Roles & Responsibilities
President

The president of each chapter/council/club shall:
a) Enforce the provisions of the Association Bylaws and chapter Rules of Operation; 

b) Preside at all meetings of the corresponding Pioneer unit and executive committee; 

c) Decide all questions of order subject to an appeal; act as judge of elections and declare the results;
d) Have authority to call meetings of the executive committee; 

e) Be empowered to appoint committees as provided in these Rules of Operation and such special

     committees as the executive committee may deem advisable; 

f) Be a member ex officio of all committees except the nominating committee; 

g) Ensure that the nominating committee is selected in accordance with Association guidelines and 

      properly trained to fulfill its mission; and 

h) Perform such other duties as usually pertain to the office or as may be delegated by the executive 

    committee.  
The president of each unit shall act as chairperson of the unit’s executive committee. 

The terms of the presidents shall be one year (unless revised in the Rules of Operation).

The members-at-large of each executive committee will be required to take special assignments or serve on committees as the president or executive committee may assign. 

The Chapter President shall approve and sign all correspondence pertaining to the chapter and Chapter Office. The correspondence will be retained in the Chapter’s office for record of mail sent out.”   
The Chapter President and an Executive Committee prepares the list as given to them by the Chapter, Council or Clubs for recommendation of approval by the Executive Board.
The Chapter President must have an email address.

The Chapter President should be checking their email daily.     

Roles & Responsibilities
Past President

The immediate past president of each unit shall be a non-elected member of the executive committee. 

The immediate past president of each unit shall be the right hand and constant resource for the current President.

The immediate past president acts as an advisor to the executive committee and is the chairperson of the nominating committee. 

Roles & Responsibilities
Vice President

The vice president may be advanced to the office of president of their respective units in the ensuing year, subject to the approval of the respective executive committee.
The terms of the vice president(s) shall be one year (unless revised in the Rules of Operation).
The Chapter Vice President must have an email address.

The Chapter Vice President should be checking their email daily.     

Roles & Responsibilities
Life Member Representative

The chapter Life Member representative(s), being an elective office, shall be someone other than a Life Member club president. 

The term of the chapter Life Member representative(s) may be two years. 

Note: If there is more than one chapter Life Member representative or member-at-large, their terms shall be staggered in alternate years. 

The chapter Life Member representative(s) will be required to take special assignments or serve on committees as the president or executive committee may assign.  

Roles & Responsibilities
Office Manager (Secretary)

Shall keep accurate records of the proceedings of the chapter/unit executive committee.

Shall give notice of all meetings and perform other duties for the chapter/unit executive committee as described in the Chapter Rules of Operation. 

Shall be non-voting members of their respective executive committees. 

The chapter office manager (and the unit treasurers, if required) may serve until a successor is named.
The chapter secretary and the secretary of each subordinate unit are the administrative officers of the unit, acting in concert with the unit president and executive committee and with the advisement of the sponsor company liaison, and shall: 

     (a) Enforce, along with the unit president, the provisions of the chapter Rules of Operation and Association

           Bylaws; 

     (b) Keep accurate records of the proceedings of the unit and of its executive committee; 

     (c) Take care of the general correspondence and have charge of all records, except those in the charge of the

           treasurer, if required, or as otherwise directed by the executive committee; 

     (d) Give notice of all meetings; 

     (e) Issue such reports as the executive committee may direct; 

     (f) Advise and consult with the members of the executive committee and the standing committee

          chairpersons in their work by maintaining and interpreting Pioneer methods and practices, and aid them

          in advancing the best interests of the chapter and the Association; and 

     (g) Perform such other duties as usually pertain to the office or as may be assigned by the president or 

           executive committee. 

Roles & Responsibilities
Members At Large

Members at large are appointed by the President to standing committees. Examples of standing committees are listed below:

1) Budget & Auditing

2) Community Service

3) Educational Opportunities
4) Entertainment/Reunion
5) Environmental
6) Fellowship
7) Fundraising
8) Group Representatives (Leaders)
9) Historian
10) Membership
11) Communications
12) Pioneer Partner

The terms of the members-at-large shall be two years.

For a brief description of each committee see Appendix B.
Roles & Responsibilities
Treasurer
The chapter Treasurer oversees the Treasurer’s of each subunit, in concert with the unit President and Executive Committee and with the advisement of the sponsor company liaison (if any) and shall: 

     (a) Receive and be custodian of all its monies; 

     (b) Keep its executive committee fully advised on all matters connected with the unit funds; 

     (c) Keep an accurate financial record, showing all receipts and disbursements; 

     (d) Keep its funds in the PAC.

     (e) Prepare vouchers and disburse such funds as directed by the executive committee and approved by the 

          president and vice president;  

     (f) Perform such other duties as the president or executive committee may assign. 

     (g) Report the financial condition of the Chapter at each meeting of the Executive Committee, based upon

           information and printed reports supplied by the Pioneer Accounting Center. 

     (h) Be responsible for primary communications with the (PAC); forward copies of Minutes of all Executive

          Committee Meetings to the PAC; assist the PAC in developing the Annual Budget for each unit. 

     (i) See that all vouchers, bills and other statements requiring payments are properly approved for payment

          and see that copies of any locally made deposits are forwarded to the PAC. 

     (j) Cooperate with and support the PAC in requests for additional information. 

     (k)Cooperate with the Corporate Treasurer by supplying any information requested for audit (internal or 

           external) purposes. 

APPENDIX A
Executive Committee

There shall be an executive committee for each chapter and of each of its councils and clubs, consisting of the president, immediate past president, vice presidents (up to two), members-at-large (up to four), office manager at the Chapter level (and a treasurer, if required), and Life Member representative(s) (Life Member Representative Senior and Life Member Representative Junior, position at chapter level only). The list of officers and the make-up of the executive committee listed above can vary from Pioneer unit to Pioneer unit. 

The president of each unit shall act as chairperson of the unit’s executive committee. 

APPENDIX B
Committee Descriptions
(NOTE: Not all committees are in every chapter, council or club)
The following descriptions are not a detailed account of the duties of each committee, but a short narrative.

1. BUDGET & AUDITING                                                                                                                                                                                                                                                                                                                                                                             

a) The duties of this committee shall be to assist the President of the Pioneer unit involved in the preparation of a yearly budget.  They shall also do periodic audits of the financial books of their unit.


   b) The books of the Councils and clubs should be audited twice a year in June and December before
                    the close of the Pioneer year.  The Chapter audit is at the discretion of the Executive Committee of 
                    the Chapter.  It should be completed at least once a year. 

c) An audit should be performed when the treasurer of the club changes.

2. COMMUNITY SERVICE

   a) The duties of this committee shall be to stimulate the desire and provide the means to maintain the
                    members’ interest in activities that benefit the communities where their members reside or where 


        they work. It’s up to the Pioneer to choose. 


   b)  It shall perpetuate the service traditions of the Association and the telephone industry, while
                    providing the opportunity for personal development and satisfaction through service to others.


c) Projects should include all members, Regular, Life, Partners, Associates and family members.  The basic message is community service is everyone’s job.

3. EDUCATIONAL OPPORTUNITIES

a) This committee shall develop and promote after hours' programs of educational value, i.e., lectures on current affairs within the community, subjects of interest to the members, hobby or workshop type group sessions, or bus trips to places of educational or historical value 

4. ENTERTAINMENT/REUNION


a) This committee plans and schedules social events for the unit.


b) The Chapter chairperson should assist the Chapter President in planning the annual Chapter reunion.


c) Help the officers of the Chapter with the hospitality at the reunion.

5. ENVIRONMENTAL

a) This committee shall educate the members, fellow employees who are not members, and the public about our endangered environment.


b) Plan and promote and spur people to action on projects that will provide a cleaner, safer planet earth for all.  We must all do our part for the future of the children of the world.

6. FELLOWSHIP

a) The committee shall see to contacts with active and life members upon important personal occasions, such as birthdays, etc.  It shall be responsible for offering appropriate Pioneer services in times of illness or bereavement.


b) It should keep in contact with Life members on a frequent, friendly and personal basis.

7. FUNDRAISING


a) The committee plans and arranges for the financing of the various projects and social events of 

                               Pioneers.


b) Procure and promote the sales of items that help fund and replenish the treasuries of the various
                               units (especially FlowerPetal and all TCP Direct Marketing efforts..

8. GROUP REPRESENTATIVES (LEADERS)


a) The Group Leader shall be the line of communication between the executive committee and the members of the group.


b) The workable size of a group is between 10 and 15 members.  The group should be from the leader’s immediate department (group) and not spread over a large area.


c) There should be enough group leaders on the committee to cover all company locations and under one chairperson.


d) The group leaders keep the members abreast of all ongoing and upcoming events.


e) The group leaders should be aware of bereavement or illness of any member of their group.  The group leader should notify the president and/or the fellowship committee.


f) The group leader should assist the membership chairperson in the recruitment of new members.


g) The group leader should notify the Pioneer Office if anyone transfers to another location or retires or leaves the company for any reason.

9. HISTORIAN


a) The purpose of the Historian is to generate the continued interest in the history of the TelecomPioneers and the local chapter, council, club or life member club.


b) The historian should preserve names and records of all significant achievements of the unit, including individuals who perform outstanding deeds.


c) Search for, collect, compile, identify and preserve significant pictures and information about persons, places or things that contribute to the development of Pioneering.
10. MEMBERSHIP


This committee contacts and signs prospective members.

11. COMMUNICATIONS


This committee shall keep the membership, the sponsoring companies, fellow employees and the general public informed of the Pioneering goals, accomplishments and personal achievements through internal and/or external publications and the news media.

12. PIONEER PARTNER


Spouses (or significant others) of members are known as Partners.  Most of have worked in other industries besides the telecommunications industry and they bring expertise that our members may not possess. They can bring a personal touch to many projects. They should be sought after and welcomed to participate in all Pioneer functions.
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