MARC OPERATIONS MANUAL
The purpose of this manual is to assist the elected and appointed officers of MARC to be more effective and knowledgeable in the completion of their jobs.  To assist those who may be considering running for that particular office in knowing just what that job encompasses.

It is hoped that it will put all the materials such as bylaws, standing rules, traditions and tips all in one place.

This is new and just a beginning.  It can be easily added to and subtracted from to fit the needs of the council.  It is set up with one page set aside for each officer, a section that includes the conference guidelines and some samples.

We hope that everyone finds it helpful

Respectfully submitted your 2008-2009 Elected and Appointed Officers.
PRESIDENT

ByLaws pertaining to this office

ARTICLE V  OFFICERS

Section 1. Elected Officer
A. The officers of the Midwest Area Regional Council shall be president, vice president/ president elect, secretary, treasurer, communicator and parliamentarian. These officers shall perform the duties prescribed by these by-laws and the parliamentary authority adopted by the Midwest Area Regional Council.

B. The officers shall be elected by ballot to serve for one year or until their successors are elected. Their term of office shall begin at the close of the annual leadership conference at which they are elected.

ARTICLE VI  QUALIFICATIONS OF OFFICERS

Section 1. 
To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2.  All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.
Section 3.  To be eligible for the offices of President and Vice President/President Elect, a candidate must have been a State President.

ARTICLE VIII  DUTIES OF OFFICERS (Probably WILL be renumbered as a Standing Rule)

Section 1. President
A. Shall organize the Midwest Area Regional Council General Board as a functioning body.

B. Shall have general supervision of the council under the direction of the executive board.

C. Shall preside at all meetings and the annual leadership conference.

D. Name all appointed officers, standing committees and other special committees with the approval of the executive board.

E. Shall be an ex-officio member of all committees but shall not be required to attend meetings thereof.

F. Shall instruct all elected and appointed officers and committee chairpersons to prepare a permanent file that shall be turned over to their successors immediately following the annual leadership conference.

G. Shall communicate with the general board through the Communicator’s newsletter and at other times as deemed necessary.

H. Shall retain records for a period of three (3) years then return to originator.

Standing Rules pertaining to this office
FINANCING

Allowable budgeted expenditures shall be financed as follows:
PRESIDENT:

1. Traveling expenses which shall consist of transportation, room, and registration fees to IC Convention and MARC state visits.

2. Registration to MARC conference.
The President and Vice President must visit the conference site during the year to meet with the local Conference Chairman

Additional suggestions, traditions and need to knows:
MARC does own its own set of flags which are usually in the procession of the MARC Conference Chairman who will be chairing the next conference.  It consists of the following 1) US Flag  2) MARC Flag  3) ESA Flag,  4) All Faiths Flag  5) ESA Flag and 6) individual state flags for all states comprising the Midwest Area Regional Council

MARC owns flash drives for each officer.  The following officers are in procession of these flash drives and they need to be transferred to the person who will hold that office the following year at the files exchange on Sunday at the close of the conference.  President, Vice President, Secretary, Treasurer, Parliamentarian, Chaplain, Foundation Counselor, Ways & Means Chairman and Webmaster.

The President has in her file box

1. Several bags of yellow and blue beads

2. The President’s gavel

3. Credential Procedures Manuel

4. Conference Planning Guide  
5. Successor Files for the last three years 
Communication is critical between the President, Vice President and Junior Past President because we change officers in the fall and all the states change in the spring.  The Vice President may receive information at IC Leadership that needs to go to the President, i.e. credentials, flag ceremony.  The same holds true for the Junior Past President getting President information.
VICE PRESIDENT/PRESIDENT ELECT
By Laws Pertaining to this office

ARTICLE V  OFFICERS
Section 1. Elected Officers
A. The officers of the Midwest Area Regional Council shall be president, vice president/president elect, secretary, treasurer, communicator and parliamentarian. These officers shall perform the duties prescribed by these by-laws and the parliamentary authority adopted by the Midwest Area Regional Council.

B. The officers shall be elected by ballot to serve for one year or until their successors are elected. Their term of office shall begin at the close of the annual leadership conference at which they are elected.

ARTICLE VI  QUALIFICATIONS OF OFFICERS

Section 1. To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2. All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.

Section 3. To be eligible for the offices of President and Vice President/President Elect,a candidate must have been a State President.

ARTICLE VIII    DUTIES OF OFFICERS    (Probably will be renumbered as a Standing Rule)
Section 2. Vice President/President Elect
A. In the event the president is unable to complete her term of office, the president elect shall assume the duties of the president and shall be known as president pro-tem.
B. Shall be a member of the Nominating Committee.
C. Shall promote participation in MARC by working with the MARC states’ representatives.
D. Shall work in conjunction with the president and local conference chairman in the planning and coordination of the annual leadership conference.
E. Shall retain records for a period of three (3) years then return to originator. (MAY need changed now that we use flash drives and have less hard copy)
F. Shall represent MARC at the annual IC Leadership.
Standing Rules pertaining to this office
FINANCING

Allowable budgeted expenditures shall be financed as follows:
 VICE PRESIDENT:

1. Traveling expenses which shall consist of transportation and registration to IC leadership. If the Vice President unable to attend, President shall designate an alternate attendee to represent MARC.

2. Yearbook compilation.

3. The President and Vice President must visit the conference site during the year to meet with the local Conference Chairman.
Additional suggestions, traditions and need to knows:
Traditionally the VP has arranged a meeting and/or dinner on Thurs night before leadership begins to meet with her new incoming presidents to get to know them.

Traditionally the VP has taken responsibility for the purchase of a gift for the outgoing president from the Executive Board
As a member of the nominating committee the VP shall fill the required appointed officers, chairman, and committee members and other deemed appropriate during her year as President.  Required appointments should follow the requirements based on the by-laws and standing rules.
SECRETARY
ByLaws Pertaining to this office
ARTICLE V  OFFICERS
Section 1. Elected Officers

A. The officers of the Midwest Area Regional Council shall be president, vice president/president elect, secretary, treasurer, communicator and parliamentarian. These officers shall perform the duties prescribed by these by-laws and the parliamentary authority adopted by the Midwest Area Regional Council.

B. The officers shall be elected by ballot to serve for one year or until their successors are elected. Their term of office shall begin at the close of the annual leadership conference at which they are elected.
ARTICLE VI  QUALIFICATIONS OF OFFICERS

Section 1. 
To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2. 
All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.

ARTICLE VIII  DUTIES OF OFFICERS (Probably will be renumbered as a Standing Rule)
Section 3. Secretary

A. Shall keep in permanent form an accurate record of meetings of the council and its executive board.

B. Shall mail a copy of the minutes to the president for additions or corrections within two (2) weeks after said meetings.

C. Shall forward approved minutes to members of the executive board, general board, the I.C. president, first vice-president, second vice-president, state presidents’ chairman, and ESA Headquarters within sixty (60) days after said meeting.

D. Shall forward approved copies of the executive board minutes to the executive board members only.

E. Perform any other correspondence duties as directed by the executive board.

F. Record an official history of the Midwest Area Regional Council.

Standing Rules pertaining to this office

FINANCING

Allowable budgeted expenditures shall be financed as follows:
RECORDING SECRETARY:

1.  Supplies, printing and postage expenses involved in distribution of the minutes.

Additional suggestions, traditions and need to knows:
1. Record minutes of all meetings held.  

a. Winter Board Meeting

b. Board meeting at IC

c. Membership meeting at IC (Need attendance of states)

d. Conference Meeting in October (Need attendance of states)

e. Make sure attendance is taken of attending board members at all meetings.

2. Make sure a copy of minutes are available on the website.  (Remind Webmaster)

3. Prepare articles for the reMARCs when due.

4. Save the minutes to thumb drive for history and pass that thumb drive to next secretary.

5. Correspond with board members as requested to do so by President.

TREASURER

ByLaws ertaining to this office
ARTICLE V   OFFICERS  
Section 1. Elected Officers

A. The officers of the Midwest Area Regional Council shall be president, vice resident/president elect, secretary, treasurer, communicator and parliamentarian. These officers shall perform the duties prescribed by these by-laws and the parliamentary authority adopted by the Midwest Area Regional Council.

B. The officers shall be elected by ballot to serve for one year or until their successors are elected. Their term of office shall begin at the close of the annual leadership conference at which they are elected.

ARTICLE VI    QUALIFICATIONS OF OFFICERS

Section 1. 
To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2. 
All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.

ARTICLE VIII  DUTIES OF Officers   (May be renumbered as a Standing Rule)
Section 4. Treasurer 
A. Shall be custodian of the funds of MARC; shall pay out only budgeted expenses, not to exceed the budgeted amounts without prior approval of an executive board quorum.

B. Shall keep accurate records of all monies received and paid out with receipts to substantiate a record for auditing purposes. These records shall be retained for seven (7) years.

C. Shall retain as part of permanent files the approved budget and spread sheets.

D. Shall prepare an itemized financial statement to present at the annual leadership conference and shall furnish the books to the auditing committee for audit at this meeting.

E. Shall be chairman of a budget committee.

F. Shall present a proposed budget for the new council year to the general board at the MARC meeting at International Convention, which shall be printed in the August issue of reMARCs and voted on at the annual leadership conference.

G. MARC treasurer shall transfer all funds, less outstanding checks, to the incoming treasurer at the close of the annual leadership conference.

H. The previous year’s account should be closed no later than ninety (90) days after the annual leadership conference.

Standing Rules pertaining to this office
FINANCING

Allowable budgeted expenditures shall be financed as follows:
TREASURER:

1. Supplies, postage, printing and communication expenses involved in conducting an annual ways and means project, as well as development and distribution of financial statements and proposed budgets.
2. All checks issued from the MARC annual leadership conference committee must be cashed within ten (10) days of receipt of said checks.

Additional suggestions, traditions and need to knows:
Guidelines for MARC Treasurer
Immediate

1. Get your name on the checking account along with the President.  Will need minutes of meeting showing election of officers.

2. Set up ledger pages or a method of recording revenue and expenses in a comfortable format.

3. Check on Status of bond for Treasurer as required by the ByLaws. (Bond is renewed every 3 years.)

When Indicated
Pay MARC’s dues to IC

1. ESA Foundation Dues - $15.00 payable to Foundation Office.  (Deadline March 1)

2. IC Dues - $40.00 payable to current IC Treasurer. (Due August 1 to new Treasurer)

3. “Tax Facts” must be sent to Headquarters before due date of September 15 (form available on ESA website).

Routine
1. Make deposits when you receive money.  Make copies of checks deposited and attach to bank statements.

2. Make copies of all checks written and attach to requisition form.

3. Answer all correspondence in timely fashion.  E-mail when possible.

4. Write articles for reMARC.

5. Work with Budget committee to have a proposed budget for Winter/Spring Board Meeting.

Winter/Spring Board Meeting
1. Prepare and present Financial Report: reporting Income and Disbursements and current balance from Treasury since the report at October Conference Meeting.
2. Prepare and present the Proposed Budget.  Use current Budget (the one approved at the Conference in October) as a guide.  The Board will provide input and reach consensus on their recommendation which will be presented to the membership at the July meeting at IC Convention.  A comparison between last year’s budgeted amounts, actual transactions of the previous year and what is proposed can be prepared so the membership can easily see what changes are recommended by the Board.

3. Send copies of Reports/Budget to the President prior to the meeting so she is aware of what will be presented in advance.  (This is not only a courtesy but also can allow errors or omissions to be corrected before a larger audience sees them.)  Also, have enough copies of all Reports/Budget to give each officer as well as others who might be attending the meeting.

International Convention – MARC General Membership Meeting
1. Prepare and present Financial Report: reporting income, disbursements, and current balance of Treasury from the October Conference meeting through current.

2. Present Proposed Budget accepted at Executive Board Meeting.  The Budget will be voted on at the October meeting.

MARC Conference
1. Prepare and present Financial Report: reporting income, disbursements and current balance of Treasury to reflect the entire year’s business.

2. Have books/ledger ready for audit.  Bank statements, records of checks, receipts, etc., should be available to the audit committee.

3. Contact the MARC Chair who is in charge of print the Conference book and ask them to place the Proposed Budget in the Conference Book/agenda.

4. Present Proposed Budget at Saturday’s meeting.  Members should have a copy of the proposed budget either on their chairs, or in the Conference Book/agenda.

5. On Saturday, present the Proposed Budget to the membership.  Move that the Budget be approved.

6. Have outgoing President write a letter to the bank and get signature cards for the incoming President and Treasurer to sign.  If they are available at Conference to sign, it will make the transferring of the books a lot easier.  (Check with Bank as they may not want to handle it this way.)
7. Pass books on to the new Treasurer at the conference.

COMMUNICATOR

ByLaws pertaining to this office
ARTICLE V    OFFICERS  
Section 1. Elected Officers
A. The officers of the Midwest Area Regional Council shall be president, vice resident/president elect, secretary, treasurer, communicator and parliamentarian. These officers shall perform the duties prescribed by these by-laws and the parliamentary authority adopted by the Midwest Area Regional Council.

B. The officers shall be elected by ballot to serve for one year or until their successors are elected. Their term of office shall begin at the close of the annual leadership conference at which they are elected.

ARTICLE VI    QUALIFICATIONS OF OFFICERS

Section 1. 
To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2. 
All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.

ARTICLE VIII  DUTIES OF OFFICERS
Section 5.  Communicator

A. Shall maintain an up-to-date mailing list of reMARCs subscribers.

B. Shall create and publish a council newsletter, known as reMARCs, shall mail it to the paid subscribers and shall provide it to the MARC website and all of the MARC states’ website coordinators in a timely manner.

C. Shall retain one copy of each reMARCs published in a permanent file.  All other materials shall be returned to originator after three (3) years.

Standing Rules pertaining to this office

FINANCING

Allowable budgeted expenditures shall be financed as follows:
COMMUNICATOR:
1. Supplies, postage, printing and communication expenses involved in producing and distributing the reMARCs newsletter.

Additional suggestions, traditions and need to knows:
PARLIMENTARIAN

ByLaws pertaining to this office

ARTICLE V  OFFICERS
Section 1. Elected Officers
A. The officers of the Midwest Area Regional Council shall be president, vice president/ president elect, secretary, treasurer, communicator and parliamentarian. These officers shall perform the duties prescribed by these by-laws and the parliamentary authority adopted by the Midwest Area Regional Council.

B. The officers shall be elected by ballot to serve for one year or until their successors are elected. Their term of office shall begin at the close of the annual leadership conference at which they are elected.

ARTICLE VI  QUALIFICATIONS OF OFFICERS

Section 1. 
To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2. 
All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.

ARTICLE VIII  DUTIES OF OFICERS  (MAY BE RENUMBERED AS A STANDING RULE)
Section 6. Parliamentarian

A. Shall assist the president in parliamentary procedure when requested.

B. Shall receive the proposed amendments for by-laws from member states by June 15 of each year.

C. Shall present proposed by-law changes to the general board at the MARC meeting during the International Convention.

D. Shall send amended by-laws to the executive board and general board within sixty (60) days of the annual MARC Leadership Conference.

E. Shall retain one copy of current approved by-laws in a permanent file. All other material shall be returned to originator after three (3) years.
Standing Rules pertaining to this office

FINANCING

Allowable budgeted expenditures shall be financed as follows:
PARLIAMENTARIAN:

1. Supplies, postage, printing and communication expenses involved in proposed by-law changes.

Additional suggestions, traditions and need to knows:

1. Always have a timer at the ready! 

2. Make sure you have motion forms. Please see forms page on website: www.esamarc.org
3. Refer to Essential Edge – go to IC website: www.esaintl.com IC council section, then to forms.
4. File box includes binder with permanent files and a book called Robert Rules of Order.

JUNIOR PAST PRESIDENT

ByLaws pertaining to this office

ARTICLE VIII   DUTIES OF OFFICERS
Section 7. Junior Past President
A. Shall serve as an advisor to the executive board.

B. Shall be chairman of the nominating committee.

C. Shall request formal bids from the member state councils for the annual leadership conference two (2) years hence. The bids must be submitted to the junior past president by June 15, presented to the membership at the July International Council convention and voted on at the annual leadership conference.

Standing Rules pertaining to this office
FINANCING

Allowable budgeted expenditures shall be financed as follows:
JUNIOR PAST PRESIDENT:

1. Communication involved in filling the slate of officers for the upcoming year.

Additional suggestions, traditions and need to knows:

1. If possible attend the Winter board meeting.

2. Shall work with the members of the Nominating Committee to seek out people interested in running for the MARC board.  Nomination forms shall be sent to the Junior Past President. Deadline is June 15th.

3. Present a slate of candidates at the MARC meeting at the IC Convention.

4. Submit article to the Communicator for the reMARCs.

5. Correspond with the State President of the State to which she will be attending their convention as their MARC Representative.  Find out what the State President wants her to do while attending the convention.  Prepare a written report.

6. Prepare skit, questions, etc for candidates running for office at the MARC Conference.

7. Prepare ballots for elections (if necessary).

CHAPLAIN
ByLaws pertaining to this office:
ARTICLE V  OFFICERS
Section 1. Elected Officers
D. The officers of the Midwest Area Regional Council shall be president, vice president/president elect, secretary, treasurer, communicator and parliamentarian. These officers shall perform the duties prescribed by these by-laws and the parliamentary authority adopted by the Midwest Area Regional Council.

A. The officers shall be elected by ballot to serve for one year or until their successors are elected. Their term of office shall begin at the close of the annual leadership conference at which they are elected.

Standing Rules pertaining to this office
FINANCING

Allowable budgeted expenditures shall be financed as follows:
CHAPLAIN:

1. Supplies, postage, and printing involved in communication of joys and concerns of MARC sisters.

2. Expenses incurred in conducting the inspirational service at the annual leadership conference.

Additional suggestions, traditions and need to knows:

Keep people aware of happy and sad events

--Make an e-mail address list of the Executive Board, Appointed Officers, State Presidents. and

   State Chaplains 

--Notify this e-mail list of members’ illnesses, immediate family deaths, and births

Send cards

--Purchase cards (get-well, sympathy, etc.)  Purchase stamps as needed.  You will present bills to 

   the MARC Treasurer.

--Send appropriate notes/cards to MARC members when notified of illness or death of members        

   and/or families of members

--If notified send birthday cards to members over the age of 80

Invocations/Thought for the Day

--Give prayers before meals at all meetings and functions, including Board meetings

--Give invocation or thought for the day at every MARC meeting
Memorial Service at Annual Leadership Conference

--In mid September contact state chaplains for the names and chapters of members who

   have died between the conclusion of the MARC conference and the next MARC conference.

--Prepare a celebration of life service for Sunday at the MARC conference, including music, 

   readings, and decorations.  Purchase or make bulletins for the service.  You will be 

   reimbursed for this expense.  Make sure the conference committee knows far in advance

   if you will need equipment from the hotel.
FOUNDATION COUNSELOR

ByLaws pertaining to this office:
ARTICLE V  OFFICERS
Section 2. Appointed Officers

Appointed officers shall be appointed by the President of MARC and shall include the

Foundation Representative, Chaplain and Ways and Means Chairman to serve for one

year or until their successors are appointed. Their term of office shall begin at the close

of the annual leadership conference at which they are appointed.

ARTICLE VI  QUALIFICATIONS OF OFFICERS

Section 1. 
To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2. 
All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.

Section 3. 
To be eligible for the offices of President and Vice President/President Elect, a candidate must have been a State President.
Additional suggestions, traditions and need to knows:

Organize a fundraiser for the MARC Scholarship to take place at the Fall MARC Conference.

WAYS AND MEANS CHAIRMAN

ByLaws pertaining to this office:
Article V  Officers
Section 2. Appointed Officers

Appointed officers shall be appointed by the President of MARC and shall include the

Foundation Representative, Chaplain and Ways and Means Chairman to serve for one

year or until their successors are appointed. Their term of office shall begin at the close

of the annual leadership conference at which they are appointed.

ARTICLE VI   QUALIFICATIONS OF OFFICERS

Section 1. 
To be eligible for an elected office, a candidate must now be or have been a member of the general board of the Midwest Area Regional Council.

Section 2. 
All elected officers to the executive board must have been a president in an ESA chapter and/or served as an elected/appointed officer in a member state council, or president of a city, district or zone council.

Section 3. 
To be eligible for the offices of President and Vice President/President Elect, a candidate must have been a State President.
ARTICLE IX  APPOINTED OFFICERS AND COMMITTEE

Section 4.  Ways and Means Chairman shall serve as chairman of the Ways and Means Committee and present the committee’s plans for Ways and Means projects to the Executive Board at the Spring Board meeting.
Section 5.  The Ways and Means committee shall consist of the Chairman and at least (1) representative from each of at least three (3) other member councils, to be appointed by the President at the annual meeting.  This committee shall propose appropriate ways and means projects to the Executive Board at the Spring board meeting.
Additional suggestions, traditions and needs to knows:

If the Ways and Means project is a raffle be sure and check the State laws for the host state.  If necessary obtain proper permits.

Set firm deadlines and parameters for proposed Ways and Means projects and these timelines will be submitted at the Spring board meeting along with the proposed project.

WEBMASTER
ByLaws pertaining to this office:
ARTICLE V  OFFICERS
Section 2.  Appointed Officers
Appointed officers shall be appointed by the President of MARC and shall include the Foundation Representative, Chaplain and Ways and Means Chairman to serve for one year or until their successors are appointed.  Their term of office shall begin at the close of the annual leadership conference at which they are appointed.
Additional suggestions, traditions and need to knows:

The responsibility of the MARC Webmaster is to maintain the MARC website.  Because this is one of the best communication tools it is very important that is updated on a regular and timely basis.


Also, so that there can be some continuity in the website and easy transition from one Webmaster to the Junior Webmaster, a permanent file describing user IDs, passwords, file structures, naming conventions should be maintained and passed on to each new Webmaster/Junior Webmaster via the flash drive.


The Webmaster needs to work in close proximity with the MARC Board and the editor of reMARCs.  Any changes to MARC forms, bylaws, policies and procedures and remarks should be updated on the website as soon as they are received and approved.


The Webmaster also needs to make sure that any links to MARC States, ESA, IC and other groups are correct and working properly.  Listed below are areas that need to be kept updated on a regular basis:

· Calendar

· MARC Conference

· Officers

· remarks

· Bylaws & Standing Rules

· Minutes

· Forms

· MARC State Information

· Photo Album

· Links

· Operations Manual


It is not mandatory, but strongly recommended that the Webmaster/Junior Webmaster set-up email distribution lists for the following groups:  MARC Board, State Presidents, State MARC Representatives, State Webmasters, State Editors,  State Chaplains, and other groups that may be needed.  Frequent communications will be needed to send updates about the website, request for information for the website, and any other communications as necessary.


The responsibility of the Junior Webmaster is to assist the Webmaster and begin the learning process of how the software (WebEasy 7  Professional) is used, and how the website uploads to the server.    It is the responsibility of the MARC Council to purchase the necessary software to maintain the website.  WebEasy7 Professional or higher for the creation of the website and a program similar to Perfect PDF Creator, both of the programs are fairly inexpensive and should be passed on to each new Webmaster.  


Any major changes in the design and addition of other services on the website should be approved by the MARC Board.  


This document should be updated as needed, but especially as technology changes.  The Webmaster/Junior Webmaster need to keep up with technology and make sure that the website offers the most up-to-date communication tools.

Do you know what to do when you host a MARC Representative at your State Convention?
                                                                                                    [image: image1.wmf]
It is the State’s Responsibility to:                                                                           
1. Pick up the expenses for all nights the representative is required to stay in order to be available for all convention functions.  The MARC rep is more than willing to share a room during her stay at the convention – this will help you with expenses.  (This will sometimes require coming in on a Thursday and staying over on Sunday depending upon the convention agenda and the travel distance from the convention city.  If the state desires to pick up the cost for only Friday and Saturday, please be aware that the representative may have to leave before the Sunday morning meeting is over or may arrive late on Friday and not be able to attend any activities before Friday evening.  Arrangements must be communicated to the MARC representative.)
2. Provide transportation to and from the airport.

3. Pay for the MARC representative’s registration.

4. Communicate clearly to the representative any and all duties expected on her during the convention.  The State President should make her officers and chairman aware that the MARC Representative is there to help; however, she needs to be informed before her arrival so she can be properly prepared.

Important points to remember:

1. Do not assume that the MARC representative knows what to expect in your state.  Every state is different. (It is also not accurate to assume that the person that visited the state previously informed the MARC representative what to expect from your state.)  YOU MUST COMMUNICATE with the MARC representative as early as possible in the year regarding your expectations.  This is your responsibility as the State President.

2. If you request that the representative conduct ceremonies that require hand carries or memento’s, the state needs to provide these.  (It is very likely that the MARC Representative will be flying so it is unreasonable to expect her to bring or send such items.  Additionally, these would have to come directly from the representative’s own pocket as things like this are not covered in her travel expense.)

Remember air travel requires limiting what you can bring!  [image: image2.wmf]
[image: image3.wmf]

A MARC Representative loves to help out but remember that this is also a time when you can encourage members in your state to “Embrace the Power” of leadership.  Encourage up-and-coming members to “Free their Spirit” and become an ESA Leader by taking on duties at you State Convention.
MARC CONFERENCE PLANNING GUIDELINES

Please remember in your planning that the purpose of this conference is to offer Leadership and networking opportunities, conduct the business of the regional conference and to raise sufficient operating funds to run the council.

1)  Conference Bid

A.  According to MARC Bylaws  Article VIII, Sec 7 C State councils must submit a formal bid in writing to the MARC Jr. Past President two (2) years hence.  The bids must be submitted by June 15, presented to the membership at the July International Council convention meeting and voted on at the annual leadership conference.

B.  Close proximity to air transportation and interstate transportation will be a major consideration in selection of proposed annual leadership conference site.  Airport transportation/shuttle service is preferable if available.

2)  Local Conference Committee

A.  Local Conference Chairman

1. Works in conjunction with the MARC President and Vice President/President Elect and schedules one mid-year meeting at the site of the next annual leadership conference, to include the Conference Chair, to tour hotel facilities for the conference.  Meeting should be scheduled for late March or early April, to coincide with Executive Board meeting.
2. Arrange with hotel to block rooms for the Executive Board members attending Executive Board meeting, arrange a meeting room and arrange for lunch.  MARC Treasurer will pay for lunch.  (If meeting is held at conference site.)
3. Liaison between the MARC Executive Board and Hostess State Council.
4. Schedules monthly meeting with local committee.
5. Arrange for hospitality room (optional) and volunteers to staff it.
6. Appoints Conference Auditing Committee consisting of minimum of three (3) members from within the hostess state.
B. Registration Chairman

1.  Prepares a Conference Registration Form, to include registration for the Annual Leadership segment of the conference.

2. Receives registrations

3. Co-ordinates Secret Sister (optional). (On form for Secret Sister include place for husband’s name with Anniversary Date.)

4. Manages registration desk, selecting times and coordinating volunteers

5. Provides nametags and function tickets.
C.  Conference Treasurer

1.  Shall receive and deposit all monies pertaining to the annual leadership conference and pay all bills incurred by the conference.  (renumber # 3)

2. Shall prepare a Conference Budget  (to realize a profit for the council equal to the amount on the proposed budget)  (I would think this should be number l)

3. Shall purchase a gift for the MARC President and President Elect, not to exceed $25.00 per person (renumber # 4)
4.  Shall prepare a detailed conference financial report, with breadown of leadership expenses (renumber #5)
5. Shall furnish the conference treasurer’s books to the auditing committee within sixty (60) days (Note bylaws actually say 70 days now) after the annual leadership conference and submit Financial Report of the conference to the Executive Board upon completion of said audit.  The profit will accompany the report sent to the MARC Treasurer.  (*renumber 6)
6. A copy of this Financial Report will be furnished to Conference Chairman and will be published in the March Issue of the reMARC’s. ( renumber 7)

7. Open a separate checking account and provide bank with 501c information  (Renumber # 2)

3.  CONFERENCE PLANNING


A.  Select a conference theme.


B.  Hotel Arrangements:

1. Block sleeping rooms (50-75) (Don’t think we should show a number at all)
2. Determine meeting room needs considering the following:
a) Friday Leadership

I. Classroom style/podium/microphone/audio-visual (if required) Should we how this we have used auditorium’s in past. Maybe should says setup per President’s preference or hotel availability or something.
b) Friday Luncheon

c) Friday Mixer (if on site) and/or optional late evening mixer on site

d) Saturday Representative Assembly

e) Saturday Luncheon

f) Saturday Evening Banquet

I. Staging for installation (in conjunction with needs of VP/President Elect) with center aisle preferable

II. Podium with microphone and light.

III. Anticipate required area for entertainment.

IV. President’s reception area after banquet (optional, to be coordinated with needs of VP/President Elect)

g) Executive Board Meeting/File Exchange  Room (Sunday AM)

I. Small head table (optional)
II. Seating for 50, preferably classroom style

h) Inspirational Service/Sunday Brunch/Assembly

I. Head table for 12/raised platform/table top podium/microphone

II. Small skirted table for lighted state board
III. Table to fulfill needs for Inspirational Service (to be coordinated with MARC Chaplain)

i) Room for Market Place and Chinese/Silent Auction items  (preferably a lockable area) with sufficient tables to accommodate needs.  This should be coordinated with the MARC Ways and Means Chairman
D.  Select Workshop/Leadership Topics:

1. The conference committee shall assist the MARC President and Vice President/President Elect in selection of workshops, suggesting topics and resources.

2. Tentative workshop topics shall be presented to the Executive Board at the Spring meeting at the conference site, and final topic selections made.
E. Set Registration Fee:

1. To determine the amount of registration fee, must consider:

 Realize a profit equal to the amount proposed in the MARC Budget

a. Cost of meals

b. Conference booklet expenses

c. Entertainment and speaker fees

d. Room fees and set up fees

e. Decorations

f. Gifts for the MARC president and President Elect

g. Registration expenses, invitations, etc.

h. Audio visual rental expenses
2.  Develop registration form allowing for partial registration without Friday Leadership, and for individual functions.  Also develop form for Market Place and table rental fees.

F.  Registration Form:

1. Registration form shall be prepared and distributed at the July meeting at international Convention, along with hotel brochures and reservation forms.  A registration form for each State President and MARC representative will be provided.

2. Registration and hotel reservation forms shall be furnished to the MARC communicator and the Webmaster, for including the the June issue of the remarks and posting to the website.

3. Registration and hotel reservation forms shall be forwarded to incoming IC President, no later than June 1, for including in her yearbook presented to all IC Executive Board and General Board members

4. Registration, hotel reservation forms, and Market Place forms shall be furnished to MARC Webmaster for including on MARC website.

G.  Events:  (Meals/mixer)

1.  Hostess (chapter or chapters)

2. Theme

3. Proposed Budget (obtain from MARC Treasurer)

4. Annual Leadership Conference Agenda with times and locations

5. Decorations

6. Tickets

7. Programs

8. Entertainment/Speaker

H.  Conference Agenda/Conference Booklet

1. Cover design

2. Booklet style

3. Conference scheduling with direction from MARC President


4. Contents:

a.  Welcomes from MARC President, MARC VP/President Elect, Local Conference Chair, Hostess State President

b. Conference Committee Directory

c. Hotel Map

d. Rules of Meeting (obtain from MARC Parliamentarian)  if not included in the Presidents agenda pages

e. Speaker biographies

f. Candidates qualifications

g. Proposed Bylaw changes

h. Roll Call Sheet if not included in the President’s agenda pages
i. Proposed Budget (obtain from MARC Treasurer)

j. Annual Leadership Conference Agenda with times and locations

k. MARC Officers and Committees

l. Past MARC Presidents with year and conference location

m. MARC State Presidents and MARC Representative  Do we need this?
I. Office Reception (optional)
1. Hosted by Incoming President’s State or

2. Receiving line at exit of banquet

J.  Goody-bags

1. Optional/Discretion of Hostess State.
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