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Introduction

Over the years, various branch members have asked, “Where can I find directions for the duties of the branch offices and committees in the branches of the Fleet Reserve Association?” The standard answer to this question has usually been, “follow the directions in the Constitution and Bylaws (C&BL) of the Fleet Reserve Association (FRA). Just substitute branch for national”. Unfortunately, that is fine for a rough guide but it does not give a clue as to the daily workings of these various positions. Over the 40+ years as a member of the FRA, I have held positions in all committees and branch offices and I can state that a great deal more is involved in these important duties than is written in the C&BL or any where else for that matter.

With this in mind, I have attempted to put into print a more concise set of guide lines for those interested in finding out what is required. Be advised however, this is just a guide. It is not meant to be all inclusive. Things come up during the course of the business of running a branch that are not written down. 
This is the reason for this paper. In cases such as these, check this guide. If its not here, ask someone who has been a member of one of these committees, consult the C&BL or the Branch Bylaws and Rules or ask any of the incumbent Branch Officers. The old Navy adage, “when all else fails, read the directions” holds true here, therefore, this guide. We are pushing the concept of Branch 24 pass down logs and keeping branch historic records forever. That is another good place to look for information. Unfortunately, a couple of recent floods have destroyed a good portion of our history, so it is up to us to start again.
Don’t be afraid to ask. There is no such thing as a dum question, only dum answers. Good luck and I hope you have a good tour in whatever office or committee you are serving.

Yours in Loyalty, Protection and Service,

Past Regional President, East Coast Region, FRA
Paul G. Dix

FRA Branch 24

Duties of Officers, Committee Chairs and Appointed Positions 
BRANCH 24, FRA, OFFICERS
1. Branch President. The President of Branch 24, FRA is the Chief Executive Officer of Branch 24. He/she is directly responsible to the East Coast Regional President, FRA for every thing that happens at the branch. He/she must be familiar with the FRA Constitution and Bylaws (C&BL), the Branch Bylaws and Rules and Robert’s Rules of Order, current edition. All Branch officers, committee chairpersons and members are responsible to the Branch President for their respective areas of branch responsibility. The Branch President shall perform but not be limited to the following duties;

A. Preside over all, Branch, Board of Director’s and Special Branch meetings of Branch 24, FRA, utilizing guidance contained in Articles 12 and 26 of the current FRA C&BL and Roberts Rules of Order to properly conduct meetings.

B. Represent Branch 24, FRA in relations with other organizations, local and state government bodies and have the authority to designate any Branch Officer or member to represent him/her at public meetings and ceremonies.

C. Receive complaints from members, citizens or organizations, against Branch 24, FRA, taking proper action to resolve the complaints impartially and quickly, using whatever resources deemed necessary.


D. Appoint all Branch 24, FRA Standing Committees and Chairpersons for the year of his/her office.

E. Appoint a Parliamentarian, Chaplain, Master at Arms and Two Bell Ceremony Bell Toller for the year of his/her office.


F. Oversee the activities of all Branch Officers and Committees, assuring all activities are conducted in accordance with approved rules of order.


G. Be responsible for all Branch 24, FRA financial transactions as a co-signer of all checks issued on the Branch 24, FRA checking and savings accounts.


H. Be responsible for proper dissemination of Branch 24, FRA information to the membership via written communication, the Branch Log and the Branch website, www.fra24.org.


I. Be the Branch 24, FRA liaison with Unit 24, LAFRA.


J. Appoint one primary and one alternate Branch 24, FRA member in good standing, in writing to the CLC Chairperson, to membership in the Capitol Area Central Liaison Committee (CLC) to represent Branch 24 FRA. Usually the President and one other senior member fill these two positions.

K. Assure all annual Branch 24, FRA reports to National and Regional Officers are made accurately and on time. 


L. Assure all Branch 24, FRA annual committee activity reports are made on time to assure proper review by Regional and National committees.


M. Conduct himself/herself in a manner to bring credit on Branch 24, FRA in compliance with the oath of office taken upon being installed as President, Branch 24, FRA.

O. Remember that the office of President is a privilege as the servant of the members of Branch 24, FRA.

2. First Vice President. The First Vice President of Branch 24, FRA is the second in command of Branch 24, FRA. As such, in the absence of the Branch 24, FRA President, he/she shall perform the duties of that office, and, in the event of a vacancy in that office shall complete the unexpired term. In addition, the First Vice President of Branch 24, FRA shall perform but not be limited to the following duties;


A. Be assigned as Chairperson of the annual Branch 24, FRA Las Vegas Night. He/she shall assure that all supplies are on hand well in advance of the assigned date, that all tickets are printed and invitation letters are mailed at least six weeks in advance of the assigned date and that the affair is properly advertised in the FRA and local media. He/she shall assign a committee to assist with the work involved in assuring a smooth, enjoyable and productive event. He/she shall assure that proper accounting for all funds related to the event is maintained and that a pass down log is maintained for the next chairperson.

B. Assist the President, Branch 24, FRA as required, assuring a smooth operating branch year.


C. Assure that he/she is completely familiar with Branch 24, FRA and FRA National Bylaws and rules as well as Robert’s Rules of Order in preparation for assuming higher office.

3. Second Vice President. The Second Vice President is the third in command of Branch 24, FRA. As such, in the absence of the Branch 24, FRA President and/or First Vice President shall perform the duties of the appropriate office. In the event of a vacancy in the office of First Vice President, he/she shall complete the unexpired term of that office. In addition, the Second Vice President of Branch 24, FRA shall perform but not be limited to the following duties;


A. Be assigned as Chairperson of the annual Branch 24, FRA annual picnic. He/she shall assure that the event is advertised well in advance, that all supplies are arranged for well in advance, and that a committee is assigned to assist in the operation of the function. He/she shall assure proper accounting of all funds related to the event is maintained and that a pass down log is maintained for the next chairperson.

B. Assist the President and First Vice President as required, assuring a smooth operating year.


C. Assure that he/she is completely familiar with Branch 24, FRA and FRA National Bylaws and Rules as well as Robert’s Rules of Order in preparation for assuming higher office.
4. Secretary/Treasurer. The Secretary/Treasurer of Branch 24, FRA is the fourth in command of Branch 24, FRA and is the most important one. Although unlikely, he/she should be prepared to fill in for any of the Presidents should the occasion present it self. This position is a three year position elected in years divisible by three, to assure continuity of records, information, etc. The Secretary/Treasures of Branch 24, FRA, shall perform but not be limited to the following duties; 
A. Keep recorded minutes of all Branch, BOD and if any, Branch Committee meetings for historical purposes.


B. Maintain the Branch Historical files containing at the minimum, copies of all Branch, BOG and Committee minutes, copies of monthly Branch Financial reports, pictures, articles published in any periodical, appropriate correspondence, committee pass down logs and other information of interest as deemed necessary for historical purposes. The Historical File shall be kept permanently.


C. Prepare and forward correspondence as required for the branch officers to properly conduct branch business.

D. Maintain incoming and outgoing Branch 24, FRA correspondence files up to date. Retain them for a minimum of seven (7) years, assuring that applicable pieces of correspondence are also placed into the Historical File if they have historical value.


E. Maintain Branch 24, FRA membership files, including Per Capita Reports (PCT), copies of applications, copies of DD-214s where applicable, quarterly national membership reports, longevity records for purposes of determining awards of longevity pins, individual recruiting records, and any other membership information required for reference. Retain them for a minimum of seven (7) years, assuring that applicable records are also placed into the Historical File if they have historical value.

F. Maintain up to date copies of Branch, Central Liaison Committee, Regional and National Bylaws and Rules in the branch office for review by any member who so desires. Obtain copies of same for Branch 24, FRA members who desire them.


G. Be responsible for purchasing pins, medallions, FRA hats and other equipment required for the smooth operation of the branch.


H. Assure that the annual Branch Officer’s Report is submitted no later than five (5) working days following the annual election of branch officers.

I. Be the custodian of the Branch Incorporating document and the corporation seal.

 J. Brief the Branch President on any topics of interest to be presented at the monthly branch meeting; correspondence, initiations, awards, visiting National or Regional Officers, etc., prior to the meeting.


K.  Accurately maintain the Branch Financial Records up to date and ready for audit at all times. Assure that adequate funds are available for prompt payment of branch financial obligations. Maintain the Branch Petty Cash Fund, keeping records and receipts for all expenditures. Maintain the Branch 24, FRA checking account and any investment documents up to date and ready for audit at all times and be a co-signer on the branch checking account. 

L. Keep accurate records of monies expended from the branch treasury by committees authorized to expend branch funds. Maintain a running file of receipts for these funds for audit purposes.

M. Be responsible for any other financial, clerical and membership items of branch interest that may come up in the everyday operations of the branch.


N. Assure that all annual committee reports are submitted in a timely manner in accordance with instructions on the reports, to allow adequate time for judging and forwarding for Regional and National award consideration.

O. Perform such duties as may be required of him/her at memorial, initiation, funeral ceremonies.

P.  Conform to the requirements of the Branch 24, FRA Bylaws and Rules at all times in the performance of his/her duties.

Q. Be courteous and diplomatic when interfacing with members of the FRA, perspective members and the public at large. Remember, the branch is judged by first impressions and the first person usually contacted at Branch 24, FRA, is the Branch Secretary/Treasurer.
5. Branch Board of Directors (BOD). The BOD of Branch 24, FRA is, as defined in Article 2, page 9 of Robert’s rules of Order, “A board within an organized society is an instrumentality of the society’s full assembly, to which it is subordinate”. This means that the Branch 24, FRA, BOD works for the membership of Branch 24, FRA as do the other elected officers of the branch. The Branch 24, FRA, BOD shall conduct itself in accordance with the provisions of Article 8 of the currently approved version of the Branch 24, FRA Bylaws and rules. In addition, The Branch 24, FRA, BOD shall be guided in the performance of it’s duties by the provisions of Article 8, FRA Constitution and Bylaws, Sections 802(a) thru 802(e) current edition, substituting Branch 24, FRA for Fleet Reserve Association, branch meetings for conventions and Branch President for National President. Any special instructions shall be posted in this section as they arise.
6. Junior Past Branch President. The Junior Past President of Branch 24, FRA, is defined as the living person, who most recently has served in the office of Branch President for a period of six (6) months or more and was not involuntarily removed from that office, thus making it an automatic office. The Junior Past Branch President shall perform but not be limited to the following duties;

A. Be the principal advisor to the incumbent Branch President, imparting that counsel and experience which he/she gained during his/her term of office.


B. Be assigned as the Chairperson of the annual Past Presidents Night held in February each year to pay tribute to all Past Branch 24, FRA Presidents, living and deceased, with dinner and appropriate ceremony. 


C. Arrange for the hall, the dinner, sending out an appropriate invitation to all living Past Branch 24 Presidents at least six (6) weeks in advance, collecting funds to pay for the dinner and keeping accurate records in a pass down log for historical purposes. The pass down log will be maintained by the Branch Secretary.

D. Perform such duties as may be assigned by the Branch President.

BRANCH 24, FRA, STANDING COMMITTEES
1. All Branch, 24, FRA Committee Chairpersons are required to make a monthly report to the branch members at each monthly meeting. They are required to maintain a running history of their committee activity in a committee pass down log, which becomes part of the branch history file maintained by the Branch Secretary. They are responsible for the filling out and submission, with attachments if so required, to the Branch Secretary, of the Annual Branch Committee Report for each committee.
2. Branch 24, FRA, Committee on Americanism-Patriotism. This committee is the most visible committee of Branch 24, FRA, as it interfaces with local government and other veteran’s organizations on a regular basis. The committee shall consist of a minimum of three (3) members in good standing of Branch 24, FRA, appointed by the incoming Branch President for the year of his/her office. The committee shall perform, but not be limited to, the following duties;

A. Conduct the Branch 24, FRA Americanism-Patriotism contest in compliance with the directions contained in Standing Rule 12 of the current FRA C&BL.

B. Co-ordinate the following annual Branch 24, FRA Americanism and local civic events in a manner to bring credit to the Branch and the FRA. Assure that all pertinent information regarding the respective observances is put into respective pass down logs for future reference after the observances are completed. Pass down logs are to be kept in the Branch Secretary’s office. 
1. Memorial Day observance, including arranging for Branch 24, FRA participation in the annual Annapolis Memorial Day parade and obtaining services of a U.S. Navy Yard Patrol Craft (YP) from the Naval Station Annapolis for the annual wreath laying on Chesapeake Bay. Additionally, the committee shall assure adequate flags, in good condition and personnel are available for placing flags graveside at local cemeteries as required. The committee shall assure that all required correspondence is drafted and presented to the Presented, Branch 24, FRA, for signature and mailing at least six (6) weeks prior to the ceremony date to assure proper advance notification to participants.


2. Various local annual Flag Observance ceremonies at the U.S. Naval Academy Chapel and Fort George Meade. The committee shall assure adequate representation and proper flags are provided for these colorful observances.



3. Flag Day observances as required.


4. Annapolis Veterans Day, Harbor Circle Ceremony. The committee shall liaison with the appropriate Annapolis city official to assure proper set up of the site, arrange for the flag setup, assuring clean flags in good condition are provided, arrange for the Annapolis High School Band, arrange for a bugler from the U.S. Naval Academy Band, arrange for takedown and for refreshments after the ceremonies. The committee shall assure that all required correspondence is drafted and presented to the President, Branch 24, FRA, for signature and mailing at least six (6) weeks prior to the ceremony date to assure proper advance notification to participants, The committee shall assure that the proper donation is made to the band as provided for in the branch budget.

5. Pearl Harbor Remembrance Day Observance. The committee shall assure that the FRC is available for this annual observance, arrange for a guest speaker, preferably a Pearl Harbor Survivor or WW II veteran, arrange for set up of the patio or dining room for the ceremony, arrange for refreshments after the ceremony, arrange for a suitable vessel for laying the memorial wreath on the bay. Arrange for take down after the ceremony. The committee shall assure that all required correspondence is drafted and presented to the President, Branch 24, FRA, for signature and mailing at least six (6) weeks prior to the ceremony date to assure proper advance notification to the participants.
C. The committee shall assure that the members of Branch 24, FRA are made aware of any civic oriented local activities and activities of interest of other local veterans organizations other than those mentioned above and offer the branch help as appropriate, keeping the Branch President informed of all such activities.
3. Branch 24, FRA Committee on Audit, Budget and Finance. This committee shall consist of a minimum of three (3), Branch 24, FRA members in good standing with a minimum of three (3) years active experience in the operation of the branch and some experience in the budget and finance area, appointed by the incoming Branch President for the year of his/her office. The committee shall perform but not be limited to the following duties;
A. Be responsible for collecting and correlation of all branch budget requests for the coming fiscal year.

B. Utilizing all requests as well as known historical data, prepare an annual fiscal year (1 July – 30 June) Branch 24, FRA operating line item budget containing all known and anticipated financial requirements to maintain Branch 24, FRA solvent for the coming fiscal year. Submit the proposed budget to the Branch BOD at the April meeting for review and comment and the April branch meeting for consideration and approval.

C. Conduct an audit of all Branch 24, FRA financial records at least quarterly, more often if required by the Branch President and just prior the installation of new Branch Officers for the coming year in June. Any irregularities must be promptly reported to the Branch President and BOD as soon as discovered, for prompt resolution.


D. Conduct any additional audits, financial inquires or financial business as required by the Branch President or Branch BOD.

4. Branch 24, FRA Committee on Hospitals, Welfare and Rehabilitation. This committee shall consist of at least two (2), Branch 24, FRA members in good standing, appointed by the incoming Branch President for the year of his/her office. This committee is responsible for but not limited to the following;

A. Keeping up to date with all Branch 24, FRA members who become hospitalized, infirmed at home or otherwise incapacitated, informing the Branch President immediately and the branch membership at the next branch meeting.
B. Keeping up to date on all deceased Branch 24, FRA members, assuring the Branch President and Secretary are notified in a timely manner to assure proper services are conducted at the request of next of kin.

C. Assuring that appropriate cards are sent to infirmed members and to survivors of deceased members in a timely manner.

D. Assuring that floral tributes or monetary donations, not to exceed $50.00 are sent to deceased members if so desired by the next of kin with the assistance of the Branch 24 Chaplain in compliance with Branch 24, FRA Standing Rule 5.
E. When the need for welfare assistance for a Branch 24, FRA member or spouse that falls into the category of “Disaster Relief” comes to the attention of this committee, the Chairperson shall inform the Branch President immediately. Should it be of a nature that it can be taken care of out of the Branch 24, FRA, Bacharach Memorial Fund as covered in Standing Rule ten (10) of the Branch 24, FRA Bylaws and Rules, assure that steps are initiated to assure prompt resolution. Should more help be required, report same to the Branch 24, FRA President, so that prompt requests can be made through the FRA chain of command for assistance from the FRA Disaster Relief Fund in compliance with Article 9 and Standing Rule 9, of the FRA, C&BL.
5. Branch 24, FRA Committee on Legislative Service.  This committee shall consist of at least two (2), Branch 24 members in good standing, appointed by the incoming Branch President for the year of his/her office. This committee is responsible for but not limited to the following;


A. Diligently follow all pending national, state and local legislation which may affect the welfare of the members of Branch 24, FRA and their dependents.


B. Report status of pending legislation in 5A above to the members at the monthly branch meeting.

C. Comply with any direction from the branch, in the form of a duly voted on and approved motion from the floor of a branch meeting, taking action on pending legislation in the form of voicing the branch opinion as directed.


D. Liaison with local veteran’s organizations and the Maryland Veterans Council, supporting this group as directed in 5C above.

6. Branch 24, FRA Committee on Membership and Retention.  This committee shall consist of at least two (2), Branch 24 members in good standing, with at least two years experience in the FRA, appointed by the incoming Branch President for the year of his/her office. This committee is responsible for but not limited to the following;

A. Interact with the Secretary, Branch 24, FRA to become familiar with the monthly Per Capita Report (PCT) received from National Headquarters, extracting data on delinquent and/or soon to become delinquent members of Branch 24, FRA.


B. Utilizing data from the PCT, attempt to personally contact these members to retain their membership in the FRA and in particular, Branch 24, FRA.


C. Conduct recruiting drives at local military installations, with the permission of the respective commands, to increase membership in Branch 24, FRA.

D. Make themselves the “resident experts” on all matters pertaining to member recruiting and the objects and goals of the FRA. Follow the premise, “What the FRA Can and Does For You, The Active Duty and Retired Navy, Marine Corps and Coast Guard Person”.


E. Liaison with the National Committee on Membership and Retention and the FRA Director of Membership and Retention, to stay up to date on the membership recruiting requirements, programs and literature available to assist in the recruiting effort.

F. Create an interest in the branch to facilitate recruiting; contests, awards, etc. Be familiar with the provisions on Section 403 of these bylaws, offering one (1) year’s free dues for every ten members recruited, reinstated or a combination of both.


G. Report member status to the members at each branch meeting.

7. Branch 24, FRA Committee on Public Relations.  This committee shall consist of at least two (2), Branch 24 members in good standing, appointed by the incoming Branch President for the year of his/her office. This committee is responsible for but not limited to the following;

A. Establishing a public vision of what Branch 24, FRA and the FRA is all about, through the written, photographic and internet media.


B. Taking pictures and compiling data on all ongoing and historical evolutions taking place in and around Branch 24. This includes meetings, awards, civic functions, personnel and any other items of interest, assuring articles and pictures are published in local and national media.


C. Act as the clearing house for articles appearing in the branch monthly newsletter, “The Log” and on the branch web site, assuring the accuracy of content and providing pictures as required prior to forwarding to the Log Editor or webmaster.


D. Maintain an annual photo-history book of all items of interest pertaining to Branch 24, FRA, for submission to Regional and National Conventions in compliance with instructions provided with the annual committee report on public relations. Forward this book as required with submission of this report. Once returned to the branch, file it with the Branch Secretary for the branch history.

E. Report public relations status and successes to the members at each branch meeting.

8. Branch 24, FRA Committee on Youth Activities. This committee shall consist of at least two (2) members in good standing, appointed by the incoming Branch President for the year of his/her office. This committee is responsible for but not limited to the following;


A. Study the various methods by which the branch and its members may best serve the youth in our community to the end that these young people may be properly guided in their endeavors to become better and more useful citizens. A mouthful right out of the FRA, C&BL, but correct in its intent. 

B. Investigate and set up programs for the children and grandchildren of Branch and Unit 24 members in keeping with 8A above. Programs such as Little League baseball, T-Ball, Pop Warner football, Pop Warner cheerleading, local junior basketball leagues and Soap Box Derby racing, come to mind. Set up Branch 24, FRA sponsorship in these programs to show our support.

C. Conduct the annual Branch, Unit and Club 24 children’s Christmas party in December. Set up an appropriate date with the FRC manager to hold the party at the club. Post sign-up lists in the club lobby no later than the second week in November. Assure that appropriate notices are posted in the November and December issues of the Branch Log, listing time, place, date, age and membership restrictions, where and how to sign up and a general description of the event. Interface with the appropriate members of the unit and club for funding, shopping, wrapping, set-up, etc. Arrange for entertainment and refreshments. Stay within the budget guidelines of the three sponsoring organizations. Keep accurate program and financial records of the event in a pass down log to be maintained by the Branch Secretary for historical purposes. Make a final report to the members at the January meeting.

D. Take charge of the children activities at the annual Branch, Unit, Club summer picnic, again, putting appropriate pass down data in the Youth activities pass down log for historical purposes.


9. Branch 24, FRA Committee on Bylaws and Rules. This committee shall consist of a minimum of three (3) members in good standing, all with a good understanding of parliamentary rules, our governing bylaws and rules, Robert’s Rules of Order and the ability to properly put ideas into written word. This committee shall be appointed by the incoming Branch President for the year of his/her office. This committee is responsible for but not limited to the following;


A. Conduct an annual review of the current Branch 24, FRA bylaws and Rules for content, compliance with National and Regional Bylaws and Rules and any changes deemed necessary for the good order and discipline of Branch 24, FRA.


B. Submit recommended changes to the Branch 24 members at the February branch meeting for review and then again for approval at the March branch meeting in compliance with Article 12 of the Branch 24, FRA Bylaws and Rules.


C. Review any recommended changes to the Branch 24, FRA Bylaws and Rules from the floor at a branch meeting or in writing from any Branch 24, FRA member in good standing. Written recommendations will be acknowledged in writing by the committee within five working days of receipt by the Chairperson. Proposed changes shall be reviewed for content, compliance with existing rules and regulations and either rejected with explanation as to why, or presented to the members at a subsequent branch meeting for review and approval in accordance with Article 12 of the Branch 24, FRA Bylaws and Rules. If not of urgent priority, the recommended rule change shall be held until the next annual review cycle for inclusion into recommended changes for that cycle. 

D. Assist the Branch President, Parliamentarian and BOD with any questions regarding the Branch 24, FRA Bylaws and Rules as requested.
10. Branch 24, FRA Committee on Adopt a Highway. This committee shall consist of at least two (2) members in good standing, appointed by the incoming Branch President for the year of his/her office. The duties of this committee shall be but not limited to the following;


A. Liaison with the appropriate Maryland State Highway division to assure the proper bags and vests are issued for the participants of the quarterly clean up.

B. Assure the appropriate stretch of highway is properly assigned to Branch 24, FRA.


C. Select the appropriate day each quarter for the clean up.


D. Assure the appropriate number of Branch (Unit and Club if so desired) members are available for the clean up.


E. Arrange with the Maryland State Highway Department for pick up of trash following the clean up.


F. Arrange for refreshments at the Club following the clean up, assuring funds are expended from the roper budget line item.


G. Maintain a proper pass down log for historical purposes, to be maintained by the Branch Secretary for historical purposes.

Branch 24, FRA, Appointed Positions

1. There are four appointed positions in Branch 24, FRA for which there are little or no instructions; Parliamentarian, Chaplain, Master at Arms and Two Bell Ceremony Bell Toller. All the FRA C&BL says of most of these positions is that they will be appointed by the President. Their duties shall be guided by, but not limited to, the information provided below.
2. Parliamentarian. This position may be appointed by the incoming Branch President if he/she so desires. It is not a required branch position. If so desired, the Parliamentarian shall be a member in good standing of branch 24, FRA, shall be knowledgeable of current Branch and National Bylaws and Rules as well as Roberts Rules of Order and should be a Past Branch President or National Officer. The Parliamentarian, if desired, shall be appointed by the incoming Branch President for the year of his/her office.

A. The Parliamentarian shall be the principal advisor to the Branch President on matters of parliamentary rule.


B. The Parliamentarian cannot, by rule, make decisions for any member of the branch. He/she may only offer opinions either verbally or in writing, which then must be acted on by the Branch President, Branch BOD and/or the Branch Membership as they see fit. At no time does the Parliamentarian make policy for the branch.


C. The Parliamentarian may act as an advisor to the Bylaws and Rules Committee if they so desire.

3. Chaplain. This position is required by Section 1222 of the FRA C&BL. He /she shall be a member in good standing of Branch 24, FRA, appointed by the incoming Branch President for the year of his/her office. 

A. The Branch Chaplain shall perform nonsectarian devotional services as part of the monthly branch meeting in compliance with Article 27 of the FRA C&BL.


B. The Branch Chaplain shall perform duties as required at deceased member memorial services, funeral services, various memorial services such as but not limited to Veterans Day and Pearl Harbor Remembrance Day.

C. The Chaplain shall assure that the altar is properly set up for the branch meeting and any other ceremonies as required.

            D. The Chaplain shall assist in the reading of the Two Bell Ceremony in compliance with the provisions of Section 2703 of the FRA C&BL committing the words in Section 2703(k) to memory if possible as this ceremony is usually conducted in a darkened hall.

E. The Chaplain shall interface with the Branch 24 Committee on Hospitals, Welfare and Rehabilitation, assisting with cards, floral tributes, etc, for the benefit of all branch members as required.


F. The Chaplain shall be an advisor to the Branch 24 Committee on Hospitals, Welfare and Rehabilitation.
4. Master at Arms. This position is required by Section 1222 of the FRA C&BL. He/she shall be a member in good standing of Branch 24, FRA, appointed by the incoming Branch President for the year of his/her office. 
A. The Master at Arms shall become intimately familiar with the order of business for a branch meeting contained in Article 26 of the FRA, C&BL, with the portions pertaining to his/her position in particular.

B. The Master at Arms shall become intimately familiar with the provisions of FRA C&BL Article 26 with regard to meeting hall set-up, entering the hall and introduction of National Officers, Past National Officers and civilian guests.
C. The Master at Arms shall assign a color guard for each meeting to attend the colors in compliance with Article 26 of the FRA C&BL.
D. The Master at Arms shall assure that an appropriate desk is set up inside the doors to the meeting hall to serve as a check in station for the branch meeting and man the desk.

E. The Master at Arms shall be in charge of the Member Sign in Log, assuring the Branch President is aware if there is a quorum present (20 members in good standing) prior to starting the meeting. He/she is in charge of the monthly 50-50 drawing.
F. The Master at Arms shall assure that good order and discipline is maintained during branch meetings, escorting disruptive members from the hall at the request of the Branch President. 

5. Two Bell Ceremony Bell Toller. This position shall be a member in good standing of Branch 24, FRA appointed by the incoming Branch President for the year of his/her office.

A. The Bell Toller shall assure that the Squalus Bell is properly set up for the two bell ceremony, draping the bell for deceased members and past officers as required.
B. The Bell Toller shall become familiar with the provisions of Section 2703 of the FRA C&BL, The two bell ceremony, if possible committing the words in Section 2703(j) to memory as this ceremony is usually conducted in a darkened hall.

Branch 24, FRA Miscellaneous Positions
1. There are a couple of miscellaneous positions in the branch that do not fit any of the above categories. These are Editor of the Branch 24, FRA “Log” and Branch 24, FRA Webmaster. The Branch 24, FRA Bylaws and Rules, Standing Rule 4, assigns the Branch President the responsibility for the publication of a monthly branch bulletin (The Log). It further allows him/her to appoint an Editor of The Branch Bulletin. Recently, this was taken a step further by appointing a Branch 24, FRA Webmaster to set up and oversee the new Branch 24, FRA website www.fra24.org. There is nothing in writing covering what responsibilities these positions have, what these positions do or who they report to. This section will serve as a guide as to what duties these positions have.
2. Editor of the Branch 24, FRA Log. This position shall be assigned on a volunteer basis by the incoming Branch 24, FRA President for the year of his/her office. This position shall report to the Branch President and interface with the Branch 24, FRA Committee on Public Relations as required. This position is responsible for but not limited to the following;

A. Assuring that information is assembled from branch, unit and club 24 in a suitable time frame to allow for collation, printing and mailing of the Branch Log to allow for receipt by Branch and Unit 24, FRA members prior to the scheduled monthly unit and branch meetings.

B. Assure that copies of the Branch 24, FRA Log are sent to all FRA and LAFRA members in good standing and incumbent and Past Regional Presidents and National Officers.


C. Select an adequate printing service to provide the printing, folding and mailing services required to comply with 2B above within the approved budget.

D. Work with the Branch 24, FRA Committee on Public Relations to obtain articles and pictures for inclusion in the Log.


E. Assure that names and telephone numbers are listed on the front of the monthly Log to provide member access to the various Branch Officers and Committee Chairpersons.

F. Work with the Branch 24, FRA Webmaster to move publication of the Log to the Branch 24, FRA website www.fra24.org for those members desiring electronic receipt of the Branch Log as a cost saving plan for the Branch.


G. Assure that extra copies are maintained in the Branch Secretary’s office.


H. Keep an annual historical file of branch newsletters (Log), to be kept with the Branch 24, FRA Secretary’s history files.
3. Branch 24, FRA Webmaster. This position shall be assigned on a volunteer basis by the incoming Branch President for the year of his/her office. This position shall report to the Branch President and interface with he Editor of the Log and the various Branch committees as required to provide up to date information to the branch and unit membership. This position is responsible for but not limited to the following;

A. Set up, maintenance and security of the branch 24, FRA website, www.fra24.org.


B. Work with the Chairperson of the Branch 24, FRA Committee on Public Relations and the Editor of the Branch 24, FRA Log in getting the Log on line as a cost savings program for Branch 24, FRA.


C. Work with the editor of the Branch 24, FRA Log to set up a sign up, sign out program to allow branch and unit members to opt out of the online Log should they not have the computer, skills or desire to receive the Log on line.

D. Work with the Branch 24, FRA Bylaws and Rules Committee to get the current Branch Bylaws and Rules online for all members.


E. Assure password security of the Branch 24, FRA website if necessary to assure protection of proprietary Branch 24 information.
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