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This manual establishes supplemental policies and procedures for the operation of Silver Wings chapters within Region IX.  It is intended for use in conjunction with the Silver Wings National Manual.  Its provisions are mandatory for use by all chapters within Region IX for all chapter activities.
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CHAPTER 1 – ORGANIZATIONAL STRUCTURE

1-1 CONTENTS.

This chapter explains the concept and duties of Region IX within the National Silver Wings organization.

1-2 REGION IX.

Region IX is one of eleven (11) regions within the National Silver Wings structure.  Region IX consists of chapters in Texas, Arkansas, Louisiana, and Oklahoma.

1-3 REGION IX HEADQUARTERS.

The intermediate command level of the National Silver Wings structure is the Region Headquarters.  Region IX Headquarters is hosted by a unit within Region IX and acts to coordinate and monitor the activities of the chapters within the region.

1-4 REGION OFFICERS.

a. Region Executive Officer

b. Assistants to the Executive Officer:  Up to two (3) additional officers may be appointed as deemed necessary by the Region Executive Officer.

c. Extended Region Staff:

1. Region Treasurer

a. If the Region Executive Officer chooses, he or she may assume the duties of Region Treasurer during his or her term as Region Executive Officer. If the Region Executive Officer chooses not to assume the Region Treasurer duties, he or she may use one of his or her three (3) additional officer appointments to appoint a Region Treasurer.

2. Region Public Affairs Officer

a.    An assistant to the Region Public Affairs Officer can be appointed by the Region Public Affairs Officer with the approval of the Region Executive Officer.

3. Area/Region Chief of Protocol

4. Region Parliamentarian

5. ARCON Commander

6. Chapter President
1-5 REGION OFFICER APPLICATION/SELECTION PROCEDURES.

a. Region Executive Officer.
1. Application Format:  Applications should be submitted on SW Form 5 to the current REO by the date specified in the National HQ Suspense Calendar.  If more than five (5) applications are received, the REO will forward them to National HQ.  The National Staff will narrow the pool to the best five (5) candidates and return these to the REO to be presented to the chapters for selection.

2. Selection:  The REO is selected by a majority vote of the chapter delegates at the Region Conclave or the Region Caucus of the National Conclave.

b. Area/Region Chief of Protocol. See JPM-1.

c. Region Parliamentarian.
1. Application Format:  Applications should be submitted on SW Form 13 to the Region Executive Officer by the date specified in the National HQ Suspense Calendar.

2. Selection:  The REO reviews the applications for Region Parliamentarian and forwards a candidate to the National Business Char for confirmation.  The National Business Chair confirms or rejects the selection made by the REO.  All applicants are notified in writing by the REO.

d. Region Treasurer:
a. Appointed by the Region Executive Officer if the Region Executive Officer chooses not to assume the duties of Region Treasurer.
e. Region Public Affairs Officer.
1. Application Format:  Applications should be submitted on SW Form 6 to the National Editor by the date specified in the National HQ Suspense Calendar.

2. Selection:  The National Editor reviews the applications and forwards a candidate to the National President for confirmation.  The National President confirms or rejects the selection made by the National Editor.  All applicants are notified in writing.
f. ARCON Commander

g. Chapter President

1. Each chapter president in Region IX shall serve a term of one year.

1-6 VACANCIES/DISMISSALS/IMPEACHMENT.

a. Vacancies.  Vacancies on the Region level (except Assistants to the Region Executive Officer) are filled by appointments of the National President.  Notification of such changes must be made to chapters in the region within 10 days.

b. Dismissals.  The Region Executive Officer may dismiss any assistant, with approval of the Region Advisor.  The Region Advisor may dismiss the Region Executive Officer or any Assistant, with cause.  The National President may dismiss any Region Level Officer.

1. Notification of staff changes must be announced to the chapters in the region and to National HQ within 10 days.

2. Dismissals made by the advisor must be in writing and include one of the following causes:

a. Financial misconduct.

b. Failure to perform essential duties of the office.

c. Conduct unbecoming a SW member and/or officer.

3. Removal for any cause may be appealed to SW National HQ, with copies of the written appeal sent to SW National HQ, the SW National Advisor, and the Executive Director.  The National HQ must respond to an appeal within 15 days of receipt.

c. Impeachment.  Impeachment of the Region Executive Officer is a function of the chapters in the region.  

1. Upon receipt of petitions from at least three (3) of the active chapters in the region, the Executive Director conducts a mail poll of impeachment approval (unless petitions are submitted directly to the Region Conclave in session).

2. Approval of impeachment requires a 2/3-majority vote of the active chapters, in good standing, within the region.

3. Impeachment of the Region Executive Officer may be appealed to the National President, who is the final authority.  The National President must answer all appeals within 15 days.

1-7 REGION OFFICER DUTIES.

a. Region Executive Officer.  

1. Acts as a voting member of the Executive Board of Directors, and attends all meetings of the Board.

2. Oversees changes to the Region Manual and advises National HQ of any changes.  Additionally, the Region Executive Officer is responsible for insuring that the Region Manual does not disagree with the SWM.

3. Submitting Region Executive Officer Reports in accordance with the Permanent Suspense Calendar (Ref. Attachment 1).

4. Coordinating SW/AAS Area wide liaison activities.

5. Monitoring the ARCOP program, in conjunction with the AAS Area Vice-Commander.

6. Coordinating activation, deactivation, and re-activation for chapters in the region, in conjunction with the SW National Development Officer.

7. Coordinating the Region Awards Program.

b. Area/Region Chief of Protocol.  See JPM-1.

c. Region Parliamentarian.
1. Taking SW attendance at Joint and Separate ARCON Business Sessions.

2. Calculating ARCON quorum statistics.

3. Distributing and processing ARCON proxy vote forms.

4. Ruling on points of order during ARCON business sessions.

5. Serving as an advisor to the Region Executive Officer on issues of parliamentary procedure, agendas, membership conduct, resolutions, legislative matters and other appropriate topics.

6. Conducting a workshop on parliamentary procedure, including information on writing resolutions and the offices of Region/National Parliamentarian and National Business Chair, during the ARCON.

7. Briefing the ARCON General Assembly on Parliamentary Procedure or preparing a joint briefing with the AAS Area Parliamentarian for the Joint AAS/SW General Assemblies.

8. Aiding and assisting the AAS Area Parliamentarian at ARCON regarding joint matters.

9. Submitting, as required by the NBC, monthly reports to the NBC which include information on the officer’s activities, conclave preparations, problems, and other comments.

10. Serving as runner for the NBC and National Parliamentarian during the National Conclave.  Assisting the NBC and National Parliamentarian with editing and distributing resolutions during the National Conclave.

11. Assisting the Region Executive Officer in producing the minutes of the Area/Region Conclave by providing original resolutions, with amendments.  A copy of this report should be forwarded t the NBC.

12. Other duties as specified by the NBC, National Parliamentarian, or Region Executive Officer.

13. Responsible for contacting each active chapter in Region IX for SNP ideas and preparing a resolution to be presented at NATCON.

d. Region Treasurer
1. Oversees Region Finances and Budget if the REO chooses to appoint someone to this position.
e. Region Public Affairs Officer.  

1. Oversees the Chapter Scrapbook Program for chapters in the region.

2. Submits articles to the National Public Affairs Officer for publication in On Silver Wings.

3. Publicizes Region events.

4. Participates in Region events at NATCON.  

f. ARCON Commander.  

1. Planning and executing conclave activities are the responsibility of the area/region conclave HQ commander, under the direction of the Area Commander and Region Executive Officer. An AAS squadron or a SW chapter may host the ARCON. (Ref Ch 2.4) The host unit chooses the conclave HQ commander from the general membership. If a member of AAS, the conclave commander holds the grade of AAS C/Lieutenant Colonel. This officer must prepare an after-action report on all facets of conclave operations and finances and provide a copy to the Executive Management Center, area HQ, region HQ, and the succeeding ARCON HQ. Ensure all continuity is transferred to the incoming ARCON HQ NLT 60 days after ARCON or by the end of the academic semester, whichever comes first.

g. Chapter President
1-8 REGION ADVISOR.

The Region Advisor is the PAS at the school hosting the Region Executive Officer, unless otherwise directed by the PAS.  Guidelines for Region Advisors are similar to those for the SW National Advisor.

CHAPTER 2 – REGION IX ADMINISTRATIVE PROCEDURES & INSIGNIA

2-1 CONTENTS.

This chapter discusses the various administrative procedures used within Silver Wings, including correspondence formats and general administrative policies.

2-2 CORRESPONDENCE PROCEDURES.

Standardized procedures are suggested for all units of SW.

a. Permanent Records.  Each unit should keep a full record of correspondence sent out or received by the unit for continuity between staffs.  Copies of correspondence should be filed according to the format in SWM, Attachment 6.

b. Letter Format.  SW correspondence should follow a business letter format.

c. Address Format.  Units should use an appropriate address format as shown below:

COLONEL J. DOE CHAPTER


(Chapter or Headquarters Name)

AIR FORCE ROTC DETACHMENT 000

(Detachment Number)

UNIVERSITY OF AMERICA


(School)

ANY CITY, ANY STATE 00000


(City, State  Zip Code)

Additional information, such as street numbers, buildings, box numbers, etc., should be added as indicated on the Unit Address Roster.  Also, other information, such as to whom the correspondence is addressed, may be included (for example, “Attention:  President”).  This additional information should be placed in the lower left corner of the envelope.

d. Letterhead.  SW units should use printed, rubber-stamped, or typed letterheads.

e. E-mail:  48 hour response time is mandatory.

f. Instant Messenger: According to the NCOP this should not be used for official business.
g. Official Business: The only acceptable and professional media via which official business shall be conducted will be business letters and/or e-mails. Official business letters shall be ones printed or typed on an official letterhead. Official e-mails shall be ones in which an official e-mail signature, which adheres to the address format outlined in Section 2-2 c of this manual, is included.

2-3 REPORTS.

a. Each chapter must submit all reports required by the Silver Wings National Manual, according to the suspenses set by SWM, National Headquarters, or Region Headquarters.  Reference the National Permanent Suspense Calendar, located in the SWM, for details about these reports.

b. Fall/Spring Status Reports – Each semester, all Chapter Presidents are responsible for sending a report to the Region Executive Officer and National Headquarters.  The suspense date for this report is given in the Region Suspense Calendar.  The format for the Chapter Status Form is in the SWM.

c. If Chapter Presidents do not submit sixty percent of their required reports as indicated by the suspense calendar, between 1 August and the Area Conclave, they shall lose their voice at the Area Conclave of that year.

d. If Chapter Presidents do not submit sixty percent of their required reports as indicated by the suspense calendar, between the Area Conclave and May of that school year, their Chapter shall be fined $40.00.

2-4 REGION SUSPENSE CALENDAR.

In addition to the National Suspense Calendar, Region IX Headquarters publishes a Region IX Suspense Calendar each year.  This Suspense Calendar should list all suspense dates pertinent to chapters within Region IX.  Items not submitted to Region IX Headquarters by the dates on the Suspense Calendar will be considered delinquent and subject to the Region IX Fine Policy.  Chapter Presidents must receive notice of overdue or late correspondence and the related fine.  Region Headquarters also makes note of late or missing reports in chapter evaluations.  If overdue materials are not received by Region Headquarters within ten (10) days of the due date, and Region Headquarters is not contacted with a reasonable excuse, the Chapter Advisor will be contacted and a fine will be imposed.

1. If Chapter Presidents do not submit sixty percent of their required reports as indicated by the suspense calendar, between 1 August and the Area Conclave, they shall lose their voice at the Area Conclave of that year.

2. If Chapter Presidents do not submit sixty percent of their required reports as indicated by the suspense calendar, between the Area Conclave and May of that school year, their Chapter shall be fined $40.00.

2-5 ADDRESSES.

Region IX correspondence is sent to the addresses listed in the National Unit Address Roster.  If the listed address is incorrect, the Chapter President should notify Region and National Headquarters immediately.

2-6 CHAPTER FILING SYSTEM AND RECORDS MAINTENANCE.

a. Chapters in Region IX are expected to use the national filing system which is detailed in SWM, Attachment 6.

b. Membership records must be maintained for all active members using the Member Information Form (Attachment 2) in this manual.  Chapters may add any additional information that is useful to the local unit.

c. Correspondence or other file material remains in the files for a period of two (2) years.  All older materials that are pertinent should be sent to the National Archives Headquarters.  The current year’s information and correspondence is maintained in “Active Files.”  The previous year’s information is maintained in the “Dead Files” until it is destroyed or sent to National Archives.

d. Continuity Notebooks must be maintained for each chapter office.

2-7 REGION INSPECTION OF CHAPTERS.

a. The purpose of the inspection is to provide the Region Headquarters with needed information about a particular chapter.  This information is used to assess the chapter’s effectiveness in fulfilling Silver Wing’s mission and objectives, and the chapter’s continuity for future members.  Region Headquarters will also be able to use inspection information toward the improvement of the Region management and operations.

b. Inspection Reports are completed by Region IX Headquarters within thirty (30) days of the inspection.  The Inspection should include a report on the chapter’s files and the officer’s continuity notebooks.  The chapter receives one complete copy of the results of the inspection.  The Chapter Advisor receives a copy of the overall rating of the chapter.  The continuity inspection criteria are detailed in this manual (Attachment 3).

c. Region HQ sets a date and time for each chapter’s inspection.  All inspections must be completed on or before the first day of the Area/Region Conclave.

2-8 CHAPTER NEWSLETTERS.

Chapters are encouraged to publish a chapter newsletter.  Region Headquarters recommends that the newsletter be joint with the local unit of AAS when possible.  As a minimum, the newsletter should contain a calendar of coming events and should be published on a monthly or bi-monthly basis.

2-9
SEPARATE REGION PROJECT (SRP)

a. The Separate Region Project (SRP) shall be a project that further develops one of the aspects of Silver Wings membership (professional, educational, service, social, or joint relations) for members in Region IX

b. The selection of an SRP shall be optional. An SRP will be decided by a majority vote of the delegates at the Region IX Caucus at each NATCON.

CHAPTER 3 – REGION IX FINANCIAL PROCEDURES

3-1 CONTENTS.

This chapter explains the policies and procedures of Region IX Silver Wings Financial Management.

3-2 SOURCES OF INCOME.

The chapters within Region IX must be self-supporting by means of fees, dues, donations, and fundraisers.  Funds may be solicited in accordance with the Silver Wings National Manual.

3-3 REGION INCOME.

Region IX Headquarters derives its income from assessments of the local chapters and by annual allocations from Silver Wings National Headquarters.  In accordance with the policies outlined in the Silver Wings National Manual, it is the goal of Region IX Headquarters for Region IX to be 100% self-sufficient.

a. Region allotments are requested of National Headquarters in accordance with the Silver Wings National Manual if the 100% self-sufficiency goal cannot be reached during the Region Headquarters term.

b. A copy of the annual financial report and residual funds are transferred to the incoming region headquarters by the outgoing region headquarters within one (1) month of the close of the National Conclave.  The residual funds must not be less than $100.00 or $1.00 per member, whichever is greater.

3-4 REGION ASSESSMENT OF CHAPTERS.

a. Each chapter in Region IX must submit Region Dues on a per member basis by the following dates each year:

1. 1 OCTOBER – all active members and Fall Associate Members - $8.00 per member.

2. 15 FEBRUARY – all Spring Associate Members - $8.00 per member.

b. The amount of Region IX dues may be changed by a majority vote of the voting delegates at the Area/Region Conclave subject to restrictions in SWM.

c. The Region IX Headquarters must notify the National Treasurer of the amount of Region Dues.

3-5 REGION DISCIPLINE OF CHAPTERS.

Region IX Headquarters is authorized to establish a schedule of fines for chapters failing to submit required materials by the published suspense date.

a. A fine may be imposed for each delinquent item listed on the Region IX Suspense Calendar.  Exceptions may be made by the Region Executive Officer before the deadline with a reasonable excuse.  The Region Executive Officer should use discretion when imposing fines, and disagreements with chapters about late items are settled by a vote of the Region Headquarters Personnel.

b. Fines for overdue/late items may not exceed $2.00 per day or $10.00 per item.

c. Any chapter with an outstanding debt to Region Headquarters at the time of the Area/Region Conclave will be denied voting privileges.  Chapters with outstanding reports and debts will be disqualified from award consideration.  Chapters with outstanding debts at the time of the National Conclave will be reported to Silver Wings National Headquarters as being in “bad standing” with the Region IX Headquarters and may be subject to the loss of vote according to the provisions of the Silver Wings National Manual.  Dues and reports will be accepted until roll call of the first Joint Business Session of Area/Region Meetings.  After this time, submission of late reports or dues will not restore the chapter vote.

3-6 REGION BUDGET.

The Region budget must include provisions for the following items as the budget allows:

a. Postage and ½ of ARCON registration for the Area/Region Chief of Protocol.

b. Transportation to inspections (if not held during ARCON) for the Region Staff.

c. ARCON registration for the Region Executive Officer, unless registration is covered by the conclave headquarters.

d. NATCON registration for the Region Executive Officer or appointed delegate.

e. Publication of the Region Newsletter.

f. Partial ARCON registration for the Region Parliamentarian.

g. Some assistance for the transportation of the Region Staff to the Area/Region Conclave.

h. Transportation for the Region Executive Officer to the Fall Executive Board Meeting.

3-7 CHAPTER INCOME.

Chapters within Region IX must be self-supporting with aid from dues, fundraisers, and other means of income.  Fundraisers must conform to the policies of the local university and SWM.

3-8 CHAPTER ASSESSMENTS.

Chapter assessments of chapter members is a function of the individual chapter.  The amount of Chapter Dues must be reported to Region Headquarters each year with the Chapter’s Proposed Budget.

3-9 CHAPTER FINANCIAL REPORTS.

Region HQ and each chapter in Region IX must maintain financial records which adhere to the National Accounting Guidelines, as detailed in SWM.  Additionally, each chapter in Region IX will submit the following financial reports to Region HQ in accordance with the Region IX Suspense Calendar:

a. Chapter Proposed Budgets     –  
Submitted in the format shown in SWM.

b. Chapter Revised Budgets       – 
Submitted in the format shown in SWM.

c. Interim Financial Report        – 
Submitted in the format shown in SWM.

d. Ending Financial Report        – 
Submitted in the format shown in SWM.

e. Additional Financial Reports   – 
Submitted as required in accordance with the format distributed by Region IX Headquarters.

3-10 CHAPTER DISCIPLINE.

The power to fine individual chapter members is a function of the local chapter.  Chapter fine policies must be reported to Region IX Headquarters with the Proposed Budget.

CHAPTER 4 – AREA/REGION CONCLAVE

4-1 GENERAL ASSEMBLY.

The general assembly of the Area/Region Conclave is the legislative body of the Region.  Each chapter is entitled to one vote.  Voting is by simple majority except when specified otherwise by this manual or SWM.  A quorum consists of two-thirds (2/3) of the chapters in good standing within the region.  The Region Executive Officer may vote in the case of a tie.

4-2 DELEGATES.

Each chapter is represented by one delegate and one alternate (usually the Chapter President and Vice President).  There is no limit on the number of chapter members attending, unless so specified by the ARCON HQ Commander at least 30 days in advance.

4-3 TIME.

There will be an Area IX/Region IX Conclave during the fall semester.  The exact time and place of the ARCON is decided by a majority vote of the Squadron and Chapter delegates represented at the previous ARCON based on the bids submitted by chapters and squadrons desiring to host ARCON.

4-4 BIDS FOR AREA/REGION CONCLAVE HEADQUARTERS.

Any chapter/squadron wishing to host the Area/Region Conclave must submit a written bid no later than thirty days prior to the Area/Region Conclave at which they plan to bid.  The bid must include the ARCON Planning Packet from the AAS National Manual and a proposed budget and staff.  Copies of the bid must be submitted to both Area IX and Region IX Headquarters.  The ARCON Planning Packet should have been previously approved by the Executive Director.

4-5 ABSENCES.

If both the delegate and alternate from a chapter miss a roll call of the first Joint Business Session of the Area/Region Conclave, the chapter forfeits its right to vote at all Conclave Business Sessions.  The chapter vote may be restored by the Region Executive Officer in unusual circumstances.  If both the delegate and the alternate miss roll call of subsequent business sessions, the right to vote will be lost for that session only.

4-6 PROXY VOTES.

A Chapter not represented at the Area/Region Conclave may delegate in writing a proxy vote to the delegate of another chapter or to Region Headquarters.  A copy of the proxy vote form must be submitted to Region Headquarters no later than two (2) weeks prior to the conclave.  One copy of the form should be retained in the Chapter Files (see Attachment 4).

4-7 REGION COORDINATION WITH ARNOLD AIR SOCIETY.

The REO insures that the necessary coordination with AAS Area IX Headquarters is accomplished in the planning and execution of the Area/Region Conclave.  ARCON HQ is subordinate to the Area/Region Headquarters to monitor the plans for the conclave.

4-8 PRE-CONCLAVE PACKETS.

At least twenty (20) days prior to the Area/Region Conclave, information regarding the agenda and topics for discussion must be distributed to the chapters by Region HQ.  The conclave Headquarters should distribute travel information at least twenty (20) days prior to the conclave.

4-9 AREA/REGION CONCLAVE RESOLUTIONS.

Chapters wishing to sponsor a resolution at the Area/Region Conclave, must submit the resolution in the format shown in the SWM at least two (2) weeks prior to the conclave.  Copies of joint resolutions should be submitted to both Area and Region Headquarters.

4-10 FINANCES FOR THE AREA/REGION CONCLAVE.

The registration fee assessed to each member in attendance finances the Area/Region Conclave.  Any profit from the conclave is forwarded to the next ARCON HQ.  The Area and the Region, under the instruction of the Area and Region Headquarters cover debts over the amount collected from the delegates.  The ARCON Budget should include provisions for the protocol gifts, invitations, and thank you notes.

4-11 REPORT OF THE HOST CHAPTER/SQUADRON.

The host school must submit a financial statement of all receipts and expenses to the Area Commander and Region Executive Officer no later than thirty (30) days after the Conclave.  Profits are forwarded to the next conclave headquarters via AAS Area IX Headquarters.  The after-action report must be submitted to the Executive Management Center within thirty (30) days following the close of the conclave.

4-12 AREA/REGION CONCLAVE AGENDA.

a. As a minimum, the agenda includes:

1. Resolutions on the Region IX Project.

2. Selection of new ARCON HQ and Region HQ.

3. Financial Report from the ARCON Commander and Region Executive Officer.

4. ARCOP Selections.

5. ARCOP Briefing.

6. Status of the Region Briefing by the Region Executive Officer.

7. Briefings from the National HQ Representatives and the Executive Director, if present.

b. Bids for ARCON HQ are presented as the first item of business of the First Joint Business Session of the Area/Region Conclave.  The presentation may be no longer than fifteen (15) minutes, and must include five (5) minutes for questions and answers.  Voting is postponed until Joint Business Session 2.

c. Bids for Region IX HQ are presented during the first SW Separate Session of the Area/Region Conclave.  Voting is postponed until the second Separate Session.

CHAPTER 5 – REGION AWARDS AND HONORS

5-1 CONTENTS.

This chapter contains information on the establishment and presentation of Region Awards, the Region Awards presented to individuals, and the Region Awards presented to SW or AAS units.  (Ref. Attachment 5 for list of awards, Ref Attachment 6 for nomination cover page.  Ref. Attachment 7 for award endorsement page.)

5-2 ESTABLISHMENT OF REGION AWARDS.

A chapter wishing to establish an award on the Region level may submit a resolution to the Area/Region Conclave.  The resolution must state all necessary criteria, background information, and a proposed name for the award.  Upon a majority approval of the Region delegates, the award will be presented at the next annual Area/Region Conclave.

5-3 SELECTION OF AWARDS RECIPIENTS.

Region IX Awards winners and nominees for national awards will be chosen by the Region IX Headquarters Staff with the advice of the Region Advisor.  The award nomination packets for national awards must be received by Region HQ no later than the suspense date given in SWM.  The award nomination packets for region awards must be received by Region HQ no later than two weeks prior to ARCON.

5-4 REGION AWARDS AND SPECIFICATIONS.

a. Nomination for National Awards – Region IX HQ nominates chapters and individuals, when qualified chapters/individuals exist, for all of the national awards.  See SWM for criteria and application packet instructions.

b. Outstanding Scrapbook Award – Chapters wishing to compete for this award should bring scrapbooks to ARCON.  The Region Public Affairs Officer selects a committee to judge the scrapbooks and present the award.  Each chapter may submit one scrapbook.  The scrapbook should include the chapter’s name, school, a title page, project coverage, news media publicity, pictures of chapter members, and things unique to the chapter.  The point system for the scrapbook is as follows:

General Appearance



0-5 Points

Content





0-5 Points

Presentation of Membership


0-3 Points

Adequate Coverage of all aspects of SW

0-5 Points

Judges Discretion




0-5 Points

c. The Project of the Month Awards are chosen by the Region Executive Officer for the months of September through April.  The award winners are announced in the Region IX Newsletter and certificates are presented at ARCON and the NATCON Caucus.

d. The Project of the Year Award is chosen by the Region Headquarters Staff, from the Project of the Month Awards.  Nominees are the winners for each month since the last ARCON.

e. The Region IX Honorary Silver Wing is selected by the Region IX HQ Staff.  Selection is based on contributions to the Region and Region IX Headquarters.  This award is a lifetime award and will not necessarily be given each year.

f. Attachment 5 contains the list of regional awards that will be presented annually at ARCON by the Region Executive Officer.  No award will be given by default.  Every award must have a nomination, at the discretion of the REO.  The REO has the authority to add additional/special awards for a particular year.  He/she must inform the chapters of the addition at least one month before the awards packets are due to this Region HQ.  A few examples are listed on attachment 5.

g. Region IX Awards consist of a permanent certificate, plaque, acrylic award, or paperweight.  

CHAPTER 6 – AMENDMENTS AND CHANGES

6-1 CHANGES.

The Chapters may make any changes and/or additions to this manual through the submission of resolutions to the Region Executive Officer.  These changes are subject to a majority vote (50% + 1) of approval of the region delegates at the Area/Region Conclave, the National Conclave or by a mail poll of the chapter within the region.

6-2 AMENDMENTS.

Amendments may be recommended by any chapter or member within Region IX at any time.  In these cases, the Region Executive Officer considers the immediate importance of the amendment and acts in accordance with the above paragraph.

6-3 REVISION OF THE REGION IX MANUAL.

This manual should be revised, as necessary, every two years by the Region Executive Officer and his/her staff.  The manual must be revised following a National Manual Revision to account for changes in references, policy, and procedures.  The revised manual must be approved by a majority vote of the chapters within the region.  The approval of the chapters for a manual revision may be voted on by a mail poll.

6-4 CHANGE SHEETS.

In the off years, years when the manual is not revised, the Region Headquarters may send change sheets to all chapters within the region.  The change sheets should detail changes made to the manual at the Area/Region Conclave and the National Conclave.

ATTACHMENT 1

SW REGION IX

PERMANENT SUSPENSE CALENDAR

(with Region Suspenses included)

DATE

ITEM


SEND TO

SEND FROM
FORM/FIG#

01 Aug

-Proj. Reg. Budget
NHQ/EMC

REO

Fg. 13-1

01 Oct

-Renewal Roster

All Chapters

EMC

n/a



-Email Address Report
EMC/NHQ

REO

n/a



-Region Dues

REO


All Chapters
n/a

15 Oct

-Fall Packet

All Units

National HQ
n/a



-Revised Reg. Budget
NHQ/EMC

REO

Fg. 13-1



-Fall Status Report
REO/NHQ

Chapters

Form 8

31 Oct

-Renewal Dues

EMC


All Chapters
n/a

15 Nov

-Activity Report #1
REO/NHQ/NAC

Chapters

Form 7A



-Newsletter Articles
NHQ


Any Member
n/a

01 Dec

-REO Rep. #1 with
NHQ/EMC

REO

Fg. 10-1



    Region Int. Financial





10-2, 13-2



-Nat Par. Application
NBC/NHQ/EMC

Applicant
Form 12

15 Jan

-Awards Packets

REO


Chapters

Form 7A, 19-20



-Newsletter Articles
NHQ


Any Member
n/a

01 Feb

-Intent to Bid - Nat. HQ
NHQ/EMC/NBC

Chapters

Fg. 9-1



-Email Address Report
EMC/NHQ

REO

n/a



-Web Master Appl.
AAS/SW NHQ

Applicants
n/a



-Pre NATCON Packet
Chapters


NHQ

n/a

15 Feb

-Spring Status Report
REO/NHQ

All Chapters
Form 8



-Awards Packets

NHQ


REO

Form 7A, 19-20



-Newsletter Articles
NHQ


Any Member
n/a



-Activity Report #2
REO/NHQ

Chapters

Form 7A



-Region Dues

REO


All Chapters
n/a

28 Feb

-Award Sponsorship Fee
EMC


Sponsors
n/a

01 Mar

-REO Report #2 w/
NHQ/EMC/NAC

REO

Fg. 10-1/10-2, 13-2



     Financial Report



-NatCon Proxy

NHQ/NBC/REO

Chapters

Form 9

15 Apr

-Region Ending Fin. Rpt.
New NHQ/EMC

Old REO
Fig. 13-3

ATTACHMENT 2

SW REGION IX

MEMBER INFORMATION FORM

Name ______________________________  Chapter _______________________________

Detachment _________________________  Initiation Date __________________________

Graduation Date _____________________   Major ________________________________

Permanent Address__________________________________________________________

__________________________________________________________________________

Phone (         ) ______-________

Silver Wings Offices/Activities:

Campus Activities:

Alumni Association Member ______ Yes  ______ No  ______ Unknown


If yes, when did you join the alumni association? ______

Date form completed ______________

Dates form updated _________________________________________________________________________

THIS FORM SHOULD BE UPDATED EACH YEAR UNTIL THE MEMBER GRADUATES TO INSURE ACCURATE INFORMATION.  AFTER THE MEMBER LEAVES THE CHAPTER, INFORMATION SHOULD BE UPDATED WHEN POSSIBLE.  MEMBERSHIP FILES MUST BE KEPT FOR AT LEAST ONE YEAR AFTER THE MEMBER GRADUATES.
ATTACHMENT 3

SW REGION IX

INSPECTION REPORT CRITERIA – CONTINUITY NOTEBOOKS

The following is an explanation of the minimum requirements for continuity notebook sections.  Inspection ratings should reflect usage of these criteria.

1. Explanation of Office

· Copies of the pertinent sections from SWM and the respective Region manual.  Important sections should be noted by highlighting or underlining.

· Any additional duties assigned by the chapter/headquarters.

2. Expectations of Officer

· List of specific duties (correspondence, reports, activities, etc.).

· National/Region/Chapter Suspense Calendars.

3. Goals of Officer

· List of personal goals the officer would like to achieve during his/her term.  These may include school activities or general goals.

4. Accomplishments of Term

· List and explanation of goals that were met.  If an inspection occurs just after an officer begins his/her term, the previous officer’s accomplishments should be used.

· List of any new programs established.

· List of any improvements made in established programs.

5. Ideas for Improvements

· List of suggestions for the incoming officer to improve efficiency, make unsuccessful activities/programs more successful in the future, and other ideas for improvement.

6. List of Contacts

· National/Region/Chapter Staff Rosters, Chapter Membership Roster.

· Others:

President – AAS Officer and Membership Rosters, Chapter/Local contacts.

Vice President – AAS, AFA, Alumni, FSCOP, ARCOP.

Activities Officer – Community contacts for projects.

Treasurer – Bank contacts, fundraising contacts.

Secretary – TV/Radio/Newspaper contacts, printing contacts.

Chapter Development Officer – Rush contacts, associate member listing.

7. Forms/Correspondence

· Forms specific to office.

· Copies of correspondence sent and received.

Additional Section Ideas:

Additional sections with pertinent/useful information are encouraged.  Such information should be current, relevant to the office, detailed and organized, and may be used to improve the overall notebook rating.

President – Chapter Manual/By-laws, conclave information, President’s reports, staff meeting minutes

Vice President – Inspections, alumni affairs, COP program, Sister Chapter information, AAS Relations, AFA Relations

Activities Officer – Separate National Project, Joint National Project, Community Projects, other project ideas, school involvement

Treasurer – Fining procedures, financial forms, Chapter budget, fining procedures, financial forms

Secretary – Publicity Tips, Chapter Newsletters, On Silver Wings/Region Articles

Chapter Development Officer – Rush, Associate Member program (meetings, tests, etc.), Initiation

ATTACHMENT 4

SW REGION IX

PROXY VOTE FORM

DATE __________________

AREA/REGION CONCLAVE LOCATION _____________________________________________________

CHAPTER _______________________________________________________________________________

UNIVERSITY ____________________________________________________________________________

NAME OF AUTHORIZED REPRESENTATIVE ________________________________________________

POSITION _______________________________________________________________________________

NAME OF ATENDEE VOTING ON MY BEHALF ______________________________________________

POSITION _______________________________________________________________________________

I, _________________________________________, HAVING BEEN DULY SELECTED AS THE DESIGNATED REPRESENTATIVE OF MY CHAPTER, DO HEREBY AUTHORIZE THE ABOVE-MENTIONED SW MEMBER TO REPRESENT MY INTERESTS.  THE AFOREMENTIONED IS FULLY AUTHORIZED TO VOTE IN ALL AFFAIRS OF THE BUSINESS TRANSACTED AT THE FOLLOWING BUSINESS SESSIONS OF THE _____________________________________________.



________ ALL SESSIONS



________ SEPARATE SESSIONS (specify which) _________________________________



________ JOINT SESSION (specify which) ______________________________________

SIGNED _________________________________________________________________________________

WITNESS ________________________________________________________________________________

WITNESS ________________________________________________________________________________

ATTACHMENT 5

SW REGION IX

LIST OF REGION AWARDS

1. Outstanding Chapter President Award – presented to the Chapter President who displays the greatest leadership ability in the region.  

2. Outstanding Chapter Officer Award – presented to the Chapter Officer, other than the President, who displays exceptional leadership ability. 

3. Outstanding Chapter Advisor Award – presented to a SW Advisor for outstanding guidance and counsel given to a local chapter. 

4. Outstanding Arnold Air Society Member Award – presented to an individual member of AAS for outstanding support of SW.  It may be presented only once to an individual.

5. Ideal Silver Wings Member Award – presented to an active member of SW for superior participation in SW and for significant contribution toward attainment of SW objectives in support of the AAS, AFA, and USAF.  The recipient is the SW member who best fulfills the SW image. 

6. Outstanding AFA Member Award – presented to an individual member of the Air Force Association for outstanding support of Silver Wings.  It may be presented only once to an individual.  

7. Outstanding Chapter Award – presented to the chapter for over-all outstanding performance

8. Outstanding Joint Operations Award – presented to the AAS Squadron and SW chapter that have best furthered the objectives of the two organizations in a joint manner.

9. Outstanding Service Award – presented to the chapter that best accomplishes the service aspect of the SW mission. 

10. Outstanding Arnold Air Society Squadron Award – presented to the AAS Squadron who best assists and aids the furthering of its chapter’s stated objectives.

11. Outstanding Recruiting Award – presented to the chapter that recruits the most new members.

12. Outstanding Professional Activity Award – presented to the chapter that best exemplifies the professional aspects of the Silver Wings Mission

13. Outstanding AFA Chapter Award – presented to the AFA chapter that best assists and aids the furthering of a SW chapter’s stated objectives. 

14. Outstanding Scrapbook Award – presented to the chapter with the most outstanding scrapbook.  It will be voted on at ARCON.  At the discretion of the National Staff, winners of this award may display the scrapbooks at the National Conclave.  The winner of the Region Outstanding Scrapbook Award is automatically nominated for the National Outstanding Scrapbook Award.

Examples of additional/special awards that the Region Executive Officer has the option of presenting: 

1. Region Efficiency Award – presented to the chapter that has consistently met its suspenses.  No nomination is required.

2. Outstanding T-shirt Design Award – presented to the chapter that has the best T-shirt design.  It will be voted upon by the Silver Wings Regional Assembly at ARCON.  It will be sent to National Headquarters for nomination for a National Silver Wings T-Shirt.

3. Outstanding New Chapter – presented to a chapter that is less than two years old for over-all outstanding performance of the Silver Wings objectives.

ATTACHMENT 6

REGION IX AWARD NOMINATION COVER PAGE

NUMBER OF PAGES IN PACKET: 

CHECK ONE:

Outstanding Chapter President Award

Outstanding Chapter Officer Award

Outstanding Chapter Advisor Award

             Outstanding AAS Member Award

Ideal Silver Wings Member Award 


Outstanding AFA Member Award 

             Outstanding Chapter Award  


Outstanding Joint Operations Award

Outstanding Service Award

Outstanding Arnold Air Squadron Award  


Outstanding Recruiting Award


Outstanding Professional Activity Award

             Outstanding AFA Chapter Award

CHAPTER NAME: 

DETACHMENT:

SCHOOL:

LIST OF ATTACHED ENDORSEMENTS (Check all that apply):

Chapter President                        PAS                                        AFA Representative

Chapter Vice President  
   AAS Commander                  Other (Please List):     


Chapter Advisor

   AAS Vice Commander

SW REGION IX ATCH 6

ATTACHMENT 7

REGION IX AWARD ENDORSEMENT PAGE

NOMINEE                                                                         


PAGE ___ OF ___

________________________________________________________________________

ENDORSEMENT



ENDORSER NAME           





TITLE 
SIGNATURE







DATE
________________________________________________________________________ENDORSEMENT
ENDORSER NAME 






TITLE

SIGNATURE







DATE

SW REGION IX ATCH 7



ATTACH ADDITIONAL COPIES AS

MARCH 2004    



             NECESSARY. ENDORSEMENT MAY

PREVIOUS EDITIONS OBSOLETE 
             NOT EXCEED ALLOTTED SPACE.

PAGE  
7

