	Position Description

	Position
	Golf Tournament Chair
	Co-Chair Allowed
	Yes

	Term
	1 year
	Successor
	Appointment

	Oversight
	President
	Voting Rights
	No

	Committees (C)=Chairperson
	Golf Tournament (C)   Scholarship

	Annual Budget Max
	See annual budget
	SSC Email
	

	Funding
	
	SSC Email Password
	

	Administrative Duties

	Continuity Binder:

	Must Include: Job Description; Procedures; Board Roster; Constitution; Bylaws; Calendar; Current and previous year monthly agendas, budgets, monthly/annual report(s), and minutes; Parliamentary Basics.
Submit to the Parliamentarian following the May GB Meeting or upon resignation/termination.

	Meetings:

	Monthly reports and requests for addition to the agenda must be submitted, in writing, to the Secretary, no less than 72 hours in advance of the GB monthly meeting
After Action/Term End Report and budgets are due to the President following the May GB meeting or upon resignation/termination
Attendance at GB monthly meeting is required; GM and Events strongly encouraged
Contact the President 24 hours in advance if unable to attend

	Protocol:

	GB Members are representatives of the SSC and are expected to conduct themselves in an orderly and respectful manner
Duties will be fulfilled in good faith, absent any malice and knowingly false information
GB Members will respect member privacy and will not perpetuate gossip and/or rumors
Subject matter and discussion at meetings declared ‘Executive Session’ by the President are confidential and not subject to public dissemination
Evidence of impropriety should immediately be reported to the President

	Governance:

	GB Members will maintain compliance with the SSC Constitution, Bylaws, Board Procedures, Job Descriptions, Shaw AFB, USAF, State and Federal regulations, to include: ADI34-223, Private Organization (PO) Program; Internal Revenue Service Tax Code as it applies to a 501(c)(3), Non-Profit Organization; Robert’s Rules of Order, revised, current addition.

	Additional Information:

	Want to send something to SSC members? Get the President’s okay FIRST!
Coordinate ALL outgoing SSC information through Public Relations Chair
Prior approval and receipts are required for non-budgeted reimbursement
GM Votes require a 7-day notice; see Parliamentarian
Consult the SSC Constitution and Bylaws
GB Members will perform other duties deemed necessary by the President
***Never state nor imply that the SSC is an official DoD, Air Force, or Army agency!***
DON’T use DoD logos; DON’T use uncompensated base stuff; DON’T obligate SSC past the current year
Robert’s Rules: Motion = Action ─ “I move to …” OR “So moved”
Can you do it? Please ask the Parliamentarian!










	Golf Tournament Chair

	Regular Duties:

	General:
· Present monthly reports, if applicable, to the SSC Board
· Annual reports and recommendations will be submitted to the Executive Board
· Facilitates the Annual SSC Golf Tournament and serves as Chair of the Golf Tournament Committee
· Meets with SSC President and Parliamentarian upon appointment to review job description and requirements
· Works with Treasurer on creating a budget for the Golf Tournament
· Golf Tournament Committee members must include: President, Vice President, Treasurer, Publicity, Philanthropy, Advisors, and members of the membership
· Establish sub-committees as needed, and appoint leaders of those committees (ex: theme, decor, marketing, food/alcohol, prizes, etc.)
· Serves on the Scholarship Committee, ensuring Golf Tournament sponsors are included in scholarship award banquet guest list, if applicable
· Submits a detailed After Action Report within 60 days of the event end
Donations: 
· Solicit local, regional, and national vendors/artists for event sponsors and Golf Tournament items/prizes
· May accept monetary donations in lieu of Golf Tournament items/prizes; turns over monetary donations or sponsorships to Treasurer in a timely manner
· Draft a Golf Tournament donation request letter to vendors and/or sponsors, providing the widest dissemination possible beginning in August/September
· Maintain vendor database to include contact info, donated items, and vendors contacted
· Coordinate with Publicity to develop media/marketing brand (flyers, QR codes)
· Ensure donated items are stored at a reasonably secure location (home, storage locker, etc.)
Event Planning:
· Coordinate event date with 20th Wing Commanders to ensure availability
· Serve as Liaison with venue, ensuring GB-approved date is reserved
· Schedule weekly, bi-weekly, or monthly planning meetings
· Create Golf Tournament theme to include: decorations, menu, entertainment, attire
· Obtain and supervise Course Marshal and/or other specialty assistance as needed and approved by the SSC President
· Ensure “Thank You” letters are mailed within 3 weeks of the event 
Volunteers:
· Recruit, train, and schedule and manage volunteers in all aspects of the auction, as needed
Financial:
· Provide recommended ticket and table prices to the SSC Board
· Arrange ticket sales at BX; partners with Publicity and Treasurer and/or Membership to advertise and track all ticket and table sales
· Coordinate with 20th Wing Protocol, providing Shaw Sumter Community Council (SSCC) and eligible guests to obtain base access to the event, if needed
Governance: 
· Update documents as required and provide copies for the SSC President, SSC Parliamentarian, and the Committee Chair binders to include: CFC Waiver (if needed), IRS status, BX ticket sale request, Donation request letter and forms
· Manages Golf Tournament Chair email and Google Drive 
· Ensure official communication, other than the SSC Committee/Board, is approved by the SSC President
· Ensure ALL printed material (documents & images) includes the ‘Non DOD’ state as stated in the SSC Bylaws



