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Introduction

The Handbook of Directors, Officers and Committee Members (referred to as “Handbook” herein) is intended to be of use in the direction and administration of The Eagle Scout Association of Greater St. Louis, Inc. (referred to as “Eagle Scout Association” or “ESA” herein).

The information contained herein is not intended to change or supersede the organizations established by-laws.  In case of conflict, the by-laws take precedence.  Amendments to the information contained herein shall be made by the policy committee and submitted to the Board of Directors for approval.  The policy committee may originate changes or act on changes requested by the Board of Directors.

Board of Directors

The Board of Directors (referred to as “The Board” or “Board” herein) shall meet at least (5) times a year for the purpose of hearing committee reports and to conduct business.

The first meeting of the Board after an election of new officers and board members is for the purpose of organization, teambuilding and creating goals.  The Board and its officers are installed at the Annual Meeting and shall begin conducting the business of the organization immediately.

President

The President is the executive head of the ESA and shall represent the ESA at Greater St. Louis Area Council (referred to as “GSLAC” herein) events and any other public events.

The President shall call the Board of Directors and General Membership meetings.

The President, with the advice and counsel of the Executive Vice President, along with input from the executive committee and board selects and appoints committee chairmen. 

The ESA was organized with the intent to provide service to GSLAC, of the Boy Scouts of America (referred to as “BSA” herein).  To fulfill this goal, the President shall assure the following activities are held, except as modified by the Board of Directors:

· Merit Badge Make-Up Day

· Fall Service Project

· OA Fall Reunion and Spring Conclave Support coordinated by the Order of the Arrow Partnership Chair

· Participation in Eagle Scout Recognition Events

· Spring Service Project

Executive Vice President

The Executive Vice President assists the President in the performance of the duties as executive head of the organization.    The Executive Vice President shall assume responsibilities and duties of the President when the President is unable to perform the duties assigned. The Executive Vice President shall supervise all committee chairmen.

Recording Secretary

The Recording Secretary shall issue notices for Board and General Membership meetings in accordance with the by-laws.

The Recording Secretary shall record minutes of all Board and General Membership meetings.  Minutes of Board meetings shall be made available to all Board Members prior to the next meeting. These minutes are also available to the members at large after approval by the board. Minutes of general meetings shall be read at the following general meeting for approval. 

The Recording Secretary shall maintain an attendance file of ESA members at the various ESA events conducted during the year.  The information is used by the Nominating Committee as a guide in nominating members for the Board of Directors and officers. 

The Recording Secretary shall be responsible for the publication of an Annual Report of the organization, available at the annual meeting held each May. 

Treasurer

The Treasurer, along with the finance committee shall present to the Board of Directors a budget for the next fiscal year at the meeting following the annual meeting for approval.  The fiscal year will be from June 1st of one year to May 31st of the following year. The budget shall contain a breakdown of monies allocated for each committee.  The Treasurer shall report on the financial status at each Board of Directors meeting and general membership meeting.  This report shall include a comparison of actual expenditures against money budgeted. Pursuant to the by-laws, the treasurer, in conjunction with the finance committee, shall review the financials of the ESA on an annual basis. At their discretion, an audit by an outside third party may be requested. Additionally, the treasurer may be requested, at the Board’s discretion, to reconcile, or further review, the ESA’s funds in lieu of or in conjunction with an audit.
The Treasurer shall pay all outstanding bills as authorized by the board. Any expenditure over $500.00 shall be submitted to the Board for approval prior to payment, unless already allowed for in our budget. 

Those authorized to sign checks and authorize financial transfers shall be the President, Executive Vice President, and Treasurer. A fourth member, in good standing, may be added at the request of the President and a vote of the majority of the Board of Directors. Within one month of the annual meeting, the (3) or (4) signatories of the organization shall meet at the organization’s financial institution to update the signatures on file.

The Treasurer shall coordinate with all event and committee chairman for accountability on all funds received and/or deposited.  The treasurer shall also be responsible for use of any financial instruments of the organization, such as debit cards tied to the ESA’s checking account, credit card readers for accepting of payment, and the organization’s checkbook.

The treasurer shall be the recipient of all income to the ESA, coordinating with all event and committee chairmen. 

Membership Chairman

The Membership Chairman shall collect dues for annual and life memberships. They are also responsible for collecting any other annual registration fee. These funds shall then be transferred to the treasurer as soon as possible.

The Membership Chairman shall prepare and forward a statement of re-registration dues to be sent to the general membership 90 days prior to the Charter renewal date. With the statement of dues, the Membership Chairman shall send a questionnaire soliciting information allowing the ESA to update the membership rolls, including but not limited to all membership fields available to members on the website. The Membership Chairman shall organize this information, along with the annual membership dues or the life membership fees and record the collections. The Membership Chairman may also request that all funds received be sent directly to the treasurer as well.  Funds received for dues/ registration will be deposited in a timely manner with the ESA’s financial institution in conjunction with the Treasurer. Other members as directed by the board may also deposit the membership funds as dictated, with notification sent to the Membership Chairman and Treasurer upon completion. The Membership Chairman shall create a report for BSA dues to be paid by the ESA for eligible life members. This report will be sent to the current GSLAC registrar. The Membership Chairman, upon notification from GSLAC, shall advise eligible life members to issues arising in registration with BSA. The Treasurer will utilize this report to submit a check to the registrar for those BSA memberships, and BSA memberships due shall be paid upon receipt of invoice from GSLAC.   

The Membership Chairman shall maintain an accurate, up-to-date list of all members and their contact information that includes their address, telephone numbers, unless specifically requested to be unlisted, spouses name and other pertinent data for the inclusion in the membership list of the ESA website. This information may be used to update information in electronic form, as well as to present a roster when requested. This position entails reaching out to local Eagle Scouts and promoting the organization to eligible potential members.

The Membership Chairman shall write a welcome letter, to be sent via email or letter, to each new member that may include other current mailers or newsletters. 

Marketing Chairman

The Marketing Chairperson is responsible for sending, or approving the distribution of, communications to the general membership, either as written documents or electronic communications (unless otherwise required of the recording secretary). Communications can include, but are not limited to: social media posts, email marketing, newsletters, etc, as directed by the board. The Marketing Chairman works with the Webmaster/Software Chairman on maintaining all social media websites. 

The Marketing Chairman arranges with the media for coverage of ESA activities whenever appropriate and possible, in order to promote membership and public interest in the Eagle Scout Association.  

An ESA historian, who serves as custodian of all historical material pertaining to the ESA such as photographs, news articles, letters, and other pertinent documents that have a historical value, may be appointed at the discretion of the Marketing Chairman. Such materials shall be maintained and put on display at all appropriate events

Activities Chairman

The Activities Chairman shall direct and coordinate the activities of the committees assigned by the President. They will advise each committee and report on the committees' activities/programs to the Executive Vice President, who will in turn report to the Board in the absence of the event chairman. The Activities Chairman will obtain a written review of each committee's activity at its completion from that committee's chairman. The review will be reported to the Board and a copy of the review will be filed with the Recording Secretary for use/reference by subsequent committee chairmen. These written reviews can be used to compile an auxiliary template to this handbook for future use.

Order of the Arrow Partnership Chairman

The Executive Vice President may fulfill the duties of the Order of the Arrow Partnership Chair or this role may be delegated to another ESA member. 

The Order of the Arrow Partnership Chair meets with the Lodge Adviser and their youth leadership team, and creates an annual plan for ESA involvement with Lodge projects and support. The ESA involvement with the Lodge can include financial or sweat equity support. The Board is to approve any and all financial contributions to the Lodge. The Order of the Arrow Partnership Chair, will coordinate activities between ESA and the Lodge, and acquire the appropriate amount of ESA volunteers needed for projects. The chair will maintain communications between the ESA and the Lodge. This chairman shall work closely with the Activities Chairman to ensure proper communication between the ESA and OA.

Awards Committee

This committee shall be responsible for consideration of nominations for awards offered by the BSA. Committee members shall be appointed by the President. These awards can include, but are not limited to the Award of Merit, Silver Beaver, Order of the Arrow Vigil Honor, or any other award which the ESA is qualified to nominate for. This committee may also consider applications for awards offered by the National Eagle Scout Association (referred to as “NESA” herein) such as the Outstanding Eagle Scout Award. Furthermore, the Awards Committee shall be able to consider nominations for the Distinguished Eagle Scout Award from GSLAC.

Eagle Project Grants Committee

The ESA Eagle Projects Grants Committee shall be responsible for disbursing Eagle Project grants. These grants are awarded based on their effect on the community along with the uniqueness, quality, and financial needs of the project. Grants will be awarded in the form of gift cards for purchasing materials or checks for reimbursement of purchased materials.

Scouts wishing to apply for a grant must meet the following criteria: The Scout must be a part of GSLAC, BSA and the Scout’s Eagle Project must have been approved by their District’s Eagle Board

Committees – General Information

All committees shall endeavor to enlist the services of as many ESA members as possible and encourage members to be active. All committees also serve to further our purpose of assisting scouts on their path to Eagle. 

Committees shall meet as often as necessary to carry out their specific duties.  The Executive Vice President and Activities Chairman shall be considered ex-officio members and advisors of each committee.   

Each chairman or co-chairman in conjunction with the Executive Vice President or Activities Chairman shall be prepared to report on their activities and programs at each Board and general membership meeting.  Each committee shall make its plans early in the year and report on its plans at least 90 days prior to the event. Each committee shall prepare and present a proposed budget to the Treasurer within thirty (30) days of each annual meeting. Budgets may not be exceeded without prior approval of the Board of Directors.

When a committee plans activities or programs to which non-members may be invited as guests or participants, that committee shall establish rules as to such participation that shall be subject to approval by the Board of Directors.

Social Committees

Current ESA members and the Board of Directors determine the amount and type of social events offered by the ESA. Social Committees shall be responsible for a social event plan, which includes event volunteers, budget and committee support. Social Committees plan and carry out their specific social program for the ESA.

The Social Committee is responsible for the type or types of food and refreshments served at its activity.  Any event held on GSLAC, commercial or public property must comply with the regulations set forth by the property purveyor.

Name tags are to be used at all social events whenever practical.  Every possible effort shall be made to greet and welcome new members and introduce them to others.

Each Social Committee shall prepare its own publicity, obtaining approval from the President. Events, when possible, shall be planned minimum of (60) days prior to the event to begin distribution of publicity.

Fees charged for social events shall be sufficient to make each event self-supporting.  The budget for the event shall reflect revenues equal to or greater than the cost of the event.

Nominating Committee

The Nominating Committee shall provide a slate of qualified, active members as candidates for nominations to the Board of Directors and its officers. These nominations shall take the following into account:

· Active participation in recent ESA activities, programs and meetings

· Provide an indication of a strong sincere desire in becoming more active in ESA affairs.

· In the case of officers, have vast knowledge of ESA activities, programs and events
Policy Committee

This committee will consist of the immediate past President and at least (2) other members who must be approved by the Board of Directors by a majority vote. The immediate past president, or in their absence their predecessor, shall be the chairman of the Policy Committee.

The Policy Committee shall act as an advisor to the current President and Board of Directors to ensure the ESA’s efforts comply with the current by-laws and this handbook.

The Policy Committee shall maintain the handbook, containing organizational information, including job descriptions of the Officers, for the guidance of the organization.

The committee shall review this handbook for content and applicability every 3 years. A current copy shall be provided electronically to each member of the Board of Directors before the first board meeting following the annual meeting.

Upon the request of the President or Board of Directors, the Policy Committee will study and offer solutions for issues that may occur as they relate to the ESA’s policy.

The Policy Committee, on its own initiative, may study any facet of the ESA's activities where it feels it may offer helpful guidance.

