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INTRODUCTION

This manual is designed to help you better understand your rights and responsibilities as a member and as an officer of the North Carolina Association of County Veterans Service Officers (NCACVSO).  
Sometimes situations arise that you may not be sure how to handle.  Your knowledge of the association procedures should help handle small problems. 

This manual is designed for quick and easy updating as rules and procedures change over time.  Should you have questions regarding specific issues or policies, please contact your Executive Board or the appropriate chairman of the committees.
COUNTY VETERANS SERVICE OFFICER JOB DESCRIPTION
Summary of Principle Responsibilities – Tasks – Knowledge
Advises and provides technical assistance for the filing of claims under Title 38 United States Code and 38 Code of Federal Regulations as well as county and state benefits, where applicable.  Interviews, counsels and assists in obtaining benefits for veterans, dependents, widows and orphans of war or peacetime veterans, as well as retired and active duty military personnel and their dependents.  Has a thorough knowledge of federal and state laws, statutes, rules and regulations.  Develops working relationships with applicable federal, state and county departments and agencies.  Performs research and investigation of the prior claim decisions made by the agency or primary responsibility and reviews the findings and decisions for possible appeal. Maintains a working relationship with veterans’ organizations (at county, district and state levels), staff, volunteers and news media; provides information regarding department (federal and state) programs and services and performs field informational and claim visits to clients.  Requires considerable public speaking ability to address veterans advocate groups and the media concerning current rules, regulations, changes and trends in the veterans’ benefit domain.
General Statement of Duties

An employee in this class performs responsible Service Officer work as defined by the State & Federal Statues for Services Officers.  Assists local veterans & dependents in filing the proper forms to receive the maximum benefit available.  

Essential Functions of the Class

The veteran service officer is expected to keep abreast of current rights and benefits and any changes in existing legislation and polices pertaining to veteran and dependent benefits.  Attend all schools, workshops and conferences given by the State & Federal authorities.  Maintain the proper credit hours to keep accreditations.

Illustrative Examples of Work and Other Functions

Interviews local veterans by phone or in person of their benefit rights, advises and assists them in the proper steps to achieve those benefits.

Investigates claims of survivors or dependents, gathers supporting documentary evidence & processes claims through the Veterans Administration.

Investigates veterans’ status of indigent hospital patients and if eligible, gets them admitted to the Veterans Administration Hospitals or the State Veterans’ Nursing home.

Accepts referrals for claims from the Veterans Administration Hospitals & Mental Health Counselors.

Provides home, nursing home & rest home visits to veterans or dependents when necessary or upon referral.

Prepares briefs & assistance in preparing documents for appeal purposes. Advises veterans of their rights pertaining to Tort & 1151 claims.

Assists Casualty Assistance Officers with military dependent benefits & death claims.

Presents programs & information sessions to service organizations as well as local agencies & media.

Meet Federal monthly guidelines for claim processing.

Compiles & prepares monthly written reports indicating the number of veterans assisted, number of claims processed & the category of the claim as well as the volume of work processed for the month.

Essential Knowledge, Skills and Abilities

Knowledge of State & Federal laws, rules and regulations pertaining to veterans’ benefits.

Knowledge of the various forms pertaining to veterans or dependent claims and of the different units of the Veterans Administration.

Knowledge of law and policies to keep accreditation.

Knowledge of community organizations, agencies and facilities related to veterans’ affairs.

Knowledge and ability to operate a computer as related to Veterans Benefits and other County related work.

Ability to understand, interpret and apply the technical rules, directives and regulations in Title 38 Code of Federal Regulations & other resource manuals.

Ability to establish and maintain effective working relationships with service organizations and the general public.

Ability to communicate clearly and concisely in oral and written form.

Ability to follow oral and written instructions.

Ability to complete training & testing for Service Officer accreditation as set forth in the Federal & State guidelines.

Ability to work independently.

Desirable Education, Training & Experience

Graduation from high school and preferably an Associates Degree in Business or considerable work in Veteran Service work or an equivalent combination of training & experience.  Must be capable of passing a written exam given by the North Carolina Division of Veterans Affairs after one year of training.  Once accreditation is awarded a Veteran Service Officer must complete and pass the Federal TRIPS training course in order to be eligible to access the Federal Computer Files.  

Organizations

Comprehensive training is offered to all Veteran Service officers who join the NC Association of County Veteran Service Officers & the National Association of County Veteran Service Officers.  Conferences are held bi-annually by the NC Association of County Veteran Service Officers & yearly by the National Association of County Veteran Service officers.  Training hours are compiled for accreditation purposes & reported accordingly.

PURPOSE
A professional organization promoting and interchanging ideas while developing a closer and better working relationship with other County Veterans Service Officers for the betterment of the system for the people we serve. (By-laws Article 1, Section 1)
MISSION AND VISION

The North Carolina Association of County Veterans Service Officers is a non-partisan, non-profit organization dedicated to ensuring that our nation honors the pact made with our veterans.
MISSION
Our association will accomplish this mission by training the County Veterans Service Officers with the expertise to empower veterans and their dependents with the information about their rights and privileges under the law and the skills necessary to ensure the veteran has access to those benefits earned by military service to our country.    (Letter from Jim Harmon to Ann Knowles October 7, 1997)
VISION
Serving the veterans of North Carolina by promoting professional County Veterans Officers thru accreditation training with continuing education requirements.
OBJECTIVES
1. Seek alternative sources of funding for County Veterans Offices.

2. Acquire Department of Veterans Affairs training for County Veterans Service Officers.

3. Maintain communications capabilities to identify veteran-related legislative issues.

NCACVSO GOALS
SHORT TERM GOALS

1. Develop Mentor Program for County Veteran Service Officers
2. Promote a progressive legislative platform.
LONG TERM GOALS

1. Identify job openings for County Veterans Service Officers through newsletter and website.

2. Develop a New County Service Officers School
3. Develop Public Relations

GENERAL POLICIES AND PROCEDURES
It is the policy of North Carolina Association of County Veterans Service Officers to prohibit discrimination on basis of race, color, religion, national origin, political affiliation, veteran affliction, disability, marital status, personal life styles, creed, sex or age in all aspects of association practices.

All conferences and committee meetings shall be conducted in facilities accessible to persons with disabilities.  Should this not be possible, notice must be given when information is sent out to the membership regarding time and place.

MEMBERSHIP
All duly appointed / hired County Veterans Service Officers and staff and Tribal Veterans Service Officers.  Members must pay required dues as determined by the association to be considered members.  (Article II, Section 1)

Definition of Member

Members of the association fall into three categories. (By-Laws Article II, Section II)
a. Active member:  Any person who has paid their association dues for the current year.

b. Honorary Member:  Any person who served as a County Veterans Service Officer and was an active member of the organization at the time of their retirement.

c. Ex-officio member:  Any person of the organization is eligible to be a member of the organization by virtue of them holding a previously elected position.   
VOTING MEMBERSHIP

Voting membership is open to County Veterans Service Officers and staff and Tribal Veterans Service Officers who have paid annual membership dues and has properly registered at the meeting where the voting is taking place and is present at the meeting.  (By-laws Article VII, Section 1) 
Any member is eligible for honorary membership upon retirement from his/her position as a County Veterans Service Officer and Assistant Veterans Service Officer but retain no voting privileges.
(NACVSO By-laws Article II. Section I)
A majority of paid-up members must be present at any general Membership meeting to constitute a quorum to transact business.  Two thirds of the voting membership is required to be present to amend or change the by-laws.  (By-laws Article VII, Sect 1) 
ASSOCIATION DUES
MEMBERSHIP DUES
Dues for the association will be set per County Veterans Service Office per year (all service officers in the same office are paid under one fee).  Former Members must pay annual membership dues prior to attending any conferences.  (By-laws Article VI, Section 1)

CONFERENCE REGISTRATION DUES
Dues for registration to any conference/training is set by amount determined by the General Membership.  The said dues must be paid by all members, former members, honorary and ex-officio members prior to attending any NCACVSO conference/ training session.   (By-laws Article VI, Section 1)
The only persons excluded from paying the set registration fee will be eligible and prospective members, as well as guests of the President who have not had the opportunity to attend a NCACVSO General Meeting, are allowed to attend for the first time without paying the registration fee or the membership fee.  This usually applies to new CVSO’s attending their first meeting.  Others who do not fall into this category will pay a higher fee determined by the General Membership.  (By-laws Article VI, Section 1) 

A refund request cut-off will be enforced within 30 days prior to  the conference dates.  This information will be included in the registration packet.  In case of emergency non attendance, the registration fee will be credited forward to the next conference upon notification to the treasurer prior to the conference.
Banquet meals are inclusive in the registration fee. No credit will be given for banquet fee as charged within the registration fees should the attendee wish to not attend or is unable to attend the banquet.  Banquet meals are non-transferable.
CONFERENCE DATES AND SITES

NCACVSO will hold two conferences per year with one being in the fall of the year and one being in the spring of the year.  

Meeting dates and locations will be determined by vote of the General Membership one year in advance of the meeting, except in case of unusual circumstances (e.g. Natural disasters).  In such an event, the officers of the association will reschedule the meeting as necessary and notification of to all members will be carried out expeditiously.  (By-laws, Article III, Section III)

ELIGIBILTY TO RUN FOR OFFICE

Eligibility to run for an elected office shall be open to active members.  The prospective offices must be a member in good standing.  The prospective member must have a minimum of two years of active membership in the North Carolina Association of County Veterans Service Officers (NCACVSO); have served as an active member on a NCACVSO committee; and be accredited with the Department of Veterans Affairs. (Article II, Section II Bylaws).
OFFICERS OF THE ASSOCIATION
Officers will consist of a President, Vice President, Secretary, Treasurer, Advocate and Chaplain.  The President, Vice President, Secretary and Treasurer are elected positions.   The President appoints the Advocate and Chaplain.  Officers will be elected at the first meeting of all odd numbered years and will serve a two-year term.  The election will be determined by vote with honorary, ex-officio, and non-members not voting. ( By-Laws Article III, Section 1) 
Officers will assume their duties immediately after being sworn in. (By-laws Article, Article III, Section III) 

EXECUTIVE COMMITTEE

The President, Vice President, Secretary, Treasurer, Immediate Past President, Advocate, Board of Directors, Chaplain, Chairs of all standing committees and two members appointed by the President will form the Executive Committee.  This committee will meet prior to every General Membership meeting at a time and place determined by the President.  Meetings may be called by the President as necessitated during conferences or during the year at given places and times.

(By-Laws Article V, Section 1)

ELECTED OFFICES
Description of Duties for Elected Officers and Appointed Positions/Committees

The following policies and procedures are developed for those persons holding elected offices and appointed offices. The policy is also developed to give members interested in running for an elected office an idea of what the position duties entail and what time commitment they may face in serving the association.

All elected officers will need to plan for attending two conferences per year.  Elected officers and appointed positions may be expected to arrive early the day prior to the conference start if committee meetings called should require their attendance.    Business will be conducted via internet, email, phone, fax which will be required during work days when necessary.   
PRESIDENT     
a.  Preside over all meetings.
b.  Disseminate information of concern to members.
c.  Appoint committees and chairpersons of those committees (terms to run concurrently with officers). 

d.  Preside over other requirements necessitated by the office.
e.  Represent the association thru invitations, speaking engagements.  If the President cannot attend functions, the President will appoint a member to attend in his/her place to represent the association.

f.  Review and Sign all contracts with selected hotels and meeting sites.

g. Responsible for holding a bank card for the association.

h. Ability to expend up to $200 at his/her digression for needs of the association.  A report of such expenditures will be reported to the Executive Board and to the General Membership. 

If the office of President becomes vacant, the Vice President will automatically move up to that position. (By-laws Article III, Section IV)
VICE PRESIDENT
a. Serve in capacity of President in his/her absence.
b. Assist President in his/her duties and in membership,
c. Represent the association as the Education Chair.
d. Assist and complete all CEU forms for attendees as required by service organizations as requested.

SECRETARY
a. Record minutes of meetings

b. Provide a copy of minutes of meetings to the Executive Board within 60 days after the  meeting dates

c. Provide a copy of all by-law changes as recorded and approved by the General Membership to the By-Laws Committee Chair 

d. Protect and hold Charter

e. Protect and hold the By-laws of the association

f. Maintain the Corporate Seal

g. Maintain correspondence and written records for the association
h. Establish archives

i. The secretary must be present at the meetings; if the secretary cannot attend meetings, the President will appoint a member to record the minutes by tape recorder to later be transcribed by the present secretary. 

TREASURER  
a. Maintains moneys and records by using commonly accepted accounting practices.
b. Comply with State and Financial Statement

c. Send notices of dues and collect said dues

d. Send notices of conference registration dues and collect said dues.

e. Treasury report due at each conference. 
f. Collect and disburse moneys as authorized by the President

g. Will hold a banking card and checks for association.

h. Collect all monies from the Scholarship Auction. 

i. Disperse funds for scholarship awards to the prospective recipients college or the County Veterans Service Officer submitting the scholarship upon receipt of enrollment and attendance from the recipient’s college.

The treasurers’ books will be audited by all elected officers of the association at the end of the Treasurers term.  A written audit report will be submitted to the General Membership Meeting at the final meeting of the expiring term of the treasurer. (Established from minutes of first meeting of NACVSO, October 9, 1987, By-laws Article 6, Section II) 
In the event the Association dissolves, all moneys in the treasury will be expended as determined by the Executive Committee.
APPOINTED POSITIONS
Under Article V By-laws
CHAPLAIN

The chaplain is appointed by the President. 
a. Will be present to deliver prayers  at all Executive Board and General Membership Meetings, Swearing-In Ceremonies, banquets, meals, or whenever called upon.

b. Will be responsible for sending condolences to members and their families in the event of illness and deaths via cards, emails, letters, or phone calls. 
JUDGE ADVOCATE
The Judge Advocate will be appointed by the President.  
a. The Judge Advocate will be responsible for maintaining order at meetings.
b. The Judge Advocate will assist the By-Laws Committee in rewriting changes and amendments to the by-laws.

c. Responsible for submitting articles of changes, etc., to the Newsletter Editor for publication.
MEMBERS AT LARGE
The President will appoint two association members to the Executive Board.  
a. The members will be active in the discussions, decisions, and voting of the       Executive Board and the association.

OTHER APPOINTED POSITIONS CREATED BY PRESIDENT
NOT COVERED UNDER BY-LAWS

The President may create new committees and appoint the respective committee chair at his/her digression.

NEWSLETTER
The President shall seek the Newsletter Editor by volunteer.  If no volunteers, the President will seek or appointment from the membership.   

a. Shall be responsible for collecting articles of information to be supplied in the newsletter.
b. Shall be responsible for composing and mail the newsletter at least 3 times per year.  
The newsletter will be delivered via email unless the member does not have an email address or requests it be mailed directly via postal mail.

HISTORIAN
The Historian will be appointed by the President.
a. Responsible for keeping an archive with attendance sites, dates and number of attendees, information regarding conference and pictures to support it.  Reimbursement of pictures will be available to the Historian.    

WEBSITE EDITOR
The Editor will be appointed by the President. 
a. The Website Editor will be responsible for development and control of all       materials including any changes to the website and UNC List Serve System.
No other person will be given permission to make changes to website.
NATIONAL ASSOCIATION OF COUNTY VETERANS SERVICE OFFICERS DELEGATES 
One NACVSO delegate and up to two (2) alternate(s) will be appointed by the President.  
The positions should be considered to those who actively attend the NACVSO meetings yearly.   The Delegate and alternate will be responsible for attending the Delegate Meetings at the NACVSO meeting and representing their state during all business meetings conducted at the NACVSO conference.   The delegate will receive a booklet from NACVSO, hold in his/her care and make a written and oral report to the association on the activities of the National Association of County Veterans Service Officers annual conference.

TRIBAL/ NAIA REP:

The position will be appointed by the President.   
The position will be responsible for bringing the association up to date on any tribal or Indian affairs issues.
CONFERENCE COORDINATOR(S)
The Conference Coordinator will be appointed by the President at the beginning of their term.  The President and named Conference Coordinator may select an Assistant Conference Coordinator to assist with the conference details.  The Coordinator/Committee will report to the President.  
Duties and responsibilities will include:

a. Responsible for locating two meeting sites each year preferably in spring and in fall.  The conference should not conflict with any holiday.

b. Research and consider site suggestions from membership

c. Visit facilities that are of interest to the association and report to the President, Education Chair, and members.

d. Select a hotel/convention center that is capable of accommodating the association for both the education and business portions of the conference and the banquet.

e. Select a hotel that has adequate accommodations for members and family.
f. Negotiate as part of the conference planning for “cost free” meeting rooms, classrooms, reception area, banquet rooms, or “comp” hotel rooms

g. Negotiate the lowest possible room rates.
h. Ensure the hotel’s dining facilities are able to accommodate a large group in a timely manner.  This is particularly important for the lunch hour.  Near-by facilities should be known as well and reported to the members.
i. Ensure two breaks are covered daily; one in the morning and one in the evening.  The breaks should cover ample products for the members.

j. Have information available for distribution on activities that may be enjoyed by members and their families during their stay at the conference.

k. Responsible for co- signing the contract; mandatory requirement in submitting a copy of the contract within 30 days of signing contract to the President and to the Secretary for filing in association records.

l. Inform the membership via internet website and email of room availability and room reservations cut-off dates.  Send reminders monthly until conference date.

m.  Submit a written report to the Executive Board and to the General Membership

The Conference Director and Treasurer will review the bill prior to the Treasurer paying the bill for the motel.   If the motel prefers to invoice the association, the Treasurer will review the invoice when received and submit payment in a timely manner.  Any questions or discrepancies will be directed to the Conference Coordinator and to the motel directly to clarify prior to making payment.

COMMITTEES
Chairs of all standing committees form the Executive Committee under Article V, By-laws.  Committee Chairs will be held responsible to the association.
EDUCATION COMMITTEE
The Education Committee will fall under the responsibility of the Vice President.  
The committee will be responsible for bringing a comprehensive training program important in the development of knowledgeable members and should establish a training agenda that will meet the initial training needs of new members as well as continuing training requirements.
Continuing Education Units will consist of at least 16 hours of classroom instruction annually.   The attached training form will be submitted to the attendee for their submission of training hours to organizations requiring the hours to maintain accreditations with the organizations as requested.  

 Continuing Education (CEU) Form attached

NOMINATING COMMITTEE

The Nominating Chair and Committee will be appointed by the President during the annual meeting in the spring.  This committee is charged with actively seeking nominations for all pertinent elected offices.
The Chair of the Committee will be responsible for the election process during the General Membership Meeting.  Confirmed nominations prior to the meeting will be read and the committee chair will accept nominations from the floor.

The chair of the committee will be responsible for overseeing and performing the Swearing In of all elected officers. (By-laws, Article VII, Section IV)
Officers will assume the duties of the office immediately after being sworn in.  The Chairman of the Nominating Committee will conduct the swearing in ceremony in accordance with Article VII, Section IV of the by-laws.  

To be eligible for office, a member must have a minimum of two years of active membership in the North Carolina Association of County Veterans Service Officers (NCACVSO); have served as an active member on a NCACVSO committee; and be accredited with the Department of Veterans Affairs. (Article II, Section II Bylaws)
Swearing- In Ceremony, attached.
WOMEN’S VETERANS COMMITTEE
The Chair of the committee will be appointed by the President.
The committee will bring updates, education and forums to the association regarding Women’s Issues.  Maintain an active force in women’s issues.

LEGISLATIVE COMMITTEE
The Legislative Chair will be appointed by the President.
The Legislative Committee shall have the responsibility of reviewing specific legislation introduced in the House of Representatives and the Senate.

The committee shall adopt positions on legislations ; have the authority to take action on any legislative bill or series of bills, as the bills are forwarded, that have majority vote of the committee members until such time as the Executive Board and/ or the General Membership have reviewed and acted on the committee’s recommendations.

The committee shall present the bills with explanation to the membership.  On behalf of the association, the committee may represent the support or non/support to the proper persons on bills as presented.

The committee is the official legislative interface body; however, all members are encouraged to contact their congressional representatives and urge them to vote for the bills supported by the NCACVSO platform.

All testimony, oral and written, prepared for presentation to Legislative and Senate must be approved in advance by the Executive Committee.  

Position Papers designed to officially speak for NACVSO must be approved in advance by the Executive Committee.

A report of all actions or stands taken must be reported to the President.

SCHOLARSHIP COMMITTEE
North Carolina Association of County Veterans Service Officers Memorial Scholarship

The Scholarship Committee will be appointed bi-annually by the President of the North Carolina Association of County Veterans Service Officers. The committee will consist of three members.
This committee will be responsible for promoting the program, reviewing applications and making appropriate awards on an unbiased basis.  If an applicant is from a committee’s members county, he or she must defer from the scholarship review and selection when his county’s scholarship is reviewed.    
Application
The applications will be accepted during the months of September to December. Applications can be submitted to any member of the Scholarship Committee via mail, fax, or email.
Funding
A minimum of one scholarship per year will be awarded.  The number of awarded scholarship per year will be determined by the resources available form the scholarship auction and donations.  
The Scholarship Committee will be responsible for the auction, collecting items, auctioning of items, and collection of funds, with the assistance of the Treasurer.

Awards
The scholarship award in the amount of $500.00 annually will be awarded to the recipients during the first week of May.
Upon the recipient award, the County Veterans Service Officer submitting the scholarship application will be notified of such award.  The CVSO will be responsible for ensuring the award is given to the recipient.  News media is encouraged.
Scholarship Award Payments

Scholarship monies must be used for tuition, fees or room and board and not for reimbursement to cash.   The scholarship recipient or County Veterans Service Officer submitting the scholarship application will be responsible for notifying the school of the award of the scholarship.   The scholarship committee will authorize payment to the recipient’s school upon receipt of verification of enrollment.  The verification will be forwarded to the NCACVSO Treasurer for payment to the recipient’s school.

Scholarship requirements attached

Scholarship application attached

MEMBERSHIP COMMITTEE
The Membership Chair will be appointed by the President.  
This committee will be responsible for tracking membership.  A welcome packet will be sent out to all new County Veterans Service Officers.  The Welcome packet will be designed at the digressions of the Chair and the committee and presented to the Executive Board for approval.  The Membership chair will inform the President and the Newsletter Editor of the new County Veterans Service Officer.
BY-LAWS COMMITTEE
The By-laws chairman will be appointed by the President.  The By-Laws committee will be responsible for submitting proposed changes and amendments.  Proposed amendments and changes to by-laws can be submitted from members to the committee and from the floor during the General Membership.  Voting must conducted for each proposed by-laws change or amendment individually.  The committee will submit a copy of each proposed amendment and change to the secretary for recording into the association minutes.  The committee will be responsible for updating the amended by-laws, submitting a copy to the secretary to be signed by the President and Secretary of the association.  The original copy with the signatures will be given to the Secretary for safekeeping.
HOSPITALITY COMMITTEE
The chair will be appointed by the President.  A committee will be assigned to assist the Chair with refreshments during the conference.  The hospitality committee will serve appetizers, coffee, tea, soft drinks, and offer a wet bar.  The Hospitality will be offered on the evening of the first day of each conference.
The committee will be responsible for:

a. Responsible for purchasing and preparation of foods and drinks for the association hospitality.
b. Responsible for caretaking of all serving dishes, etc., held by the association.
BUDGET AND FINANCE COMMITTEE
The chairperson of this committee will be the Treasurer.

The committee will review records submitted by the Treasurer and budget to be presented to the membership.

AUDIT COMMITTEE
Per NCACVSO by-laws amended April 2009
The financial records of the NCACVSO will be audited every two years during the spring conference of each odd number year.  The audit will review the previous two fiscal years of July to June.  The audit will be conducted by the current President and two members at large from the general membership appointed by the President.  After each audit is conducted and verified, the Treasurer will be free to destroy the historical information from the previous audit, i.e. audit of July 2004 to June 2006 will allow destruction of the audit from July 2002-June 2004, thereby always maintaining  historical information from one audit and the current open two year cycle of records.  A report of the audit will be given to the general membership at the fall conference of each odd number year during the regularly scheduled business meeting.
VISN6 COMMITTEE

The chairperson will be appointed by the President.   The President and the chairperson will select the committee.  
Members will be responsible for attending all VISN6 meetings.  At least one member from the committee should be available to attend.  The committee’s voice will bring the county perspective on veterans’ issues to each meeting.
POLICY AND PROCEDURES COMMITTEE

The chair of the association will be appointed by the President.  
The committee will be responsible for developing and maintaining corrections and deletions to the manual.   This manual is important to the functioning of the business transactions and decisions of the association.  No changes will be made to the manual without the approval of the Executive Board.  
All policy and procedures will be in concurrence with the NCACVSO By-laws.

POLICIES

PUBLIC RELATIONS POLICY
The coordinator will be appointed by the President.

To ensure that public, news, media and other external stakeholders receive timely, consistent, accurate and positive information about North Carolina Association of County Veterans Service Officers services, activities, policies and positions.

Media relations are managed by the Public Relations Coordinator.  The Public Relations Coordinator is responsible for:

a. Arranging medial coverage of NCACVSO news and events

b. Responding to media inquiries

c. Writing and distributing media releases, letters to the editor and other official communications, which must be approved in advance by the Executive Committee.

TRAVEL POLICY
This policy shall apply to all officials and/ or members of NCACVSO.

The intent of the Travel Policy is to provide guidelines for reimbursement of travel cost incurred by officials or employees while on NCACVSO business and to authorize the Treasurer to approve and reimburse costs incurred by the individual.

Definitions
“Travel” shall be a trip made by an official of NCACVSO when it is deemed essential for performing the duties of the required position.

“Essential shall include a minimum of the following criteria:

a. Considered necessary when performing the duties assigned to an officer or committee member.

b. Individual attending is the closest geographically to locations where the required information can be obtained.

c. Economically feasible

d. Determined to be in the best interest of the association.

Conformity to the above criteria shall be determined by the President or Treasurer with the approval of the Executive Committee.

All travel not otherwise provided for in this section must be approved by a majority of vote from the Executive Board.
All officials traveling on official business for NCASVSO shall be expected to exercise the same care in incurring expenses that ANY prudent person would exercise if traveling on personal business.

Travel Routes

All travel routes must be direct.
If travel is by private automobile, the maximum allowance shall be the established federal mileage rate set by the Internal Revenue Service at the time of travel.  Charges for gasoline, lubrication, repairs, antifreeze, towing, and other similar expenditures for private automobiles shall not be reimbursed.  Individuals traveling on NCACVSO business shall be properly licensed and adequately protected by personal liability insurance at their own expense.  At no time shall personal driving mileage be charged to the organization.

Lodging

Overnight lodging shall be reimbursed if the individual  if  necessary. 
Parking/ Taxi/ Rental Cars
Reasonable reimbursement for parking charges will be allowed with receipts.  NCACVSO will not reimburse for any parking or traffic violations incurred by the individual.

Taxi fees will be allowed when necessary.  A receipt must be submitted to the treasurer for reimbursement of such fees.

Rental cars expenses will be allowed when necessary.  A receipt must be submitted to the treasurer for reimbursement of such fees.
Telephone/Facsimile/ Email Services

Charges will be allowed when necessary for official business.  Officials will utilize his/her digression as to the number and the duration of each transmission or call.  

Meal Policy

Travelers are entitled to claim a meals-only per diem allowance in accordance with the current Internal Revenue Service guidelines.  

Gratuities/ maximum allowable daily tips for meals shall be 15%. 

Guest Meals will not be allowed unless it can be shown that it was necessary of the official association business.    These meals will be subject to review by the Executive Board for reasonableness and necessity. 
Alcoholic Beverages

Under no circumstances will the cost of alcoholic beverages be considered a reimbursable expense.

GIFTS

Gifts shall not be given to any hotel employee or CVSO family member and/or friend volunteer.

a. Verbal “thank yous” are encouraged for jobs well done, however, no gifts of any kind shall be given to any hotel employee.  Hotel employees are compensated by their employers for jobs well done.  If a hotel employee has gone above and beyond the “call of duty” for our conference, then the Conference Coordinator shall issue a written statement on Association letterhead expressing our appreciation to the employee’s immediate supervisor.

b. Verbal “thank yous” are encouraged for the family members and/or friends of CVSOs that volunteer to help make our conferences successful.  While their service is appreciated, no gifts of any kind shall be given to the family members and/or friends who volunteer.  If a family member’s and/or friend’s volunteer service has gone above and beyond the “call of duty” for our conference, then the Conference Coordinator shall issue a written statement on Association letterhead expressing our appreciation.

c. Gifts of any kind include:  Flowers, cards, purchased items, monetary, or any tangible thing.

FLOWERS or MEMORIAL GIFTS

Flowers or memorial gifts will be sent to funerals, as time permits, for the following people.

a. Currently serving County Veteran Service Officers.

b. Retired County Veteran Service Officers.

c. Spouse or child of currently serving CVSO.

This Policy and Procedures Manual was adopted April , 2008, in accordance with the North Carolina Association of County Veterans Service Officers By-Laws.

___________________________                            _____________________________

President





Vice President

___________________________                            ______________________________

Secretary





Treasurer
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NORTH CAROLINA ASSOCIATION OF COUNTY VETERANS SERVICE OFFICERS
SWEARING-IN CEREMONY
Note:  All officers being sworn in should face the flag.  The President will place his left hand on the flag and all others should place their left hand on the shoulder of the person to their left.  As the oath is being read, all officers should raise their right hand.
I, (state your name), do solemnly promise to faithfully discharge to the best of my ability the duties of the office to which I have been duly elected or appointed in accordance with the current Constitution and By-Laws of the North Carolina Association  of County Veterans Service Officers.  

I firmly pledge that I will carry out any and all lawful orders of the North Carolina Association of County Veterans Service Officers as approved by the membership.  All this I freely promise upon my honor as a member in Good Standing of the North Carolina Association of County Veterans Service Officers and loyal citizen of this great nation. 

So help me God.

(Prayer by Chaplain)

Mr. President, this association is placed in your charge.  Much of its success will depend on you and your fellow officers.  Guard well its interests, so that you may fill your high office well.  It will be necessary that you study carefully the principles of this association, since it will be your duty to enforce its laws and rules.

I now declare the officers duly installed for the ensuing term. 
North Carolina Association of County Veterans Services Officers Memorial Scholarship

The North Carolina Association of County Veterans Services Officers Memorial Scholarship will be awarded in the amount of $500.00 annually during the first week of May in memory of deceased county veterans services officers.  A minimum of one scholarship will be awarded annually.  The number of scholarships awarded will be determined by the scholarship committee according to resources available.

Applications will be accepted during the months of September – December.

To be eligible, the applicant must be the child of any honorably discharged veteran in the state of North Carolina.

The County Veterans Services Office in each NCACVSO member county will receive the applications, screen them, and submit no more than two applications for consideration to the scholarship committee.

Scholarship monies must be used for tuition, fees or room & board and not for reimbursement to cash

The following information must be submitted for consideration:


Financial information to demonstrate family income.

Letters of recommendation from teachers, community, and current high school or college transcripts.

The applicant must submit a one-page essay on “What A Veteran Means to Me”.

The scholarship committee will be appointed bi-annually by the President of the NCACVSO.  The committee will consist of three members.  The committee will meet and select the scholarship recipient.  The County Veterans Services Officer in the county of the scholarship recipient will present the scholarship.

The scholarship recipient/ County Veterans Services Officer will be responsible for notifying the school of the award of the scholarship.

The scholarship committee will authorize payment to the recipient's school upon receipt of verification of enrollment.  

SCHOLARSHIP APPLICATION

for the

North Carolina Association of County Veterans Services Officers

Memorial Scholarship

Please return this completed application to  _____________________________.

Please limit your application to only those items requested on the form below.

NOTE:  In additional space is required to complete the application, please continue on a separate piece of paper.  Make sure you reference the item you are continuing.

Student’s Full Name: ____________________________________________________________

Address: ______________________________________________________________________

City: ______________________________ State: _____ Zip: _____  Phone: ________________

GPA: ___________ Class Rank: ____________ Class Size: __________ ACT/SAT: _________

College(s), University(ies), Vocational/Technical School(s) you have made application: _______

____________________________________________________________________________________________________________________________________________________________

______________________________________________________________________________

Proposed Field of Study: _________________________________________________________

Why did you choose this field of study? _____________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Scholarships you have received (include amounts): ____________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Scholarships you have applied for and still pending: ___________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please attach the following items:

1. List of school activities to include positions/offices held in athletics and 

organizations. (9-12)

2. List of community activities to include positions/offices held. (9-12)

3. A typed written paragraph of your educational goals and your dreams for what you will be in five years.

4. Explain why financially you should receive this scholarship.

_________________________________________                             ______________________

Student signature                                                                                    Date

NCACVSO Scholarship

Financial Questionnaire

Monthly Income

	Earnings of Veteran  (
	
	$

	Earnings of other Parent  (
	
	$

	CDs  (
	
	$

	IRA  (
	
	$

	Stocks/Bonds  (
	
	$

	Savings  (
	
	$

	Mutual Funds  (
	
	$

	VA Benefits  (
	
	$

	Public Assistance  (
	
	$

	Other monthly assets  (
	
	$

	
	
	

	Please specify other assistance:
	
	

	· 
	
	$

	· 
	
	$

	· 
	
	$

	· 
	
	$

	Total Income  (
	
	$


Monthly Expenses

	Rent/Mortgage  (
	
	$

	Medical  (
	
	$

	Electricity  (
	
	$

	Gas  (
	
	$

	Water/Sewage  (
	
	$

	Waste  (
	
	$

	Food  (
	
	$

	Clothing  (
	
	$

	Other expenses  (
	
	$

	
	
	

	Please specify other expenses:
	
	

	· 
	
	$

	· 
	
	$

	· 
	
	$

	· 
	
	$

	Total Expenses  (
	
	$


CONTINUING EDUCATION REQUIEMENTS REPORTING FORM

[image: image1.png]NAME: First Last

State

Continuing Education Units (CEU’s) Report Form

Complete this form and send it to the NACVSO Education Committee Chairman.

Year

4 Date of Training —=

Hours

Hours

Hours

Hour Total

#Compensation/Pension-4 Hrs (minimum)

_Secondary S/C Conditions

-EVR’s Income Evaluation

-Claim Development

_Individual Unemployability

-Presumptive Disabilities

_Ratings, SMC

-Other Related Issues; list

TOTAL HOURS FROM C/P SECTION

#Appeals-BVA & COVA -2 Hrs (minimum)

#Resources/Reference Manuals

_Title 38 USC-Title 38 CFR- M-21

_Regional Office Updates

-Department of Military Affairs -Service Organizations

-DSM 1V

_Other Related Materials; list

#[USDVA Medical Centers - 1 Hr (minimum)

+Home Loan Guaranty Program

*Education

“Death Benefits

*Women’s Issues

*Debt Management

*Insurance

“Agent Orange/PGW

*Homeless Veterans

TOTALFROM ABOVE SECTIONS - 12 Hrs (minimum)

“Electives - 4 Hrs (optional)

_State/Local Veterans Programs

-Department of Labor

_Social Security Administration

-Medical Training, i Anatomy

-Anatomy and Physiology

-Psychology - Sociology

-Pharmacology Terms

-ADA

#Qther Related Topies; (list)

Total From Electives Section

* Required areas (indicated in bold ) must be met. To maintain accreditation status with NACVSO, CEU’s must total 16 Hrs (minimurm) Only 4 Hrs can be in the clectives area. 12

‘Hirs must come from the portion of the form above the double line.

Signature of Applicant: Date:
‘Comments:
For Education Committee Use Only: Total CEU Hours Accepted: Requirements Met:  YES NO

NACVSO Continuing Education Report Form

\

Reviewed by:

“Signature of Education Committee Representative
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