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Introduction

This handbook is intended to keep your life as a Board member more organized.   Our intent is to make this a working document.  Throughout the year, we may be asking you to insert items into the manual as new programs are defined.  Please note that there are some tasks that need to be handled immediately.

First, browse through the entire Handbook so that you are familiar with the sections.  Next, if you haven’t done so already, read the section entitled “Board Policy Manual” start to finish.  This is basically your summary of what your stay on the Board is all about.  This will also be the topic of discussion at our first “in person” Board Meeting of the year.  We will be asking you to sign a code of conduct to be turned in at this first Board Meeting.

Spend an extra amount of time on the Timeline section as that will tell you about your “homework assignments” and when they are due.  As you have seen from our first formal Board meeting of the term, there is a lot of work that we need to get done this year.  This timeline will help let you know when this work is due.

Please understand that you will be held to task.  If you do not have the time to perform the duties as outlined in this “Handbook,” that is understandable.   However, your signature on the code of conduct is telling us that you promise to get your tasks accomplished.  Since we are all considered very important parts of the whole process, it is indeed mandatory that your assignments are completed in a timely manner.
All elected officers and BOD members must in ARS members in good standing.  All appointed committee members must be ARS members in good standing.
So, another Board Year begins.  Remember, we are here to help if you need, just let us know!
CODE OF ETHICS FOR OFFICERS & COMMITTEE MEMBERS
I,
                                                                      , agree that, as a member of the Board of Directors of the Amherst Railway Society, I shall subscribe to the following Code of Conduct and endeavor at all times to conduct myself in accordance therewith:

1) I shall use my best efforts to attend every Board of Directors meeting and when unable to attend a meeting I shall endeavor, in advance of that meeting, to file a written report relating to my duties and responsibilities to the President.

2) I shall serve as the Chairman or member of any Committee, as designated by the President and endeavor to attend each of that Committee’s meetings.

3) I shall review and analyze all information received from The Amherst Railway Society and be prepared to engage in meaningful discussion about such information.

4) I shall be responsive to all communications as required.

5) I shall endeavor to become aware of the views of my constituents and to communicate those views to the appropriate ARS personnel.

6) I shall review and become familiar with the By-laws, Board Policy Manual and other governing documents of the Society.

7) I shall defend the Society against unjustified criticism and, if criticism is justified, initiate action appropriate to eliminate the cause of such criticism.

8) I shall send copies of all ARS-related correspondence to ARS Headquarters and/or ARS President.
9) I shall act on all matters brought before the Board of Directors with objectivity and without bias or prejudice of any kind and, in the event of any conflict of interest, I shall promptly disclose said conflict to the Board of Directors and refrain from voting on any matter in which I might have such conflict.

10) I shall recognize that at any meeting of ARS members, or other related meeting at the State, Regional or Local levels, I am always as a representative of the Amherst Railway Society and I shall endeavor to conduct myself at all times in a dignified and professional manner, and in such a way as to bring credit to the Society I represent.  As members of the Society, Board members may voice their views on their preference of candidates during elections.  Views and opinions should not be presented in a manner to represent the views of the office or position on the Board that an individual might occupy but rather as an individual member of ARS.  Good judgment should be exercised to create enthusiasm during an election and care should be used to avoid divisiveness.  In light of the above, I shall seek to be positive during the election process and abide by the concepts outlined above.

11) Members of the Board of Directors are charged with representing the highest ethical standards and a professional image of which ARS members and the general public can be proud.  As such, behavior unbecoming a professional in our industry/hobby, be it business behavior, or social behavior are grounds for removal from the Board.  Members of the Executive Committee (elected officers and the Treasurer) will be charged with addressing Board members whose conduct is considered unsuitable for a member of the Board.  Otherwise the board member may face a majority vote of the Board of Directors for removal.  Acknowledging the high visibility and responsibility of the Board, I support the above noted procedures for maintaining top quality individual in the leadership roles of ARS.

In Witness Whereof, I sign this Code of Conduct on this              day of                          , ______





                                                     .

Important First Tasks Check List

As mentioned in the Introduction of this Handbook, there are a few things that you need to get done ASAP.  This might be considered a detailed look at the first month of the “Timeline” for the year.  

In general, there are usually twelve “face-to-face” Board meetings in any term.  These meetings may in done using Zoom or equivalent.  Our first Board meeting is now a summer Board meeting.  If you are a new Board Member, you will be “sworn in” in a very short ceremony.  Attached is a sample script of what you will take place and what you will be asked to say.

When you attend a Board meeting, please come prepared.  By that, we mean the following:

· Submit a committee report three days prior to the board meeting if you are a committee chair to the President.  You will, as a committee chair, be asked to report your work to date to the rest of the Board.

· In person Board meetings are historically two to three hours long, so we ask that you plan accordingly.  You have the dates for the entire year.  Please be prompt and remember that you must attend most of the meetings.  If you are not able to make a meeting, plan accordingly and make sure your information is available to us.  Email invitations will be sent as reminders.
By July 1, 2021
1. Sign the Code of Conduct/Ethics page and be prepared to turn it in at the first “in-person” Board meeting.
By August 4, 2021
1. Committee reports are due (for committee chairs), as they are for every meeting.
SAMPLE SCRIPT

Organizational Meeting

AMHERST RAILWAY SOCIETY
PRESIDENT:  Good afternoon ladies and gentlemen.  I am [President’s Name], President of the Amherst Railway Society.  As President, I hereby call this first meeting of this Board of Directors to order.  I hereby remind [Secretary’s name], to take the minutes of this proceeding and call the roll of the newly elected Directors.

SECRETARY:  It is a pleasure and a privilege to participate in the installation of the newly elected officers and members of the Board of Amherst Railway Society.  The effectiveness of ARS depends on the quality of its leadership to the leaders fall the major responsibility for fostering increased awareness of our Mission and the Railway Society.
As I call your name would each newly elected and appointed Director please rise:


[New board names will be called at this point]




TO DIRECTORS:
DO YOU PROMISE, IF AT ALL POSSIBLE, TO ATTEND ALL MEETINGS OF THE BOARD OF DIRECTORS, CALLED FOR THE TRANSACTION OF SUCH BUSINESS AS IS LEGALLY BROUGHT BEFORE IT AND TO PERFORM SUCH OTHER DUTIES AS PERTAIN TO THE OFFICIAL BUSINESS OF THE BOARD OF THE AMHERST RAILWAY SOCIETY, FAITHFULLY REPRESENTING MEMBERS TO THE BOARD AND REPRESENTING ARS TO OUR MEMBERS AND THE GENERAL PUBLIC?


(DIRECTORS "I DO")

I HEREBY DECLARE EACH OF YOU TO BE DULY INSTALLED AS A DIRECTOR OF THE AMHERST RAILWAY SOCIETY.

PRESIDENT:  I now call upon the Secretary, [Secretary’s name], to call the roll of the entire Board of Directors.

SECRETARY:  Will each Officer and Director please answer "present' when his or her name is called:

[names of current board members will be called here]

I announce the presence of a quorum.
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Amherst Railway Society (ARS)

Officers and Directors
2020 – 2021
For the most current listing of Board Officers and Directors, please see the attached excel spreadsheet entitled:
“2020.2022 Complete Board Listing”
Board Job Descriptions & Committees
Quick Reference

Complete descriptions of all Members of the Board can be found in the Board Policy Manual.  However, listed below is a summary. 

Board Job Descriptions
A. The President

The Chief Elected Officer of the Society serves as Chairman of both the Board of Directors and Executive Committee and as an ex-officio member on all committees.  He/she shall make all appointments of the Chairmen of those Committees whose primary responsibilities involve internal governance of the Society.

B. The President Elect
In the absence of the President, the President Elect shall preside at all general meetings of the Board of Directors, Executive Committee, and the general membership. The President Elect will also act as Committee Coordinator to the entire Board, seeing that the Committees designated by the President, through their Chairmen, carry out their work, consistent with the objectives of the Society, and report to the President on the status of the Committees. 

C. The Secretary

Keep the minutes of all Board meetings and distribute to the entire Board for approval.

D. The Treasurer

Oversee the collection of all monies, payment of all bills, and keeping of all accounts.  For the approval the Board of Directors, determine and present the Budget to the Board at the April, to be approved at the May meeting, to become the budget for the following year.  Also, report to the Board at the beginning of each Board meeting, the names of all Board members who have indebtedness to the ARS and the amount.  Also, work with the Clerk to keep up to date, the membership database, to provide information as to who is a member in good standing.
E. Members of the Board of Directors

All Directors should have a clear understanding of the primary objectives of the Society and the basic functions of its Board of Directors.  This includes the following: Be in attendance at every Board of Directors meeting.  When unable to attend a Board meeting, to send comments and reports relating to duties and responsibilities to the President prior thereto and where reasonably possible also communicate orally.
F. Immediate Past President
The immediate Past President shall act in an advisory capacity to the current President and Board.

Director: The Nuts and Bolts of the Job

What does it really take to be a Director on the Board of the Amherst Railway Society?   In the Board Handbook that is sent to each Director, the summary job description is actually an accurate picture of your duties. 

What it boils down to is time and money - specifically, your time and your money.  You must learn to schedule your time accordingly (how long have you been hearing this now?).  However, what’s most important is how you prioritize.  Your job and family come first.  The ARS comes second.  Please never forget this.  We need you, yes, but not at the expense of your career, business or personal life.

So, follow these guidelines and you should be okay.

TIME:  Invest no more than 1-2 hours per week during your business hours.  What’s important is that you communicate with the correct people.  If planned correctly and well enough in advance, this should take no more than 1-2 hours per week.  After-hours writing and developing reports for the Society may take longer, but only in peak preparation times (usually a week or two before each board meeting).  We are certainly not suggesting that you wait until the last minute.  What we are saying is that you are usually conducting research or talking with a group before and then compiling your notes at the end of the fact gathering stage, as one example.

MONEY:  You will be paying for little.  Special projects, with advance notice that need mass mailings, special tools, special mailings, etc., will be paid for by ARS.  But, during the course of your normal duties, you pay for daily phone calls, visits and over nights to events, minor paper supplies, etc.  Any large attendance conference calls, research, and other expenses are reimbursed by the ARS.  

Your largest expense will be traveling to the meetings.  This means transportation between home business and meeting location and meals.  Please do not forget the Annual Railroad Hobby Show.  Depending upon your involvement, the ARS will pay for many of those related expenses.

Board Timeline 2021 – 2022
The following is subject to change!
July 14


Wednesday
Meeting/Show and Tell

July 21


Wednesday
ARS Board Meeting
August 11

Wednesday
Meeting/Show and Tell
August 18

Wednesday
ARS Board Meeting
September 8

Wednesday
Meeting/Show and Tell
September 15

Wednesday
ARS Board Meeting
October 13

Wednesday
Meeting/Show and Tell

October 20

Wednesday
ARS Board Meeting
November 10

Wednesday
Meeting/Show and Tell
November 17

Wednesday
ARS Board Meeting
December 8

Wednesday
2022 Show Preview
December 15

Wednesday
ARS Board Meeting
January 12

Wednesday
Meeting/Show and Tell

January 19

Wednesday
ARS Board Meeting
January 29-30

Sat./Sun.
ARS Railroad Hobby Show
February 16

Wednesday
ARS Board Meeting
March 9


Wednesday
Meeting/Show and Tell

March 16

Wednesday
ARS Board Meeting
April 13


Wednesday
Meeting/Show and Tell

April 20 

Wednesday
ARS Board Meeting / Budget Planning
May 11


Wednesday
Meeting/Show and Tell

May 18


Wednesday
ARS Board Meeting / Budget Approval
June 8


Wednesday
ARS Business Meeting/Elections/Meeting/Show and Tell

June 15


Wednesday
ARS Board Meeting

Committees
Creation
Committees must be formed in compliance with the established Bylaws of the Amherst Railway Society which specifies they can be formed by the President with agreement of the Board of Directors.  When being formed, only the committee chair is required.  The Board may then appoint additional members at a later date, or defer the appointment and/or solicitation of additional members to the Committee Chair.
In the spirit of good business, all committee members shall be required to have a signed copy of the ARS Code of Ethics on file with the Secretary.  This is to the benefit of all those involved and associated with our organization.

Those that wish to be either a committee member or chair should provide a written notification to the President and/or the Secretary.
When creating a committee, it must be defined in advance if it is standing or temporary.
The BOD should continuously be monitoring committee objectives for accuracy and compliance.
Objectives

When a committee is formed, the creating body will provide a SMART objectives outline (Specific, Measurable, Achievable, Realistic, Time-Scaled [duration may vary depending on the type of committee]) in writing, no later than 30 days after the creation of the committee.  This is to ensure that a clear goal and a defined direction is in place to avoid indecision and wasted effort.  All objectives for a committee shall align back to the objectives of the ARS itself.
While the committee exists, it will be required to report back to the BOD a status on how it is measuring against the defined objectives.  They will be required to do so no less than twice during its existence or twice during a fiscal year. 
Standing Committees

Standing Committees should be defined and created when their objectives are cyclical in nature and/or cannot be defined as being completed based on the scope of their defined objectives.  Each standing committee will be required (if not superseded elsewhere) to create and establish committee terms and succession plans which must be approved by the BOD.
Temporary Committees
Temporary Committees are defined and created to achieve specific objectives in accordance with the ARS objectives.  These objectives may require the committee remain in existence for a period greater than the current fiscal year and that is acceptable…  Temporary Committees shall dissolve once committee objectives have been met.  Temporary Committees may be “resurrected” or formed again with new members if the conditions require that committee.  Each temporary committee will be required (if not superseded elsewhere) to create and establish committee terms which must be approved by the BOD.

Existing Standing Committees
Show Committee

The Show Committee, working closely with the Show Director, develops the vehicle for the Annual Railroad Hobby Show that will enhance the transaction of ARS business and satisfy current by-law requirements; contribute to the annual grant program and provide for sessions, workshops, and both professional and commercial exhibits; and stimulate the exchange of ideas by providing a social environment and forum for open discussion amongst friends and associates.

Building Committee

The Committee shall provide direction with regard to the HQ building.  The committee shall work within the guidelines of the annual building budget to provide updates, improvements and renovation where needed.  This committee shall appoint a building manager, whose responsibility is to keep the building updated per the directives of the Committee.
Membership Committee
The Committee shall provide education and services that support ARS members who are engaged in aspects of railroading.  The Committee shall act as a discussion group and idea center for the development of new services and the improvement of current services for ARS.  The Committee shall independently develop services when no appropriate ARS Committee can be found or when time constraints make it impossible for another committee to develop them.  The committee shall actively recruit new members for the ARS.
Nominating Committee
The Nominating Committee shall be formed each year to nominate candidates for the Offices of President, President Elect, Secretary and for Directors whose terms shall be expiring at the end of the fiscal year.
Marketing Committee

A marketing committee's purpose is to develop strategies on how to communicate the ARS message to potential members and donors and to generate interest in the causes we represent.  The Marketing Committee may use a range of methods to get the word out, some of which include our web site, mass emailing, press releases, radio announcements, billboards and direct mail campaigns. Because of this range of methods, the Marketing Committee shall have sub-committee as follows:
· The Speakers Committee – responsible for specifically obtaining speakers for monthly meetings.

· The Editorial Committee – responsible for any specific and on-going electronic communication, including blogs, user groups, web site notices and press releases.

· The Trip Committee – responsible for all trips related to the Amherst Railway Society

This committee and sub committees will work to foster the awareness or development of an issue, person or service; they ultimately raise money (with input from the Treasurer) to support their cause. In order to raise money for a particular cause, not-for-profits must spread the word, much like their for-profit counterparts, and also appeal to their patrons' sense of duty and community involvement. In effect, the marketing committee takes an active role in supporting an organization's fundraising efforts. 
ABEL Modular Railroad Committee/Special Interest Group (SIG)
This committee and its members are considered an “extension” of the Amherst Railway Society.  Objectives of this committee are both marketing in nature in that every time the group assembles a layout they are “advertising” the Amherst Railway Society, as well as promoting the hobby of model railroading.  ABEL also offers members of our Society an avenue to own and build a part of a layout and/or operate a layout without a permanent home layout. The Amherst Belt Lines is one of the most respected and sought after modular model railroad clubs in New England. Once you are a member of the Amherst Railway Society, there is no additional charge to participate in the Belt Lines.
Since the ABEL Modular Railroad Committee is in fact a committee of the Amherst Railway Society, they must have a committee chairman appointed by the President, and follow the guide lines of any standing committee.

While the committee exists, it will be required to report back to the BOD a status on how it is measuring against the defined objectives.  They will be required to do so no less than twice during its existence or twice during a fiscal year. 
Dry Hill Model Railroad Club Committee/Special Interest Group (SIG)
This committee and its members are considered an “extension” of the Amherst Railway Society.  Objectives of this committee are both marketing in nature in that every time the group assembles the layout they are “advertising” the Amherst Railway Society, as well as promoting the hobby of model railroading.  Once you are a member of the Amherst Railway Society, there is no additional charge to participate in the Dry Hill MRR Club.
Since the Dry Hill Model Railroad Club is in fact a committee of the Amherst Railway Society, they must have a committee chairman appointed by the President, and follow the guide lines of any standing committee.
Library Committee
The Amherst Railway Society Library will become one of the largest Railroad related libraries in the country. The main functions and responsibilities of the Library include ongoing development of library services, programs, and procedures.
The committee shall develop and update annually procedures for accessibility, collection and development of all types of media for the purpose of use by members only.  The committee stays abreast of accessibility issues and should train at least one additional member to act as staff librarian in cases of emergency.
This committee has a standing objective of keeping the library as current as possible within standard ARS guidelines with regard to budget and bylaws.

Prototype Committee /Special Interest Group (SIG)
Each Spring, usually the week following Memorial Weekend, The Amherst Railway Society Sponsors the New England/Northeast Railroad Prototype Modelers Meet (www.nerpm.org).  This meet allows you to join with model railroaders just like you interested in the faithful and accurate reproduction of the prototype.  We feel that this is a “higher” or more experienced level of modelling that is well worth attending.  The committee consists of one liaison that works with the NERPM board to endure all guidelines are met.
 Awards Committee
Since 1991, the Amherst Railway Society has funded railroad preservation and restoration projects all over the United States.  Railroads were key to the growth and development of this country, and continue to play a vital economic role in our society. It is our intent to support organizations working to safeguard our national railroad heritage.  The purpose of this committee is to oversee the entire grant program, including application for grants, the decision-making process of awarding grants, and the program/ceremony to award these grants.
Railroad History /Special Interest Group (SIG)

Currently under development.
Photography /Special Interest Group (SIG)
Currently under development.
Existing Temporary Committees
Strategic Planning Committee (Long Range Planning Committee)
This committee shall develop long-term plans for the Society and to suggest strategies to realize those plans. The Long-Range Planning Committee is intended to clarify those directions the Society should be pursuing. Without knowledge of where the Society wants to be in five years, current leaders will be handicapped regarding what objectives they should seek and a lack of continuity will develop as leaders change annually. It is the Long Range Planning Committee's prime duty to create and annually update a "master plan" which will keep the Society on a steady course of development, bringing the Society always into the future with consistency and success.
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A. Policies and Procedures

AMHERST RAILWAY SOCIETY (ARS)

BOARD POLICY MANUAL

July 1, 2021 – June 30, 2022
I. INTRODUCTION

The material, which follows, when adopted by the Board of Directors, shall constitute the Policy Manual for the term of the Board.  The Board, by its adoption of this manual, determines policy and interprets the by-laws of the Amherst Railway Society for those who must carry out the administrative responsibilities.  It is important to understand that the role of the Board of Directors is to establish policy which can then be translated into action by the President, Board and staff of the Amherst Railway Society working under his/her direction and supervision.  Each of the policy manual statements is constructed to reflect the will and the sense of the present Board regarding the functions and activities of the Society, professional consultants, and its committees.  The Board Policy Manual statements are designed to provide a frame of reference from which consistency and continuity may be transferred from one Board to the next in the conduct of the Society’s activities.  It is vital for each Board member, professional consultant, and committee chairman to read, study and fully understand the contents and be guided by this policy manual.  Included in the “Handbook” Portion of this document is the Code of Ethics for Officers and Directors of the Amherst Railway Society.  Each Board member is required to subscribe to this Code of Ethics. 

II. RESPONSIBILITIES OF THE OFFICE

A. The President
The Chief Elected Officer of the Society serves as President of both the Board of Directors and Executive Committee and as an ex-officio member on all committees.  With the approval of the Board of Directors, he/she shall make all appointments of the Chairmen of those Committees whose primary responsibilities involve internal governance of the Society and to provide services to society members.  At the Annual Meeting of the Society, and at such other times as he/she shall deem proper, the President shall communicate to the members such matters and make such suggestions as may in his/her opinion promote the welfare and increase the usefulness of the Society.  He/she shall perform such other duties as are necessarily incident to the Office of the President or as may be prescribed by the Board of Directors.  

The President shall exercise personal leadership in the motivation of other officers, board members, and membership, and influence the establishment of goals and objectives for the organization during his/her term of office.  He/she shall act as inspirational leader and take an important part in monitoring and evaluating organizational performance and effectiveness.

Other Duties, Responsibilities, and Authority

Within the limits of the By-laws and policies, the President is responsible and has commensurate authority to accomplish the duties set forth below:

1. Serve as the Chief Volunteer Executive and shall be responsible to the Board of Directors to make certain that the policies established by the Board, including Strategic and Long Range Planning, are put into effect and carried out as may be appropriate.  Recommend such changes in procedure and policies as may seem appropriate to the Board.

2. Preside at all meetings of the full Board, maintaining a position of impartiality and fairness on all matters brought before it.

3. Preside as Chairman at all meetings of the Executive Committee of the board and call it to meetings between those of the full Board.

4. Maintain close communication and cooperation with the Show Director and all other Committee Chairs.

5. Ensure that no Officer or Director of Society exceeds their authority in their relations with Staff or members.

6. Be constantly aware that the ARS is its members and that its primary responsibility is to the members and the industry.

7. Emphasize teamwork throughout the organization, showing sensitivity, and responsiveness to the needs of all members.

8. Exhibit integrity necessary for leadership by making decisions based on ethical values.

9. Give leadership to the policy-making aspects of strategic and long range planning.  Delegate tasks to individuals and groups most qualified by experience, past performance and interests to achieve positive results.

10. Exhibit personal and professional leadership in all contacts with the public, the Board and Members by maintaining consistency of purpose and unquestioned integrity.

11. Guide the Board in determining the need to review and amend the bylaws and any other governing documents.
12. Provide opportunities for the Elected Directors to report on activities and to interact with other Board Members and Officers.
13. Work with the Treasurer to make certain that all decisions concerning financial status and assets are acted upon by the Board and properly recorded.
Relationships 

1. Responsible to the Board of Directors and to the membership for seeing that the programs and policies of the Society reflect the needs and aspirations of the membership.

2. Consult with and advise the entire Board on all matters pertaining to Society policies, programs, and finances.

3. Be reimbursed for expenses incurred by him/her in connection with the duties of his/her office to a sum not exceeding those allocated in the approved budget.

B. The President Elect
In the absence of the President, the President Elect selected by the Board shall preside at all general meetings of the Board of Directors, Executive Committee, and the general membership.  The President Elect, in so assuming the role of the President will follow all guidelines and relationships as outlined above.
See that the Committees designated by the President, through their Chairmen, carry out their work, consistent with the objectives of the Society, and report to the President on the status of the Committees.  In fact, the President Elect will specifically act as Committee Coordinator to the entire Board, seeing that the Committees designated by the President, through their Chairmen, carry out their work, consistent with the objectives of the Society, and report to the President and the Executive Committee on the status of the Committees.  This responsibility of the President Elect shall preclude their also serving as Chairman of a Committee.
C.
The Treasurer
Oversee the collection of all monies, payment of all bills, and keeping of all accounts.

Present the Budget to the Board at its May Meeting (for the upcoming fiscal year) with input from all department chairs.

Report to the Board at the beginning of each Board meeting the names of all Board members, who have indebtedness to the ARS and the amount.

Monitor the investments of excess Society funds in non-speculative, income-producing certificates of deposit, treasury bills, and bank guaranteed notes, savings accounts, commercial paper, or money market funds.

Review and prepare for the preparation of all tax related forms.  Be responsible for overseeing the corporate financial records and to file all local, state and federal non-profit returns in a timely manner to maintain our non-profit status.
Working with the Clerk, the Treasurer will take such steps, as he/she deems necessary and appropriate in the circumstances after consultation with the President and Clerk to effect or arrange for collection and proper reporting of all ARS dues.  Further, the Clerk (reporting to the Treasurer) will be responsible for membership, from new members, current members, memberships that are about to expire, including such details as membership welcome packets, membership cards and exit interviews.

D. The Secretary

The Secretary shall be responsible for the maintenance of the official membership records of the Society.

Be responsible for overseeing the accurate recording, preparation, and review of all minutes of meetings of the Board of Directors, the Executive Committee, and general membership meetings.

Be responsible for giving notice of all meetings of the Board of Directors and Executive Committee as well as monthly members’ meetings.

Facilitate and be prepared to Chair the Editorial Committee, especially for purposes of the production of the monthly Newsletter.

Work with the Treasurer to ensure proper filing of appropriate documents with the Massachusetts Secretary of State, including By-law changes.
E.
 Members of the Board of Directors

All Directors should have a clear understanding of the primary objectives of the Society and the basic functions of its Board of Directors.

Responsibilities of each Board member:

1. Be in attendance at every Board of Directors meeting.  (Usually 12 per year; reference ByLaws Article VII).  When unable to attend a Board meeting, to send comments and reports relating to duties and responsibilities to the President prior thereto and where reasonably possible also communicate orally.

2. Serve as the Chairman or member of a Committee or Committees to which he/she is appointed and attend each of its meetings.

3. Read and analyze all information received from the Amherst Railway Society and be prepared to engage in a meaningful discussion about each.

4. Be responsive to all communications as required.

5. Become aware of and make known the views of constituents.

6. Familiarize self with the ARS Bylaws and the Board Policy Manual.

7. Defend the Society against criticism, or if the criticism is justified, initiate the appropriate action that may eliminate the cause of such criticism.  Appropriate action is defined as gathering facts and reporting the matter to the President.  Where appropriate, the President shall appoint a person or persons to react to the criticism in the manner decided upon by the President.

8. No person shall be permitted to sit at a Board meeting or to act on behalf of the Board unless that person has settled all of his or her financial obligations to the ARS.
F. Immediate Past President

The immediate Past President will act in an advisory capacity to the current President and Board.  The immediate Past President may be called upon to serve on committees, including the Nomination Committee, which the immediate Past President will chair.  In years where there is no immediate Past President, the most recent Past President may be called upon to serve on any committee per Board Approval. 

NOTE with regard to all board members: It is important to understand and appreciate that there is a personal, financial, and legal responsibility by each Board member for all acts and omissions of the Board of Directors in the discharge of their duties in accordance with the ARS bylaws and by governing

statutes.  Proper Insurances are in place such as Errors and Omissions and liability.
All motions to be introduced shall be, when possible, supplied to the Secretary and or President  in writing prior to the Board’s meeting.

Copies of all Board related correspondence will be sent to ARS Headquarters.

Past Presidents will receive copies of Board minutes and other correspondence that the President deems important and pertaining to the transactions of ARS business.

III. BUDGETS / EXPENDITURES OF FUNDS

Budgets - The ARS Treasurer will coordinate the Amherst Railway Society Inc. budget process for approval by the Board of Directors.  The Treasurer will send budget forms to each Department/Committee Chairman approximately April 30 of each fiscal year; this will include the current year to date expenditures, prior year’s actual expenditures.  The ARS Treasurer will receive budget requests and summarize all Department/Committee’s budget request into a proposed annual budget..  A copy of the entire budget will be sent to all members of the Board of Directors.  The Board of Directors shall meet in April and May to discuss and vote the budget for the following Fiscal year. 

Budget Amendments - Any changes to the Board of Director’s voted budget must be made in writing to the President and to the Treasurer..  Budget modifications will be voted on at the next scheduled Board of Director’s Meeting.  A budget request deemed to be an “Emergency” by the President & the Treasurer, may be acted on verbally by the Executive Committee

Expenditure Requests - All requests for reimbursements must be transmitted to the ARS treasurer within 30 days of occurrence of such expense.  All requests for reimbursement must be have a dated receipt, must be signed, and must be noted as to what the expense was for.  The ARS has tax exempt status – expenses should NOT include sales tax.

ARS policy regarding travel and expenses

1. President

Expenses incurred in the normal course of performance of duties as President are not normally reimbursable unless they are previously approved and budgeted by the Board of Directors.  Travel and related expenses incurred in conjunction with the performance of duties as President shall be reimbursable insofar as they fall within the appropriate budget established by the ARS Board of Directors.

Whenever possible and practical, all economies shall be observed, as in making advance reservations, using super saver fares, etc.; however, this policy shall not be construed to require that additional time be spent in travel in order to achieve an economy (staying over until Sunday for a lower fare). All travel on Society business shall be at “coach” class fare or comparable unless approved by Board of Directors.

2. Expenses by Board of Directors and Committee Chairman

Expenses incurred in the normal course of performance of duties as a Board member or Committee Chairman are not normally reimbursable unless they have been previously budgeted and/or approved by the President. Because funds have been budgeted for a particular budget line item, it does not give the President, Board of Directors, and/or Committee Chairman the liberty to proceed to expend those funds in a manner that is not necessary and beneficial to the Society.

The President and Treasurer are charged with not only overseeing the Society’s budget and the economical and efficient expenditure of funds, but also with maintaining the Society’s integrity and professional image.

3. Expenses by Others

Expenses incurred by others shall be reimbursed upon the approval of the President or his designee, unless pre-approved per the annual budget.  All travel shall be by “coach” class or the equivalent.  Lodging and meal expenses shall be GSA approved for the location.  ARS policy is such that the Society will only reimburse a maximum of 50% of room and tax lodging, so whenever possible, if members “double up” on rooms, entire room expenses will be covered (room and tax only).  Members shall comply with current GSA limitations with regard to meals (the lower of actual costs or $11 for breakfast, $12 for lunch, $23 for dinner; all cost are meals/tax/tips).  Approved reimbursable mileage will be paid at the current IRS mileage rate.  In any cases where expenses are likely to appear excessive for any reason, prior approval from the President should be obtained..

IV.
COMMITTEE PROCEDURES AND THE BOARD OF DIRECTORS
Following are descriptions of the functions of various committees which, when that Committee is appointed, will constitute that Committee’s recommended job description.  However, the existence of any Committee in the Board Policy Manual does not require the appointment of that Committee, its structure or program of work.

1. The major functions of all standing committees, except the Show Committee, will be to develop suggested programs of work on the basis of the annual plan.

2. The Board and/or its Executive Committee will review and evaluate the various committees’ reports and programs of work.

3. Funds will be allocated for each project approved by the Board in a detailed and comprehensive budget statement.

4. All expenditures must be authorized in the approved budget.

5. The programs recommended by the committees and approved by the Board will be developed by those committee members recommending those programs.
6. Committee Chairmen will file a report on their committee’s activities prior to the end of the year in which they will be leaving office.  This report should be forwarded to the President to be made available to the Board of Directors.

7. Board Members and Committee Chairmen should keep the President fully informed of statements or reports planned to be made on behalf of the ARS.

8. Copies of correspondence relating to ARS should be forwarded to the President.

9. In committee meetings, any resolution or any item calling for action or position must be written, to be presented and passed by majority vote as to terminology, verbiage, and content and the sense of the committee before the end of the committee meeting.
10. Each resolution, action or stated position requiring money shall be itemized and referred to the Treasurer and the President for their information before being introduced to the Board.

11. No persons, Director or otherwise, shall be permitted to serve on any Committees in any capacity until all indebtedness to the ARS of 30 days or more has been satisfied.

12. Any committee wishing to file a written report must provide sufficient copies of said report to ensure distribution to each member of the Board.

V. ARS COMMITTEES
Show Committee – a Standing Committee
Objectives

The Show Committee, working closely with the Show Director, develops the vehicle for the Annual Railroad Hobby Show that will enhance the transaction of ARS business and satisfy current by-law requirements; contributes to the annual grant program and provide for sessions, workshops, and both professional and commercial exhibits; and stimulates the exchange of ideas by providing a social environment and forum for open discussion amongst friends and associates.
Structure

The committee shall be made up of a committee chair, 4 general members who shall serve overlapping terms of 3 years, the 4 at-large members of the Board of Directors of the Society, the Treasurer of the Society, the President of the Society, and the Show Director ex officio without a vote.

Duties

The Committee shall meet a minimum of three times each year, once at the earliest possible occasion in 

the fiscal year, once just prior to the Show and once just after the Show to discuss “Hits and Misses” for the following year.  The Chairman of the Committee will file a written report with the President, following each Committee meeting.  Chairman shall report Committee action to the Board of Directors at each meeting of the Board.

Staff

The Show Director and Office Manager shall work throughout the year under the guidelines of the Show Committee and the Railroad Hobby Show Policy Manual.
Silent Auction(s)

The Show Director, with approval of the Show Committee and the Board of Directors, shall, at time to time and when warranted, conduct a meeting for the sole purpose of a silent auction and/or a “swap meet,” in an effort to raise money for the society from those items donated to or purchased by the Amherst Railway Society.  Silent Auctions may be open to members only or both members and the general public, to be decided upon by the Show Committee and the Board of Directors in advance of any notice of said meetings.
Strategic Planning Committee or the Long Range Planning Committee – a Temporary Committee
Objectives
This committee shall develop long-term plans for the Society and to suggest strategies to realize those plans. The Strategic Planning Committee is intended to clarify those directions the Society should be pursuing. 

Structure
The Committee shall be composed of the President, Chairman of the Board, and members of the Board of Directors and represent the broad interests of the membership.

Duties
The Strategic Planning Committee is intended to clarify those directions the Society should be pursuing.  Without knowledge of where the Society wants to be in five years, current leaders will be handicapped regarding what objectives they should seek and a lack of continuity will develop as leaders change annually. 

It is the Strategic Planning Committee prime duty to create and annually update a "master plan" which will keep the Society on a steady course of development, bringing the Society always into the future with consistency and success. 

Nominating Committee – a Standing Committee
Objectives
To nominate candidates for the Offices of President, President Elect, Secretary and for Directors whose terms shall be expiring at the end of the fiscal year.

Structure
On or before the April meeting, the President shall appoint, subject to the ratification by the Board of Directors, a Chairman and members of a nominating committee.  The names of the Chairman and members of the Committee shall be published to the membership on or before the regular April meeting.  Whenever possible, the Chairman of the Nominating Committee should be a past member of the Board.

Duties
Nominations shall be published to each member of the Society on or before the May  meeting, each fiscal year and insofar as is practicable with at least two well-qualified candidates selected for each office that is about to expire.  Committee shall also accept nominees from the floor at the June Business meeting prior to elections.

Rules for Conduct of Elections for Officers

1. The Nominating Committee delivers its report, and each candidate so nominated is placed in nomination.

2. The President asks whether there are additional nominations from the floor.

3. If there are no additional nominations, a motion is in order to elect the nominee(s) of the Nominating Committee.  If there are additional nominations (no second is necessary) the President of the Board may, in his or her discretion, request, but not require, the nominees to leave the room for discussion or, in the alternative, each nominee may be given a period of time to make a statement before or after the remainder of the discussion.

4. The vote is conducted by secret ballot.  In order to be elected, a candidate must receive the vote of a majority of those voting.  In the event no candidate receives a majority, the candidate with the least number of votes is eliminated, and balloting continues in this fashion until a candidate is elected.

Membership Committee – a Standing Committee
Objectives

Retention of current members and increasing the number of dues-paying members each fiscal year, whose qualifications for membership are based upon conditions set forth in the Bylaws, and acts as a clearinghouse for membership ideas and promotions.  

The Chairman shall, at the first committee meeting, (1) review Committee objectives in relation to the Society’s annual program of work, (2) review current statistical report on membership, (3) set goals for the year, and (4) institute annual campaigns and determine other ways and means of achieving goals.

Structure
The Committee shall be composed of the Membership Chair, who should be a member of the Board of Directors and any other members of the Board or General Membership of the Society.
Duties
The Committee shall meet a minimum of twice each year, once at the earliest possible occasion in 

the fiscal year and once just prior to the Annual Business Meeting.  The Chairman of the Committee will file a written report with the President, following each Committee meeting.  Chairman shall report Committee action to the Board of Directors at each meeting of the Board. Membership and Marketing committees should work together whenever possible.
Membership Privileges and Dues Matrix

Inserted Here

Marketing Committee (Public Relations) – a Standing Committee
Objectives

A marketing committee's purpose is to develop strategies on how to communicate the ARS message to potential members and donors and to generate interest in the causes we represent.  The Marketing Committee may use a range of methods to get the word out, some of which include our web site, mass emailing, press releases, radio announcements, billboards and direct mail campaigns. Because of this range of methods, the Marketing Committee shall have sub-committee as follows:

· The Speakers Committee – responsible for specifically obtaining speakers for monthly meetings.

· The Editorial Committee – responsible for any specific and on-going electronic communication, including blogs, user groups, web site notices and press releases.

· The Trip Committee – responsible for all trips related to the Amherst Railway Society

This committee and sub-committees will work to foster the awareness or development of an issue, person or service; they ultimately raise money to support their cause. In order to raise money for a particular cause, not-for-profits must spread the word, much like their for-profit counterparts, and also appeal to their patrons' sense of duty and community involvement. In effect, the marketing committee takes an active role in supporting an organization's fundraising efforts. 

The Chairman shall, at the first committee meeting, (1) review Committee objectives in relation to the Society’s annual program of work, (2) set goals for the year, and (3) institute annual campaigns and determine other ways and means of achieving goals.  This will be accomplished with 3 sub-committees: Speakers Committee,  the 
Editorial Committee and the Trips Committee.
Structure
The Committee shall be composed of the Marketing Chair, who should be a member of the Board of Directors, who will preside over sub committees and any other members of the Board or General Membership of the Society who wish to serve on the Marketing Committee or any of the sub-committees.  Further, each sub-committee will have a sub committee chair and there should be at least 3 people on each sub-committee.  Any member of any sub-committee is automatically a member of the Marketing Committee.
ABEL Modular Railroad Committee/Special Interest Group (SIG) – a Standing Committee
Objectives

This committee and its members are considered an “extension” of the Amherst Railway Society.  Objectives of this committee are both marketing in nature in that every time the group assembles a layout they are “advertising” the Amherst Railway Society, as well as promoting the hobby of model railroading.
Structure

ABEL Modular RR Committee is open to all ARS members in good standing who wish to participate.  This venue offers members of our Society an avenue to own and build a part of a layout and/or operate a layout without a permanent home layout.
Duties

The Committee shall meet a minimum of once each year, at the Annual Railroad Hobby Show.  ABEL will also display at those shows where they are invited and are deemed to be in the best interest of the ARS.  The Chairman of the Committee will file a written report with the President, following each Committee meeting/display at a show.  Chairman shall report Committee action to the Board of Directors at each meeting of the Board.

Since the ABEL Modular Railroad Committee is in fact a committee of the Amherst Railway Society, they must have a committee chairman appointed by the President, and follow the guide lines of any standing committee.

While the committee exists, it will be required to report back to the BOD a status on how it is measuring against the defined objectives.  They will be required to do so no less than twice during its existence or twice during a fiscal year. 
Dry Hill Model Railroad Club Committee – a Standing Committee
Objectives

This committee and its members are considered an “extension” of the Amherst Railway Society.  Objectives of this committee are both marketing in nature in that every time the group assembles a layout they are “advertising” the Amherst Railway Society, as well as promoting the hobby of model railroading.
Structure

The Dry Hill Model RR Club Committee is open to all ARS members who wish to participate.  This venue offers members of our Society an avenue build a part of a layout and/or operate a layout without a permanent home layout.
Duties

The Committee shall meet a minimum of once each year, at the Annual Railroad Hobby Show.  The Dry Hill Model RR Club will also display at those shows where they are invited.  The Chairman of the Committee will file a written report with the President, following each Committee meeting/display at a show.  Chairman shall report Committee action to the Board of Directors at each meeting of the Board.

Since the Dry Hill Model Railroad Club is in fact a committee of the Amherst Railway Society, they must have a committee chairman appointed by the President, and follow the guide lines of any standing committee.
Library Committee – a Standing Committee
Objectives

The Amherst Railway Society Library is one of the largest Railroad related libraries in the country. The main functions and responsibilities of the Library include ongoing development of library services, programs, and procedures.

The committee shall develop and update annually procedures for accessibility, collection and development of all types of media for the purpose of use by members only.  The committee stays abreast of accessibility issues and should train at least one additional member to act as staff librarian in cases of emergency.

This committee has a standing objective of keeping the library as current as possible within stand ARS guidelines with regard to budget and bylaws.

Structure

Any ARS member may serve on the Library Committee.  Members must be approved by the Chairman of the Library Committee.

Duties

Duties of the Library Committee include procurement of new and updated media, books and magazines, etc. within the guidelines of the annual budget.  Duties also include the executing procedures for proper accessibility to items in the library.
Prototype Committee – a Standing Committee
Objectives

Each Spring, usually the week following Memorial Weekend, The Amherst Railway Society assists and supports the New England/Northeast Railroad Prototype Modelers Meet (www.nerpm.org).  This meet allows you to join with model railroaders just like you interested in the faithful and accurate reproduction of the prototype.  We feel that this is a “higher” or more experienced level of modelling that is well worth attending.   Objectives of this committee are to oversee the Meet and to insure that are workings are within the guidelines and bylaws of the Amherst railway Society.
Structure
The committee consists of one liaison that works with the NERPM board to endure all guidelines are met.
Duties
Duties of the Prototype Committee are to insure that all volunteers of the Prototype Meet are ARS members in good standing.  Also, we will assist with the location negotiations whenever possible.  Duties will also include providing additional volunteers when requested.
History Committee and SIG – a Standing Committee



Info Coming Soon

Photography Committee and SIG – a Standing Committee



Info Coming Soon

Awards Committee – a Standing Committee (part of GRANTS, outlined here)
Objectives

Since 1991, the Amherst Railway Society has funded railroad preservation and restoration projects all over the United States.  Railroads were key to the growth and development of this country, and continue to play a vital economic role in our society. It is our intent to support organizations working to safeguard our national railroad heritage.  The objectives of this committee is to oversee the entire grant program, including application for grants, the decision-making process of awarding grants, and the program/ceremony to award these grants.

Structure

The Awards Committee consists of the current Board of Directors and chaired by the President.  There are basically two types of award programs, The Founders’ Award and the Heritage Grant(s).

The Founders’ Award was established to honor the foresight of the founding members of the Amherst Railway Society, a single $10,000 grant is awarded each year to support either a single large project, or multiple smaller projects totaling $10,000.  An organization submitting a Founders' Award request may also submit a Heritage Grant request for the same project.  Selection of the Founders’ Award is made by the Board of Directors.  The current Founders’ Award application can be found on the web site.
Heritage Grants are awarded for smaller projects, or to partially fund larger projects that are receiving matching funds, or for projects that are phased over several years.  At the discretion of the Board of Directors, an application submitted for the Founders' Award, but not selected, may be considered for partial funding as a Heritage Grant.  The Heritage Grant program includes two named grants.

The Robert A. Buck Memorial Award honors our long time Show Director who nurtured the show from a simple swap meet in an auditorium at UMASS-Amherst to the two-day, multi-building show we host today.  Without Bob's dedication, the Amherst Railway Society would not be able to support the preservation and restoration work of so many organizations.  Selection of the Robert A. Buck Memorial Award is made by the Board of  Directors, and favors projects focused on the Boston & Albany/New York Central railroads, or Maine railroads.  The President's Award is selected from among the Heritage Grants.  The current Heritage Grant application can be found on the web site.
Grant awards are announced each year at the Railroad Hobby Show in January. Winning organizations are notified in early January in order to make arrangements to attend the show.

All organizations submitting applications for either grant program must be 501(c)(3) not-for-profit organizations.

Organizations may apply to either or both grant programs. However, understand that the Founders' Award is a single $10,000 grant, compared to the Heritage Grant Program which allocates money as determined by the ARS Board of Directors among approximately twenty organizations. 

The grant cycle for the current year is announced on or shortly after July 1. Applications must be submitted between September 1 and October 31.

Building Committee – a Standing Committee
Objectives

The Committee shall provide direction with regard to the HQ building.  The committee shall work within the guidelines of the annual building budget to provide updates, improvements and renovation where needed.  This committee shall appoint a building manager, whose responsibility is to keep the building updated per the directives of the Committee.

Structure

The committee consists of 3 members, once of which is Committee Chair, usually the Building Manager.
Duties
Duties of the Building Committee are to insure that the building is maintained at all times and stays within current codes as directed by local ordinances.  This may include updates to existing systems and structure.  A preventive maintenance program must be submitted and updated each year as well.  Appropriate bids must be submitted and considered for all projects that cannot be done by the building manager and/or volunteers.

Amherst Railway Society Bylaws

Insert current bylaws here!
40

