter
Officer Roster, by January 1  of each year.  These forms may be completed before the installationst

of officers.  District Vice Presidents may be asked to assist with this.  Even if there is no change
in officers, the Federation Secretary should be notified.

12. Keep the Executive Board, Web Master, and Newsletter Editor informed of changes
in mailing and e-mail addresses, telephone numbers, etc., of Executive Board members,
Appointed Officers, Committee Chairpersons, and Chapter Presidents and Secretaries.  This
should be provided at least bi-monthly so the Newsletter Editor has changes prior to mailing the
newsletter.
  

EXECUTIVE BOARD MEETINGS

The Secretary shall: 
1. Coordinate with the Federation President and provide notification to members of the

Executive Board, as well as others invited by the President, to attend Executive Board Meetings. 
Notification to include the date, time, location, and agenda.  Notification to be addressed to
invitees only with copies to others for information only.

2. Record and maintain the minutes of meeting.  Draft minutes shall be distributed to the
Board members no later than 30 days following the meeting.
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FEDERATION CONVENTIONS

The Secretary shall:
1. Coordinate with the Federation President and provide notification to the members of

the Executive Board, as well as others invited by the President to the Federation Convention.  
Notification to include the date, time, location, and agenda.  Notification to be addressed to
invitees only with copies to others for information only.

2. Receive any proposed resolutions that require voting by the convention delegates not
less than 60 days prior to the convention and transmit copies of these to each chapter not less
than 30 days prior to the convention.

3. Provide to the Convention Chairperson no later than the date indicated: 
A. A current list of Chapter Presidents by February 15th..
B. A list of the Federation Executive Board along with the appointed officers and

committee chairs by February 15th..
C. The official number of delegates allowable for each chapter as of the December

Membership Summary Report M-110 will provide the information to develop this count.  
(Federation Bylaws Article VIII, Section 2 states “Delegates to the convention shall be the
members of the Executive Board, the President of each member chapter, and delegates from each 
member chapter allocated on the basis of one delegate for each 25 Chapter members or fraction
thereof as shown in its December 31 Chapter report” by February 15th. 

D. Any changes in Past Federation Presidents (those who expired since the last
convention) by April 1st..

E. Reserved seating for the banquet (names and seating arrangements) as
approved by the Federation President by May 1 .st

F. The dates listed above may be altered by coordination between the Federation
Secretary and Convention Chairperson.  

4. The Secretary shall bring the following to the convention:
A. The Federation banner. 
B. Packets for all the elected and appointed officers, committee chairpersons, and

Chapter Presidents.  Each packet shall include:
1. Minutes of the last convention.
2. Copies of all reports submitted by Federation officers and chairpersons.
3. Copies of the Memorial Service Program.
4. An up to date listing of Chapter Presidents and Secretaries.
5. Copies of any proposed resolutions.

5. The Secretary shall call the roll of chapters to determine delegates present at the
opening session to assure there is a quorum.

6. The Secretary shall record and maintain the minutes of the convention. Draft minutes
shall be distributed to the Board members no later than 30 days following the meeting.

7. The Secretary shall complete and submit Form F-22, State Federation Convention
Report, shortly after the convention.  The report, signed by the Federation Secretary, is to be sent
with attachments, to the National Headquarters, Federation & Chapter Service Section.
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NATIONAL CONVENTIONS

1. The Secretary shall work with Chapter Secretaries to assure that all Designation of
Chapter Voting Representatives, Delegates, Alternates, or Proxy convention forms are completed
and submitted in a timely manner to assure that all Federation votes may be cast by delegate or
proxy.  Chapter Secretaries are required to send copies of the completed forms to National and
the Federation Secretary.   District Vice Presidents may be asked to assist in this effort.
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FINANCIAL

SUBJECT: Expense Reimbursement.

REFERENCES:
          None.

POLICY:
          Georgia Federation Elected Officers, Appointed Officers, Chairpersons, and others
authorized expense reimbursement shall submit Expense Reports using the authorized Expense
Report Form.  It is recommended that these reports be submitted monthly when appropriate. 
Expense forms for Conventions, Board Meetings, etc., may be submitted at the conclusion of
these events.

PROCEDURES:

          1.  The Georgia Federation Executive Board shall establish rates for approved
reimbursement of expenses.

          2.  Expense Reports will be submitted to the Federation Treasurer for review and payment. 
The first week of each month, the Federation Treasurer will prepare a summary report of income
and expense for the previous month.  A copy of this report will be sent to the President and Vice
President.

          3.  Receipts must be provided as required by Board action.  Expenses reported must be
clearly identified and explained when necessary.

          4.  Reimbursement for Federation and National Conventions and meetings shall be
determined by Executive Board action prior to such conventions and meetings.  The
determination shall include eligibility and rates.

          5.  District Vice Presidents attending any meeting/function outside their own district must
obtain prior approval of the President, or in his/her absence the Vice President, if planning to file
a claim for reimbursement.

          6.  With the exception of the President and Vice President, all officers must have the same
approval, as in 5. above, to attend the same event, if reimbursement is expected.  Several officers
attending the same chapter meeting etc., will not be reimbursed,  but they are encouraged to
attend such meetings/functions at their own expense.
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          EXCEPTION: Any elected or appointed Federation Officer who is requested by the
Federation President or Vice President to attend multiple district and/or chapter meetings is
eligible to claim reimbursement for mileage, meals, and if appropriate, lodging.  Chapter
members in attendance ( except host chapter) are authorized mileage reimbursement for one (1)
automobile per chapter.  Presidents of participating chapters are encouraged to reimburse
attendees for meals (and lodging where applicable) from their respective chapter treasury.

          7.  Expenses incurred in attending home chapter meetings are not reimbursable.

          8.  The Treasurer is authorized to make changes to correct errors in Expense Reports, such
as calculation errors, ineligible expenses, etc.  An explanation of the reason for the change shall
be included with the reimbursement check.

          9.  Expense Reports for convention and seminar expenses shall be separate from other
expenses.
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FINANCIAL

SUBJECT: Special Funding Requests.

REFERENCES:
          None.

POLICY:

          Requests for Special Funding for certain NARFE activities may occur.  The Federation
President may authorize an expenditure of up to $100 for each of these requests at his/her
discretion.

PROCEDURES:

          1.  Requests for Special funding for certain activities will be submitted to the Federation
President.  The President shall require any supporting documentation that he/she deems
appropriate.

          2.  The Federation President will confer with the Federation Treasurer to determine the
availability of funds for such requests.

          3.  The Federation President may authorize payment of up to $100 for each request.  Upon
his/her approval, the Federation President will provide written authorization to the Federation
Treasurer for disbursement of the funds.  Initial approval may be provided to the Federation
Treasurer by telephone, e-mail, or in person.
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FINANCIAL

SUBJECT: Approved Reimbursement Rates for Expenses.

REFERENCES:
          None.

POLICY:

          1.  The Federation Executive Board will establish rates for approved reimbursement of
expenses.
          2.  Currently established rates are as follows:
                   (A)  Mileage:  Mileage rate to be voted at each Executive Board meeting preceding     
                          the next NARFE year.
                   (B)  Lodging:  Remuneration shall not exceed the daily rate of the hotel/motel where  
                          the event is being held.  (Receipt required).
                   (C)  Meals:  Actual cost, capped at $15.00
                   (D)  Telephone: Telephone expenses not received in time for submission may be         
                           submitted as part of the following claim.  An itemized list of long distance calls, 
                           in sequence, must be submitted.  The listing should contain date, place called,     
                           person called, and cost.  Do not send a reproduced copy of the telephone bill.      
                           (In lieu of toll telephone service, a calling card may be purchased in an amount   
                           not to exceed $25 by the President. Vice President, Secretary, Treasurer,              
                           Legislative Director, or the six District Vice Presidents.  The calling card must    
                           be sent to the Federation Treasurer when the owner is no longer in office.)  
                   (E) Stipends: Secretary and Treasurer, beginning at $1,000.00 and increasing at           
                         $100.00 for each year of service to a maximum of $1,400.00.  Auditor $200.00     
                         for each year auditing the Federation Accounts.

PROCEDURES:

          Reimbursement for expenses will be claimed on an Expense Report in accordance with
Operating Instruction B-1.

DISCUSSION

           Because of diverse circumstances associated with travel, it occasionally will be necessary
to spend one or more nights in a hotel/motel.  This is mostly contingent on mileage traveled
(more than 100 miles one way).  When anticipating an overnight stay during travel, authorization
will be obtained in advance from the Federation President.
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FINANCIAL

SUBJECT: Travel Expense Reimbursement Authorized by The Executive Board.

REFERENCES:
          None.

POLICY:

          1. The Executive Board will determine the types and amounts of expenses to be
reimbursed to its members and others required to attend State and/or National Conventions.

          2.  As a general rule, Executive Board Meetings and/or other seminars reimbursement will
be for mileage at the currently approved rate, plus the cost of the meal package, or when there is
no meal package.  However, when there is no meal package, the Executive Board will determine
the amount for each participant.

          3.  In addition to the reimbursement outlined above, it has become standard practice for the
Executive Board to authorize lodging for those attendees requiring overnight attendance.  (See
Operating Instruction B-3).

          4.  For National Conventions, the Federation President shall be reimbursed for actual
expenses incurred.  Other members of the Executive Board, plus the Editor or Public Relations
Director, but not both, the PAC Chairperson, Alzheimer’s Chairperson, and FEEA Chairperson
will receive an amount determined by the Executive Board to help defray expenses.

          5.  In order to qualify for the reimbursement, individuals must attend required Convention
business sessions.

          6.  For Legislative and Membership Conferences held in Washington DC, every two years,
only the expenses of the Legislative Director will be paid.  Any other person wishing to attend
will do so at their own expense.  In the event the Legislative Director can not attend, then the
President will be paid to attend.  In the event the President can not attend, the Vice President will
be paid to attend.

DISCUSSION

          Claims for reimbursement will be submitted on an Expense Report to the Federation
Treasurer for approval and reimbursement.  Claims for Convention and Seminars/Conferences
must be submitted separate from the Expense Report procedures outlined in Operating
Instruction B-1.
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LEGISLATIVE DIRECTOR

SUBJECT: Legislative Representatives.

REFERENCES: 
          None.

POLICY:

          The Legislative Director, with the approval of the Federation President, will appoint a
Legislative Representative for each of the Congressional Districts.  He/She must be a chapter
member in that Congressional District.

PROCEDURES:
 
          1. The term of office will normally be from State Convention to State Convention;
however, the Legislative Director, with the approval of the President, has the discretion to
remove a person for non-performance of his/her duties.

          2.  Written guidelines, outlining the duties, will be furnished each Representative by the
Legislative Director and each Representative will report directly to him/her.

GUIDELINES FOR LEGISLATIVE REPRESENTATIVES

APPOINTMENT:
          A Legislative Representative will be appointed in each U.S. Congressional District.  This
person must be a NARFE Chapter member in the U.S. Congressional District.  These persons
will be appointed by the Legislative Director and approved by the Federation President.  As
needed, and as appropriate, advice on appointments will be requested and received from Chapter
Officers, members, and the District Vice Presidents.

DUTIES OF THE LEGISLATIVE DIRECTOR

          1.  Give advice and guidance to the Legislative Representatives regarding the position of
NARFE on issues.

           2.  Report the activities of the Legislative Director and Legislative Representatives to the
Executive Board.

           3.  Keep the NARFE-PAC Coordinator informed on those items deemed pertinent, 
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especially the position of the U.S. Representatives and U.S. Senators on NARFE issues.

TERM OF OFFICE OF THE LEGISLATIVE REPRESENTATIVES:

          The term of office will normally be from State Convention to the subsequent State
Convention.  They will serve a lesser term at the discretion of the Legislative Director and as
approved by the Federation President.

DUTIES OF THE LEGISLATIVE REPRESENTATIVES:

          1. Develop a professional and personal relationship with the U.S. Representative and the
staff in the office.

          2.  Communicate to the above the position of NARFE on issues.

          3.  Determine the position of their elected officials on NARFE issues and communicate
these positions to the Legislative Director.

          4.  Respond to requests from the Legislative Director when called upon to contact elected
officials.

          5.  Report to the Legislative Director, orally or in writing, a synopsis of their activities. 
This would be on an as requested basis.




