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Introduction

Congratulations! You have assumed the job of Secretary, an important job in your squadron or district.
This position will be challenging aswell asrewarding, and it will offer you an opportunity to manage
many of the day-to-day operations functions of your squadron or district. Several committees report to
the office of the Secretary. You will be responsible for these committees as well as for recording and
maintaining official meeting minutes, documents of record including the squadron charter and articles of
incorporation, membershiplist, local bylaws, publications, and publicity.

Whileit may seem that the tasks and responsi bilities associated with being the Secretary are overwhelming
and intimidating, you will find that they are not. You need only to be organized and have the right
references at hand in order to resolve procedural or operational questions when they arise. It isin that
light that this manual will hopefully provide you with the resources needed to accomplish your new job
quickly and efficiently. Please feel free to call upon any of the members of the National Secretary’s
Department and the USPS Headquarters staff should any need arise. They are ready to support you, and
they want to be as customer service oriented as possible. The toll-free number to initiate this support is
1-888-367-8777.

Best wishesfor a successful year and thanks for all the help you provide to USPS!
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1. Office of District Secretary

Immediately after election to the office of secretary, you should become familiar with the duties as
shown in the district bylaws, and you should seek the advice and assistance of the previous District
Secretary. Consult the USPS Operations Manual and district bylaws and use them asaconstant reference,
especially Operations Manual, Chapter 10, “District Organization.”

This section summarizes the duties and responsibilities of the District Secretary. You should recognize
that the duties of any office can and do change from time to time.

At the beginning of the district’s operational year, prepare a calendar with dates annotated for callsto
Council and Conference.

TheDistrict Secretary isresponsiblefor the following committees and activities:
Historian

Publications

Newsdletter editor

The Ensign correspondent

Information Technology

Ship’s Store

The Secretary’s duties are usually outlined in detail in the district bylaws. The following itemizes the
basic duties:

a) Keeptheofficial attendance at conference and council meetings.

b) Keep minutes of the conference and council proceedings and conduct the correspondence of
these bodies.

c) Maintainan up-to-datemailing list for meeting noticesand other district communications. Include
the Chief Commander, the National Executive Officer, and the National Secretary onthemailing
list.

d) Recevewritten certificationsfrom squadron commandersfor delegatesto the district conference.

e) Put the agendaof conference and council meetingsin final form and mail to members.

f) Have custody of the official copy of the district bylaws and keep it correct to date. Preserve
important motions that might otherwise become buried and lost in the minutes of past meetings
of the Council or Conference in a convenient and readily accessible form (codified standing
rules). These include operational matters and decisions such as those pertaining to district
publications, memorial expenditures, responsibility for conferences, terms governing educational
and attendance awards and trophies as well as any other items appropriate for preserving in
permanent form.

g) Maintainafileof all documents, records, and communications of the district.

h) Make areport to each conference and council meeting.

i)  Send acopy of conference and council minutesto the National Executive Officer, the National
Educational Officer and the National Secretary. Send acopy of amendmentsto district bylawsto
the chairman of the National Committee on Rules.
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J) Report to the National Secretary (see form OD-1 in the Appendix) the names and addresses of
newly-elected district officersfor incorporationinthe Directory of National, District and Squadron
Officers, whichispublished annually.

k) Turnover to your successor al records, reports, communications, and documents of the district.

The Secretary is responsible for issuing acall for each Conference and Council within the time frame
specified in the district bylaws. At the beginning of the district’s operational year, prepare a calendar
with dates annotated for callsto Council and Conference. Thetimerequired for acall varieswhether the
call isfor aCouncil or Conference and what material isincluded in the call. The call should be mailed
first-class to members of the Council or Conference and/or the approved district mailing list. At a
minimum, the call should include:

¢ Anannouncement indicating that the document isacall to aspecific Conference or Council
The date of the call
The date and time for the meeting
The location of the meeting
The host squadron
The uniform of the day or recommended dress
The agenda, which should include the anticipated order of business and mention of any reports
that are time sensitive, such as the Nominating Committee report or Finance Committee report

Theminutesfor any Conference or Council should include, as aminimum, the following:

An announcement indicating that the document represents the minutes for a specific meeting
The date and location of the meeting

The name and status of each person making an official report to the body

The specificson all motions, including the names of members making and seconding the motion,
any amendments, and the outcome

e Thename of the person responsible for recording the minutes

The District Secretary iscustodian of the official copy of thedistrict bylaws. The Secretary receivesthe
bylaws after a major update or revision from the chairman of the Committee on Rules. The Secretary,
based on the applicabl e action of the adopting Conference, adds minor changes, revisions, or amendments
to the bylaws. The amendment action can be inserted into the applicable article or section or can be an
attached amendment. The exact text of the intended bylaw amendment must be included in the call for
any Council or Conference at which the amendment isto be discussed. If the text of the amendment is
lengthy and will not reasonably fit in the call, it is permissible to include the text as an attachment,
provided that the call itself mentions the bylaws amendment and has a note stating that the attachment
contains the compl ete text.
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Squadron and District Organization

These organizational charts are based on the model bylaws for district and common practice. Your
organization may differ.

Typical Squadron Organization

Squadron Membership
I
I I |
General Executive Squadron
Committee Committee Commander
Fiag Lt
Chaplain
Aldes
Merit Marks
Auditing - Budget & Finance |
Nominating — Housing Executive Officer Ed'(‘;;:io:al Administrative Secretary Treasurer
Rules - Law Lt/Commander LﬁComn‘::n der mcg:':':; der DfLtfCommander DiLtICommander
TPersonnel
Planning I~ Boat Show Asst. Educ. Officer — Boating Activities — Asst. Secretary Asst. Treasurer
I~ Coop. Charting Educ. Committees Meetings +— Computer Systems Praperty Officer
-~ Legislative Local Boards Member Involvement [— Editor Supply Officer
— Liasion Membership — Publications
— Public Refations Operations Training ~ {— Historian
I~ RadiofTechnical E Roster
— Safety Telephone
Typical District Organization
District Squadrons
District Conference
I
[ I |
General Executive District
Committee Committee Commander
Fiag Lt
Chaplai
Aides
Auditing Budget & Finance I
Nominating Education Fund | gyecutive Officer Edlacf:'t‘i::nal Adn:i)rfl;_s;:ﬁve Secretary Treasurer
Planning Law DL iCommander DIL¢Commander DILYCommander DittiCommander DILUCommander
Rules Personnel
I~ Boat Show Asst. Educ. Officer |— Boating Activities —— Asst. Secretary Asst. Treasurer
I~ Coop. Charting Educ. Committees Meelings +— Computer Systems Property Officer
- Legislative Local Boards Member Involvement |~ Editor
t- Liasion Teaching Aids Membership I~ Publications
— Public Relations ﬁgg‘Edu‘E Officers L Operations Training ~ {— Historian
— Radio/Technical (Indirect Report) — Roster
I— Safety
L Squadron Commanders

Secretary’s Manual
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2. Office of Squadron Secretary

Immediately after election to the office of Secretary, you should become familiar with the duties as
shown in the squadron bylaws, and you should seek the advice and assistance of the former Secretary.
The current USPS Operations Manual should also be used for reference.

Asnewly elected squadron secretary you should become familiar with the general order of business at
USPS meetings. Thisorder normally proceeds asfollows:

Meeting called to order

Request the secretary to determineif aquorum is present

Invocation and Pledge of Allegiance

Roll call

Request the secretary to read the minutes of the previous meeting and obtain acceptance from
the membership

6. Reportsof officers

7. Reports of committees

8. Unfinished business
9

1

agrwbdPE

. Elections (when appropriate)
0. New business

It isimportant that you keep accurate minutes of all squadron meetings and meetings of the Executive
Committee. You should have copies of the squadron bylaws, the USPS Operations Manual, a current
membership roster, and the minutes of previous meetings at hand. In transcribing the minutes use full
names of persons and committees. Meetings should be recorded to tape for future reference. Whether
adopted or rejected, every principal motion that is placed before the assembly should be entered in the
minutes.

At meetings of the Squadron and Executive Committee, the Secretary reports the current membership
status (including resignations, transfers, and deaths) and any correspondence affecting the interests of
the Squadron. The Secretary must make an annual report inwriting at the end of the squadron year. This
report should include statistical summaries of membership changes during the year, a breakdown of
membership according to grades, and the percentage of advanced grades held compared with the total
membership. The report should also present an itemized accounting of the expenses of operating the
secretary’ s office (such as stationery supplies, printing, postage, clerical and stenographic assistance) in
addition to recommendations and suggestions for improving the handling of squadron business.

In addition to taking, recording, and archiving minutes and reports, the Secretary should:
e Retain membership recordsfor at least fiveyears
e Report at each meeting on resignations, transfers, deaths, and correspondence
o Verify sqguadron membership records against Headquarters records; notify Headquarters of any
discrepancies.
Act as Supply Officer where thereisno Supply Officer
Provide affidavits of banks used as depository with forms furnished by the bank
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Send to USPS Headquarters certification of delegates to USPS annual or special meetings and
proxiesfor delegates to USPS annual or special meetings with forms supplied by USPS
Follow up with committee chairmen before Executive Committee meetings

The Secretary sends the following to USPS Headquarters:

1.
2.
3.

e

Changes of address, resignations, and deaths (see form HQ-102 in the Appendix)

Transfers, as approved, on form HQ-110 (in the Appendix)

Reinstatement, with check for current year’s USPS dues, assessments if any are required, and
reinstatement fee. Use form HQ-103. (No reinstatement fee required for those returning to
membership from duty in the armed forces of the United States.)

Request for replacement of lost certificates, with check, and with aletter of transmittal
Ordersfor stationery with USPS Ensign imprinted, record sheets and binders, lapel buttons, and
other miscellaneousitemsasavailable

Write to the National Secretary in care of Headquarters for information and advice on any
matters not covered in the USPS Operations Manual

In the event of the death of amember or someonein amember’simmediate family, perform such actsas
have been determined to be appropriate by the Commander or Executive Committee (flowers, letter of
sympathy, and/or donation to USPS Educational Fund).

Important documents to be kept for Squadron reference:

USPS Operations Manual

Squadron and District Bylaws

District Operations Guide
Membership Directory/Roster
Robert’s Rules of Order (latest edition)
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3. Job Descriptions and Related Responsibilities

The job descriptions for District Secretary and Squadron Secretary are similar. This section combines
the descriptions; where a portion of the job pertains only to Squadron or District Secretary, that fact is
noted.

Asabridge officer, the District Secretary isobliged to attend all Council meetingsand all Conferences.
The Squadron Secretary is encouraged to attend these meetings. The Secretary should be familiar with
the following sections of the Operations Manual: District Secretary, Sections 10.39 through 10.44:
Squadron Secretary, Sections 11.19 through 11.35. The Secretary shall:
Keep the official log of attendance and minutes of general, executive, and special meetings.
Maintain an up-to-date mailing list for meeting notices and communications.
Have custody of the official copy of the bylaws and keep it up to date.
Keep up to date the standard operations procedures and have them revised periodically for
deletion or addition to bylaws.
Maintain afile of all documents, records, and communications.
Handle such official correspondence asthe Commander designates.
7. Report to the National Secretary on forms provided by Headquarters (seeforms OD-1 and OD-
2 inthe Appendix) the names and addresses of the newly elected officers.
8. Cooperate with the Squadron Treasurer in processing information and forms relating to new
members, transferring members, and reinstatements.
9. Sendthelist of delegatesand alternatesfor Conferencesto the district secretary at the appropriate
time.
An Assistant Secretary may be elected or an assistant to the Secretary may be appointed to work with
the Secretary as required. This person should be capable of assuming the office of Secretary when
required.

PODNPRE

o o

Committees Within the Secretary’s Department

Committees that may be found under the Secretary’s Department are: (1) Historian, (2) Roster, (3)
Squadron Newsl etter, (4) The Ensign Correspondent, (5) Ship’s Store, and (6) I nformation Technol ogy.

Historian

To ensurethe preservation of historical material, it issuggested that the Commander appoint aHistorian
asalieutenant in the secretary’s department. The Commander should choose a person willing to serve
for more than one year so that the Historian becomes alink between changes of watch.

The Historian should be custodian of all minutes of past meetings and copies of the newsletter. A further
function is to preserve the non-current material of historical value from the files of all officers and
committees. The Squadron Historian forwards a copy of this material viathe District Historian to the
National Historian Committee for permanent preservation at National Headquarters (seeform HQ-701
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in the Appendix). Thisformisfiled within 30 days after the change of watch. The Historian's records
should include:

1. Detailsof squadron formation and list of charter members and honorary members

2. Sguadron Charter (safe storage, proper care, and security of Squadron Charter)

3. Minutesof executive committee, member and annual meetingsincluding namesof district officers
attending and officer and departmental annual reports

4. Copy of bylawsincluding amendments

5. Legal documents and records (i.e., Incorporation Files and State Exempt Organization
Certification)

6. Member records (i.e., courses completed, merit marks earned, and contributionsto Squadron or
District)

7. Honorsand special awards given or received (i.e., District, National or other organizations)

8. Biographies and photos of present and past officers and those attending squadron activities

9. Rostersof members (i.e., joining, active and inactive, and leaving)

10. Publicity clippingsand photographs

11. Records of hosting or participating in meetings and events (i.e., inter-Squadron, District, and
National)

12. Completefile of publications, such as newsletters and special announcements

13. Important correspondence (i.e., U.S. mail, e-mail, faxes)

TheHistorian will advise the Commander of significant anniversariesand solicit help from all members
to collect information and photographs pertaining to all squadron activitiesthat may be retained as part
of the Squadron or District history.

Roster

The roster represents one of the best historical records concerning members. It should be kept current
and up to date by the Secretary’s Department.

Rostersare now availablefor download from National Headquartersthrough the USPS website. Roster
information is accessed through a user name and password and delegated use. Questions regarding the
process should be directed to the Rear Commander of the Information Technology Committee. This
information should be passed from watch to watch.

A roster request can be made on line via the Information Technology Committee homepage on the
USPSwebsite or by contacting Headquarters. Only the Squadron or District Commander is authorized
to request aroster. He can request aroster only for the respective Squadron or District. This authority,
however, can be delegated to the Secretary. The respective Commander or Secretary (i.e., District or
Squadron) must initiate the request by phone in the event of alost password.

Secretary’s Manual USPS 2002 Edition



Each 15 January the Informati on Technology Committeerel easesthe new password. District Commanders
receive the district password; Squadron Commanders receive the squadron password. Effective that
week, al old passwords becomeinvalid, so you will not have access until the new passwordsarereceived
by mail. It isstrongly suggested that you print aroster prior to December 31, so that you have an up-to-
date roster during the two-week transition to new passwords.

Note that the “ sqdX X X.exe” filewill be returned as an attachment to areply e-mail, generally withina
few hours, during normal business hours. Please refer to your operating system and e-mail program
documentation for methods to save and execute files. All changes to the squadron or district roster
database files must be made using DB2000. Please refer to the DB2000 installation and the DB2000
update help filesfor moreinformation on the DB2000 program. The changeswill be madeto the national
database, and a complete and updated roster file can be requested at alater date. If the squadron is not
able to use DB2000, any changes can be faxed or mailed to the national office, using the appropriate
forms, availablefrom Headquarters.

Newsletter Committee or Squadron Editor

This chairman and the committee produce and edit the squadron newsletter to keep the membership
fully informed of coming events, announcements, and review of recent events. Among those serving on
the committee may be aphotographer, apublisher or printer, an advertising manager, and reporters. The
sguadron newsdl etter isthe main vehicle of communication with the membership. Although the publication
may vary from one page photocopied monthly to an elaborate magazine, the important considerationis
communicating all essential information accurately.

Duties of the chairman and the committee are to:

Determine the contents and plan each issue

Request material from officers, committee chairmen, and other members
Proofread the copy, working in as many pictures the photographers may furnish
Distribute the finished issues to the membership

pPODNPRE

The photographer should be familiar with the operation of acamera, work with the editor, and attend all
Squadron or District functions. The photographer furnishes photographs to the PRO chairman, editor,
historian and The Ensign correspondent and displaysthe pictureswhenever possible. Picturesare worth
athousand words and everyone likes to be in pictures. Some events to be covered are:

e Change of watch
Special awards
Special activities
Special guests
Specia presentations
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The Ensign Correspondent
This person will act as areporter of squadron or district news with the following duties:

1. Originate, solicit, and forward to The Ensign editor or the district correspondent articles of
newsworthy squadron activities such as cruises, rendezvous, public relations, cooperative charting
efforts, and other information of national interest.

2. Work with the squadron or district photographer to obtain pictures to accompany such articles
and promote submission of photos suitable for The Ensign cover pages.

3. Assist with the promotion of advertising for The Ensign (the squadron may earn commissions
for advertising secured for The Ensign).

4. Review the squadron publication and forward any articles or photographs of general interest to
the district The Ensign correspondent.

5. Befamiliar with and understand The Ensign deadline schedule.

Ship’s Store

National has a Ship’s Store. The inventory is material that is of interest to our members. Ship’s Store
provides a profit incentive for Squadrons and Districts to sell their merchandise. The profit is 20%,
provided at | east $250 worth of merchandiseissold. Squadronsoften order specific material at members
request for resale, while Districts arrange to have material sent to their semi-annual conferences for
showing and sale. Details of the way to make this happen are outlined bel ow.

A responsible person requests materials to be sold at adistrict or squadron meeting. This request must
be submitted to Headquarters no less than six weeks before the intended date of sale. Requests must
include the name of the responsible member, date of sale, and shipping address.

Headquarterswill prepare and ship the merchandise. Included will bea“USPS Ship’s Store Sales Event
Control Sheet” listing the items, starting count, and selling price. There will aso be columns for end
count, number sold, and gross sales, as well as atally showing gross total, less 20% commission, less
shipping and insurance, and net total.

All items that are not sold must be properly repacked and returned to headquarters correctly identified
along with the compl eted Sales Event Control Sheet together with the check covering thenet total. This
must be sent within three days of the sale. Any damaged merchandise must be separated in the package
with anote explaining the problem.

There will be a $25 penalty if the above instructions are not followed or if unsold merchandise and a
check are not received at Headquarters within two weeks of the date of sale.

Orders may be taken for items not included in the merchandise sent. The price of such items can be
included in the gross total subject to the 20% commission. Order forms will be enclosed with the kits.
You must include packing and shipping charges, as per the chart below, based on each shipping point,
plus the name and shipping address.
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Shipping Charges

Purchase Total

Under $10.00 | add $4.95
$10-$20 add $5.95
$20-$30 add $6.45
$30-$50 add $6.95
$50-$100 add $8.95
$100-$600 add $10.95
Over $600.00 | add $12.95

Information Technology Committee

TheInformation Technology Committeeisresponsiblefor theresearch, development, and implementation
of planning, training, and operational guidance for computer systems and applications used by
Headquarters, District, or the Squadron.

Computersare used at Headquartersfor all phases of accounting and fiscal control, membership records,
warehouse inventories, educational records and examination grading, typesetting and mailing labelsfor
The Ensign, a USPS personnel information bank, and headquarters correspondence.

The committee also supports, promotes, and develops computerization projects for the membership.
These projects include squadron and district recordkeeping, data transfers between Headquarters and
Squadrons or Districts, merit mark preparation, conference registration, and any other USPS endeavor
that would benefit from computerization.
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4. Communications

Communications are essential to smooth functioning of a Squadron or District. This areaincludes the
work of the telephone committee, roster committee, correspondence committee, and an Internet
communications committee. Many Districts and Squadrons have Internet home pages intended to be
sources of information for the members and visitorsto the site and to provide a conduit for modern-day
communications. Some of the information that should be found on the home pagesincludes :*
e Education calendar to include courses offered from all squadrons
e A schedule of district and squadron events, including special meetings, dinners, rendezvous,
changes of watch, and whatever else the squadron wants to announce
e USPS Boating Course information and class schedules with a map of squadron locations with
individual squadron contacts
e Home pagesand Internet linksfor all squadrons; contact district webmaster for how-to, design,
and maintenanceinformation
Linksto USPS, CPS, and other boating sites, such as USCG, Boat/US, and yacht clubs
e District information and district newsletters, council and conference information, boat shows,
and activities of general interest to members and the local community
e E-mail directory for member-to-member communications

! Note: the content depends upon the contributions of Districts and Squadrons.
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Appendix

Thefollowing formsareincluded in thisappendix.

OD-1
HQ-102
HQ-110
HQ-103
OD-2

HQ-701

Listing of District Officersand Committee Chairmen .........cccccceecvveevverieenenne. 14
Personnel ChangeREPOIT ........ccveiiieriee e 17
Letter Of TranSFer .....oovoeeiieecee e 18
Application for REINSLALEMENT ........ccccceieereee e 19
Listing of Squadron Officersand Committee Chairmen ...........cccccveeevverennnnne 20
Squadron Report for National Historian ..........cccceveeeveeiv e v 22
District and Squadron Officer Update FOrm ..........cceeceveevenceseesie e seesieens 26
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UNITED STATES POWER SQUADRONSe

P.O. Box 30423 -Raleigh, NC 27622 -Fax (919) 836-0813

Listing of District Officers and Committee Chairmen

Secretary’s Manual

DISTRICT ACCT #
Bridge Officers Will be Installed (Date):
POSITION NAME AND GRADE SQUADRON ADDRESS, CITY, STATE, ZIP AREA CODE/PHONE#
& E-mail
21000 - District (H)
Commander
(B8)
(E-mail)
Cert#
22000 - Executive (H)
Officer
(B8)
(E-mail)
Cert# ]
23000 - Educational (H)
Offier
(8)
(E-mail)
Cert#
24000 - H)
Administrative
Officer (B)
(E-mail)
Cert# |
25000 - District (H)
Secretary
(B)
(E-mail)
Certi# |
26000 - District (H)
Treasurer
(=)
(E-mail)
Cert# |
23010 Asst/DEO (H)
(B)
(E-mail)
Cert# |
FORM OD-1 Page 1 of 3
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POSITION NAME AND GRADE SQUADRON ADDRESS, CITY, STATE, ZIP AREA CODE/PHONE#
o & E-mail
22500 - District PRO (H)
(B) '
(E-mail)
Cert# I
22300 - Ch/Safety (H)
(B8)
(E-mail)
Cert# |
24500 - (H)
Ch/Membership
(B)
(E-mail}
Cert# |
24800 - Ch/Member H)
Involvement
(8)
(E-mail)
Certf |
22400 - Legislative H)
Officer
(B)
(E-mail)
Cert# |
20300 - Law H)
Officer
(8)
(E-mail)
Cert# |
22200 - Ch/Coop/Ch (H)
(8)
(E-mail)
Cert# |
25400 - THE (H)
ENSIGN
Correspondent (8)
(E-mail)
Cert# |
22700 - Ch/Vessel (H)
Safety Check
(B)
(E-mail)
Cert# |
FORM OD-1 Page 2 of 3

USPS 2002 Edition
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POSITION NAME AND GRADE SQUADRON ADDRESS, CITY, STATE, ZIP AREA CODE/PHONE#
o & E-mail
22800 - Ch/New (H)
Squadron N
Development (B)
(E-mail)
Cert#
24600 - (H)
Ch/Operations
Training (B)
(E-mail)
Cert# |
25300 - Ch/District (H)
Publications
(B)
(E-mail)
Cert# |
25303 - (H)

Ch/Editor/Publications
(8)

(E-mail)
Certf#
25200 - Historian (H)
(8)
(E-mail)
Cert# |
24100 - Ch/Boating (H)
Activities .
(8)
(E-mail)
Cert# |
20400 - Ch/Rules (H)
)
(E-mail)
Cert# | _
20600 - Ch/Planning (H)
(8)
(E-mail)
Cert# | T

Note: Please insure all certificate numbers are correct.

Please use the enclosed envelope to mail Form OD-1 or fax to USPS Headquarters by 1 February 2001.

Date completed
District Commander's Signature

FORM OD-1 Page 3 of 3
Secretary’s Manual USPS 2002 Edition
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UNITED STATES POWER SQUADRONS® -
P.O. Box 30423 Raleigh, NC 27622
Phone 919-821-0281

PERSONNEL CHANGE REPORT

Fax 919-836-0813

FROM:

SQUADRON NAME

SQUAD ACCT # DIST #

PLEASE INDICATE THE TYPE OF CHANGE YOU ARE REPORTING:

[0 Address Change 0 Name Change 0O Deceased Member
(include old name and new name)

TODAY'S DATE

0 Resignation
(include letter of explanation)

NOTE: If any of the reported changes are for a member currently listed in the Directory of Officers, please list the
office held in the space provided.

Certificate # and Name

New Address, Zip Code, and Phone Number
with Area Code

Office
Held

Form HQ 102 (1/95)

USPS 2002 Edition

SEND WHITE COPY TO USPS HQ
KEEP YELLOW COPY FOR YOUR FILES

Signature of Submitting Officer
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Telephone 919-821-0281

UNITED STATES POWER SQUADRONS -

LETTER OF TRANSFER

P. O. Box 30423
Raleigh, NC 27622 Fax No. 919-836-0813

IMPORTANT - (1) Only members with current year dues pald are eligible for
transfer. (2) All others should use Form HQ103. (3) All applicable fees will
be billed to admitting squadron (see current Dues & Fees Schedule for
amounts). (4) Complete only Part 1 and Part 2 of form. (5) Malil first copy

to USPS HQ Attn: National Secretary. (6) HQ will obtain the releasing

squadron secretary’s endorsement and complete.
PART 1 - TO BE COMPLETED BY ACTIVE MEMBER:

Certificate Number, Name and Address of Active Member

Certificate Number and Name of Additional Active or
Family Members

NAME OF ADMITTING SQUADRON & DISTRICT

NAME OF RELEASING SQUADRON & DISTRICT

Dear Sir: | am a member in good standing and wish to transfer, as indicated for the following reasons:

Signature of Active Member

Date

Signature of Additional Active Member

Date

PART 2 - TO BE COMPLETED BY ADMITTING
SQUADRON SECRETARY:

The above member of USPS is acceptable to membership.

Signature of Admitting Squadron Secretary

Date

NOTE: THE NATIONAL SECRETARY WILL OBTAIN THE
RELEASING SQUADRON SECRETARY’'S
ENDORSEMENT.

PART 3 - TO BE COMPLETED BY RELEASING
SQUADRON SECRETARY:

The application for transfer of above member(s) is
approved and effective as indicated above, UNLESS A
"PROTESTED" LETTER OF TRANSFER SHOWING
SATISFACTORY CAUSE IS RETURNED TO THE NATIONAL
SECRETARY OF USPS WITHIN 45 DAYS, TRANSFER WILL
CONTINUE VALID. Please sign and return to USPS HQ
Attn: National Secretary.

CHECK ONE
0O TRANSFER ENDORSED
OO0 TRANSFER PROTESTED (REASONS GIVEN ON REVERSE)

Signature of Releasing Squadron Secretary

Date

FIRST COPY - HEADQUARTERS ATTN: NATIONAL SECRETARY
SECOND COPY - ADMITTING SQUADRON

FORM HQ 110-1092

Secretary’s Manual

USPS 2002 Edition
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UNITED STATES POWER SQUADRONS®
P.O. Box 30423 -
Phone 919-821-0281 Raleigh, NC 27622 Fax 919-836-0813
APPLICATION FOR REINSTATEMENT

FROM:
SQUADRON NAME SQUAD ACCT # DIST # DUES YEAR TO WHICH
REINSTATEMENT APPLIES
Certificate Number, Name and Address of Former Squadron if Other Certificate Number and Name of
Active Member than Above Additional Active or Family Members
.
DATE SQUADRON TREASURER

SEND WHITE COPY TO USPS HQ
KEEP YELLOW COPY FOR YOUR FILES
Form HQ 103-(Rev. 10-94)

USPS 2002 Edition Secretary’s Manual
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@

UNITED STATES POWER SQUADRONS®
P.O. Box 30423 - Raleigh, NC 27622 - Fax (919) 836-0813
Listing of Squadron Officers and Committee Chairmen

DISTRICT #

Bridge Officers Will be Installed (Date):

SQUADRON

ACCT #

POSITION

NAME AND GRADE ADDRESS, CITY, STATE, ZIP

AREA CODE/PHONE#
& E-mail

31000 - Commander

Cert#

(H)
(B)

(E-mail)

32000 - Executive
Officer

Cert#

(H)
(B)
(E-mail)

33000 - Educational
Ofﬁcer

Cert#

(H)
(B)

(E-mail)

34000 - Administrative
Officer

Cert#

(H)
(B)

(E-mail)

35000 - Secretary

Cert#

(H)
(B)

(E-mail)

36000 - Treasurer

Cert#

(H)
(B)
(E-mail)

32500 - Squadron PRO

Cert#

(H)
(B)

(E-mail)

35300 - Ch/Squadron
Newsletter Committee

Cert#t

(H)
(B)
(E-mail)

FORM OD-2
Secretary’s Manual

Page 1 of 2

USPS 2002 Edition
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POSITION NAME AND GRADE ADDRESS, CITY, STATE, ZIP AREA CODE/PHONE #
o & E-mail
32300 - Ch/Safety (H)
Committee .
N (B)
Certit | (E-mail)
34500 - Ch/Membership (H)
Committee
B)
(E-mail)
Cert# |
34800 - Ch/Member (H)
Involvement Committee
(B)
(E-mail)
Cert# |
33001 - Assistant (H)
Educational Officer
(B)
(E-mail)
Cert# | -
30300 - Law Officer (H)
(B)
(E-mail)
Cert# ]
32200 - Ch/Cooperative (H)
Charting
(B)
(E-mail)
Cert# |
32700 - Ch/Vessel (H)
Safety Check Program .
(B)
(E-mail)
Certt# | -~
34600 - Ch/Operations (H)
Training
(B)
(E-mail)
Cert# | :
34100 - Ch/Boating ((H)
Activities
(B)
(E-mail)
Cert# | -

Note: Please insure all certificate numbers are correct. Use the enclosed envelope to mail Form OD-2 or fax to Headquarters before
1 February 2001.
Date completed

Squadron Commander's Signature
OD-2 Page 2 of 2

USPS 2002 Edition Secretary’s Manual
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ANNUAL SQUADRON REPORT
. FOR

NATIONAL HISTORIAN

INSTRUCTIONS: Squadron commanders will give this form to the squadron historian or
secretary to be completed and 2 copies sent to the district historian within 30 days following
change of watch.

An “Essay’ type report is also acceptable, using this form as a guide.

POWER SQUADRON, NO. DISTRICT DATE
PERIOD COVERED: CHANGE-OF-WATCH TO CHANGE-OF-WATCH TO
IS SQUADRON INCORPORATED? YES NO

SECTION i - ELECTED OFFICERS
A. BRIDGE OFFICERS

COMMANDER
'Lt/C (Exec) Lt/C (Treas)
Jth/C (SEO) 1stLt (Asst SEO)
Lt/C (Admin) 1stLt (Asst Secy)
Lt/C (Secy) 1stLt (Asst Treas)

B. COMMITTEE MEMBERS

Nominating Committee: Auditing Committee:

Executive Committee:

SECTION Il - MEMBERS WITH DISTRICT AND NATIONAL ASSIGNMENTS

A. DISTRICT:

B. NATIONAL:

Form: H-701(2000)
Secretary’s Manual USPS 2002 Edition
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ANNUAL SQUADRON HISTORY UPDATE

Page 2 of 4

- SECTION Ill - APPOINTED OFFICERS

(Except Education Department)

Chaplain
Flag Lt
Liaison
Law Officer
Parliamentarian
Merit Marks
Aide to Cdr.
Radio Tech
Co-op Charting
Public Relations
Safety Officer
Legislative Com.
Health & Welfare
Member Involvement
Membership
Cruise & Rendezvous
,Operations Training
NOTE: If no one is appointed to above, indicate NONE.

Publication Editor
Name of Publication
Historian
Supply Officer
Computer Records
Photographer
Ch/Budget
Ch/Finance
Property Officer
Ch/Bylaws & Rules
Calendar Coordinator
Nat'l Commanders Cup
Programs
Entertainment
Boat Show
Housing
Predicted Log

SECTION IV - EDUCATION DEPARTMENT

Education Officer

Asst. SEO
Ch/Boating
Ch/LB/AG
Ch/S

Ch/P
Ch/AP
Ch/IN
Ch/N

Ch/LB/EC
Ch/EM
Ch/ME
Ch/Sail
Ch/w
Ch/lQ
Ch/CP
Ch/SC

SECTION V - RESULTS OF EDUCATION CLASSES

A. Number completing Advanced Grades:

S P AP JN N TOTAL

B. Number completing Elective Courses: )
EM ME SAIL W 1Q CP TOTAL

C. Number completing other courses:

Basic Boating: Class (1) 2) 3) TOTAL

Skipper Saver OT Program LDProgram TOTAL

Completions For All Classes & Programs: TOTAL

USPS 2002 Edition

Form: H-701(2000)
Secretary’s Manual
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ANNUAL SQUADRON HISTORY UPDATE

SECTION VI - RECOGNITION OF MEMBERSHIP

A. Names of new 25 Year Members

Page 3 of 4

B. Names of new Life Members:

C. Names of new Full Certificate Members:

«  D. Names of members deceased during year:

E. No. of new Senior Members: F. No. of Merit Marks:

LN

G. Total number of Active Members as of 1 March:

SECTION Vii - SOCIAL ACTIVITIES

A. Meetings, Lunches, Dinners, etc.:
B. Cruises and Rendezvous:

SECTION VIl - SPECIAL ACTIVITIES

A. Cooperative Charting:

B. Participation in District Affairs:
C. Participation in National Affairs:

D. Participation in Community Affairs:

E. Others:

Secretary’s Manual

Form: H-701(2000)
USPS 2002 Edition
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. Page 4 of 4
ANNUAL SQUADRON HISTORY UPDATE

-

SECTION IX - AWARDS OR RECOGNITION MADE OR RECEIVED -

A. District:

B. National:
C. Community:

D. Other:

SECTION X - OTHER IMPORTANT INFORMATION

Squadron Historian Rank/Name/Grade:

Address

City: State: Zip code:

Telephone: E-Mail address:

Signed

Rank: Name: Grade:

Title:

DISTRIBUTION:
1. Retain Original for Squadron file.
2. Forward two copies to District Historian

Form: H-701(2000)

USPS 2002 Edition Secretary’s Manual
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United States Power Squadrons®
P.O. Box 30423 Raleigh, NC 27622 ]
W Phone 919-821-0281 Fax 919-836-0813

District and Squadron Officer Update Form

District Acct#

Squadron Acct #

Effective Date of Change:

Check One
Resignation/Designated Replacement

Change of Address/Phone Number

Previously Listed:

Office Held
Certificate Number
Rank. Name Grade
Address
City State Zip
Area Code/Home Phone # Area Code/Bus Phone #
Update to:
Office Held
Certificate Number
Rank Name Grade-
Address
City State : Zip
Area Code/Home Phone # Area Code/Bus Phone #
Signature of Submitting Officer _ Office Held

Secretary’s Manual USPS 2002 Edition



