Northwest Louisiana Master Gardeners

 Association, Inc.
2023 Volunteer Guide
LOUISIANA

    [image: image2.jpg]eeeeeeeeeeeeeeeeee




MASTER 

GARDENER
Northwest Louisiana Master Gardeners

Association, Inc.

Volunteer Guide

Table of Contents

Summary Information……………………………………………4
Bylaws……………………………………………………………5
List of 2018 Officers and Board of Directors……………...……14
Approved Volunteer Activities List………………………....…..15
NWLAMG Organization Leadership

Community Gardens
Le Tour des Jardins

Spring Plant Sale
Bulb Sale
Randle T. Moore Landscape

Pioneer Center

Greenhouse Committee

NWLAMG Website

Community Grants

Seedling

Speakers Bureau 

Programs Committee

Other Projects

Master Gardener Online Hours Recording Procedure…………..17
Volunteer Project Application Form……………….…………….19
Certification Renewal Form……………….……………….…….21

Expense Reimbursement Form…………………………………...22
Policies & Procedures………………………………….…………23
NORTHWEST LOUISIANA MASTER GARDENERS
ASSOCIATION, INC.

VOLUNTEER GUIDE

(Revised Edition, April 2019)

SUMMARY INFORMATION

The Program Coordinator is the LSU AgCenter Area Horticulture Extension Agent. 

Requirements for Active Membership:

· Completion of the Master Gardener training program in Louisiana.
· Completion of annual volunteer commitment currently set at 40 hours for first-year members, 20 hours each year thereafter.
· Completion of educational hours, currently set at 6 hours each year (no requirement for new members).
· Payment of annual dues, currently set at $15.
Requirements for Inactive Status:

· Request inactive status by January 1 (beginning of coming volunteer year) from the program coordinator.

· Completion of the previous year’s volunteer commitment and educational requirements.

· Payment of $30 annual dues.
Volunteer Hours:

· Hours must be earned on approved NWLAMG projects and activities.
· Hours must be completed each year by December 31.
· Hours should be reported monthly online at www.lsuagcenter.com (See p. 17 for instructions)
Annual Dues:

· Dues are payable January 1 each year.

· Payment by personal check is preferred; checks should be payable to “NWLAMG”.

· Dues should be submitted to the MG Treasurer together with a renewal application.

· Contact Program Coordinator if special provisions are needed for inability to complete volunteer obligation.  Dues adjustment is required for this situation and may be found on the renewal application on p. 21 of this guide.
Meetings:

· General membership meetings are held monthly, generally on the second Wednesday of each month.  General membership meetings are usually held at the Broadmoor Baptist Church.  Meetings begin at noon, lunch is at 11:30.
· Board meetings are held monthly, generally on the fourth Wednesday of each month.  Board meetings are usually held at the The LSU Ag Center 70th Street office or the Red River Research Station.  All members are welcome to attend; only board members may vote.

· Election of officers takes place at the November general membership meeting.  Term of office is January1 through December 31 of the following year.
NORTHWEST LA MASTER GARDENERS ASSOCIATION, INC.

OFFICERS, 2023
President                                Ed Durham

318-208-9181

eddbi@bellsouth.net
Vice President       

Lynn Burke

318-518-9414

lynnsburke@hotmail.com
Treasurer            

Ruth Baker

318-422-3105

ruth.baker@nm.com
Secretary
      

Jennifer Donner
318349-4086

bluesage91@gmail.com
Historian/Parliamentarian  Margie Caplis

318-469-7251

margiecaplis@bellsouth.net
BOARD MEMBERS AT LARGE
Sadie Bolyer (2025*)

318-423-3283

hemiconv@aol.com


Gaye Dean (2025*)

318-423-3094

gayedean6@gmail.com
Sheila Harkey (2024*)
318-518-2399

sheilaharkey@yahoo.com   
Virginia Pinkley (2024*)
318-453-0414

virginiapinkley@aol.com 
Andre Caplis (2023*)

318-218-1350

awcaplis2@hotmail.com
Steve Pinkley (2023*)

318-453-1579

stephenbpinkley@aol.com 
                                            
* Terms expire December 31 of year indicated.

Officers form the Executive Committee of the Board of Directors

APPROVED NORTHWEST LOUISIANA MASTER GARDENER

VOLUNTEER ACTIVITIES

(Revised April 2018)
ORGANIZATIONAL LEADERSHIP:
· President: Preside over general membership meetings and Executive Board meetings, appoint chairpersons of standing committees and make other appointments as needed, represent the organization at all times, and be responsible for volunteer recognition. The President shall have the power to create or eliminate ad hoc committees, call special meetings when necessary, and shall be an ex-officio member of all committees.  The President shall perform duties as detailed in the by-laws. 

· Immediate Past President:  Serve as an advisor to the board.   Support the president and vice president on an as-needed basis.  

· Vice-President: Assist the President and conduct meetings in the absence of the president.  The Vice-President will review new projects and bring them before the executive committee for approval.  The Vice-President will keep the President informed of proposed projects and updated on ongoing projects.  Serves as a designated member on the Friends of the Barnwell Board of Directors.

· Secretary: Keep the minutes of Executive Board meetings and any business sessions called at general meetings. Maintain accurate membership records and issue annual membership cards.  The secretary will make sure that insurance is current and that additional insurance for special events is acquired.  The Secretary will perform any other duties as may be assigned to him by the Board of Directors or the President.

· Treasurer: Keep financial records and receive and disburse funds on behalf of the Northwest Louisiana Master Gardeners. With the assistance of the Board, the Treasurer shall prepare an annual budget for presentation to the membership.

· Historian/ Parliamentarian: Keep all records of Northwest Louisiana Master Gardener activities, actively collect and solicit public announcements, photographs, and any other documentation to be archived. Display archive book at meetings and public activities.  Interpret by-laws as needed.   

·     Committee Chairpersons: Manage the activities of one of the committees described on the following pages.  See chair responsibilities for each committee on p. 23.

· At‑Large Representatives: Represent ongoing Master Gardener class members at monthly Executive Board and General meetings and assist in communication between the Class, the Executive Board and the general membership.  One or two members from the ongoing class shall be appointed by the class members.

· Executive Board Members:  Board members are expected to attend board meetings.  See Article IV of the by-laws.

OTHER APPROVED VOLUNTEER ACTIVITIES
APPROVED PROJECTS:   

Approved Projects are those that receive funding from NWLAMG.  If you need information regarding any project, contact Vice President Gaye Dean at gayedean6@gmail.com or the respective Project Director listed below. 

•
Community Gardens— Ruth Schlictemier at 286-2434 or ruth430@yahoo.com
•
Le Tour des Jardins—Karen Durham at 207-7610 or kitworks@bellsouth.net  

•
Annual Spring Plant Sale—John Oswalt at 518-6697 or mroswalt@gmail.com, Cindy Rowell at 617-3419 or prebob26@gmail.com
•
Bulb Sale—Lynn Brown at 820-7993 or lynncbrown247@att.net 

•
Carriage House Supplies—Sadie Bolyer at 423-3283 or hemiconv@aol.com
 

•
Red River Research Station Super Plant Landscape Maintenance- Andre Caplis at 218-1350 or awcaplis2@hotmail.com
•
Pioneer Heritage Center—Mary Anne Tompkins at 773-6125 or maryanne.tompkins@gmail.com
•
Greenhouse- Sadie Bolyer at 423-3283 or hemiconv@aol.com
· 
Community Grants Program – Michele Wiener at 869-1218 or mtwiener@comcast.net
·       The Seedling- Kerry Friestad at 210-8429 or kfriestad@comcast.net
·       Speakers Bureau – Mary Dumars at 840-1565 or mldumars@yahoo.com
·       Program Chair - 

APPROVED ACTIVITIES:

Approved activities do not receive NWLAMG funding but are approved for earning hours.

•
Master Gardener Hotline—Mark Wilson at 408-0984 or mawilson@agcenter.lsu.edu.  Sign up for phone duty on calendar in the MG office, contact Melissa Elrod 318-455-7444 by text or email melissa532@aol.com
•
FNP Gardening Agent—Grace Peterson at 741-7430, ext 1503 gpeterson@agcenter.lsu.edu
· 
Holy Angels Horticulture Project –  

•
Web Page Development and Maintenance – Melissa Elrod at 455-7444 or melissa532@aol.com
•
Directory – Barbara Brister at 294-3983 or bbrister @bellsouth.net


•
Master Gardener Hours volunteer administrator—Gary Northen at 423-4438, northen@yahoo.com
•
Rose Center—Rambling Rose Project – Larry Williams @458-1950 or larryw@broadmoor.tv
•
Keep Bossier Beautiful—Susan Larey at 564-1574 or susanlarey56@gmail.com
·       Group Communications – Debra McGaha Rushing at 286-9678 or debramcgaha@hotmail.com



Master Gardener Online Hours Recording Procedure

All hours are recorded online on the LSU AgCenter’s website at www.lsuagcenter.com.  Page down and click on Lawn & Garden.  On that page, click on Master Gardener.  On that page, click on Reporting Site Log-in.

Getting Started:

On the Reporting Site Log-in page, go to the bottom of the page and click on ‘New users click here to register!’

On that page:

Create Username and Password:

On the first line of the registration page, pull down the pull-down menu and select ‘Northwest’. ***Important!***If you don’t choose ‘Northwest’, all of your hours will go to the Acadiana program and we won’t be able to find them.  Fill in all the rest of the blanks and select a password.  Make a note of it.  Click Submit.  If you’ve made any mistakes, the form will reappear with a red asterisk beside the line with the mistake.  Fix it and submit again.  You will receive an email confirmation that you’ve been registered.

If you do not have email or internet access:

Fill out the Registration Form for Those Without Internet Access and hand it to your agent.  
He will pass it to our volunteer hours administrator, Gary Northen (northen@yahoo.com)  and he will enter your hours into the site as you give them to him.  

Logging your hours online:  

Go to the Reporting Site Log-in (you may want to bookmark this).  On the left-hand menu select  Add New Hours.  On that page, click the pull-down menu and select either Volunteer Service Hours or Education Hours to report.  For Activity refer to the attached Explanation of Volunteer Activities.  Fill in the blanks going down the page.  You may not care about filling in a few items, like miles traveled or expenses, but fill out the rest as best you can.  After you submit, look for the screen that says Thank you for your service hours submission.

To look at your hours online:

Log in to the site.  On the left-hand menu click View/edit Hours.  All of your hours, for both Volunteer Service and Education will appear. 
Problems using the system:

If you have registered but you have trouble getting into the system, contact your administrators, Gary Northen (northen@yahoo.com) or your agent at 698-0010. Sometimes the system is just down at LSU and they can reassure you, help you get in or correct something for you.

Enter your hours often and keep a paper copy at home.  The MG year runs from January 1 to December 31.  You will not be able to enter the previous year’s hours after December 31.  
Required Volunteer Hours:
· First year after graduation: 40 hours of volunteer service, 5 of which must to be done on phone.  New class members have the period from graduation until December 31st  of that year to fulfill their commitment.  No continuing education is required for new class members.

·  All succeeding years: 20 hours of volunteer service, 5 of which must be done on phone and 6 hours 
of continuing education.

Guidelines on how to fulfill your commitment:

Volunteer Service hours are spent on approved projects.

· Approved projects are listed on our Master Gardener site at www.nwlamg.weebly.com, obtained from the Projects Committee Chairperson or on pp. 7 of this Volunteer Guide.  Approvals are made by the Master Gardener Coordinator, an Extension Agent, or by the Executive Board of the NWLAMG Association.

· 25 % of the commitment is used answering gardeners’ telephone questions at the Horticulture/Master Gardener Office.

· Please include hours spent preparing for and presenting educational talks to civic clubs, garden clubs, professional organizations, school and college classes and other such entities, and for articles submitted for the Seedling.

· You may include your travel time to and from the event site when making a presentation.

· Plant sale hours are restricted to either working at or preparing for the sale itself or time actually spent potting and preparing plants for the sale. 

· Bringing refreshments to regular classes and meetings may be counted for preparation time. 
· Master Gardener Board meeting hours are to be turned in on an individual basis with travel time and any other miscellaneous time included.

· Volunteer hours are sent to the Master Gardener State Coordinator in Baton Rouge and monitored by the local MG Coordinator.  Hours count towards a special pin award.

Educational hours are spent for self-improvement (6 hours required).

· Report the educational talks presented at Master Gardener General Meetings hours as ½ hr. Education Hours.

· Other learning opportunities include attending horticulture seminars, nursery and Rose Center horticulture speakers, gardening symposiums, garden club programs, college courses, horticulture field days at Experiment Stations and similar learning opportunities to keep yourself on the cutting edge.

· Attending Master Gardener conventions will count for the time spent in class.

· Travel time to learning sites does NOT count.

· While required, these hours do not count toward the Volunteer Service hours commitment or awards.

Exceptions:

If any member cannot meet the hourly requirements due to full time employment, health problems or unforeseen family situations, they should contact the MG coordinator. The circumstances will be considered for a decision on excusing that individual from part of their hours requirements.

Guidance for Those Who Wish to Propose a New Project
Northwest Louisiana Master Gardeners

Project Proposal and Application Form

Organization Name:_____________________________________________________________                                                                                                                      

Contact Name:_________________________________________________________________                                                                                                                              

Telephone:                                                                      Email:____________________________                                                    

Address:______________________________________________________________________                                                                                                                                       

Date submitted:________________________________________________________________                                                                                                                                          

Location of proposed project:_____________________________________________________                                                                                                       

Type of service(s) involved (circle all that apply):

a. educational program
d. garden design
g. maintenance

b. plant health clinic
e. plant installation
h. other

c. school garden 
f.  renovation

Based on the service(s) involved, describe in detail your project and the specific ways our volunteers can help.

_____________________________________________________________________________

_____________________________________________________________________________                                                                                                                                                                                                                             _____________________________________________________________________________

_____________________________________________________________________________                                                                                                                                                         _____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

How does this project benefit the LSU Ag Center and the NWLAMG’s?__________________

____________________________________________________________________________                                                                                                                                                                            
Proposed starting date:__________________________________________________________                                                                                                                

Estimated number of individuals to benefit from this project:____________________________                                                                      

Estimated budget for this project:__________________________________________________                                                                                                 

Party or parties responsible for purchase of materials:__________________________________                                                                  
Other volunteers (groups or organizations) assisting on this project:_______________________                                              

_____________________________________________________________________________                                                                                                                                                    

With what portion of this project will other volunteers be assisting?_______________________                                              

 ____________________________________________________________________________                                                                                                                                                   

Party or parties responsible for maintenance and care of plantings following installation (if applicable):

_____________________________________________________________________________                                                                                                                                                    

Please describe how your project will benefit the community and tell us why you chose the Master Gardeners to assist you.

      ___________________________________________________________________________                                                                                                                                                                                                                        

    ____________________________________________________________________________                                                                                                                                                                                                                          

 _____________________________________________________________________________                                                                                                                                                                                                                      

 _____________________________________________________________________________                                                                                                                                               
Master Gardener Contact Person:___________________________________________________                                                                                                 

Please attach a copy of your organization's mission statement, if available, or provide a brief description of your group's purpose.

Return To:  Northwest Louisiana Master Gardeners


210 Research Station Drive


Bossier City, LA  71112



    

(Source: Alabama Master Gardeners)                                                                                                                                                                                              

NORTHWEST LOUISIANA MASTER GARDENERS CERTIFICATION RENEWAL

 January 1, 2024 thru December 31, 2024 

PLEASE FILL IN ALL BLANKS 

Name: ______________________________________________________________ 

Address: ____________________________________________________________ 

Zip: ___________Email:_______________________________________________ 

Home Phone: _______________________ Cell Phone: ______________________ 

Year Graduated MG class: ____________ --------------------------------------------------------------------------------------------------------------- 

Would you like to be included in the NWLAMG email group ____YES ____NO 

Would you be willing to serve on a committee? ____YES ____NO 

If so please name committee: ____________________________________________ 

---------------------------------------- 

Choose one category --------------------------------------- 

_____ I plan to continue my work as a Master Gardener, operating under the original guidelines, and agree to provide the Master Gardener Program with another 20 hours of service, and 6 hours of self-improvement educational hours. ($25 ACTIVE MEMBER, $15 If Submitted Before October 11 th 2023 (early-bird))

 _____ I have finished the year in good standing but wish to become an inactive member with hopes to become active again in the future. Keep my name on the newsletter and email lists. ($50 INACTIVE MEMBER)

 _____ I would like to remain a member but have not completed my hours and understand there is a 5 year limit for using this option. ($75 SHORT HOURS, ACTIVE MEMBER) 

_____ Please cancel my membership; I am unable to participate in the future. Please also remove my name from the newsletter and email lists. (CANCEL MEMBERSHIP)

 _____ I am applying for lifetime membership (Graduated before 2014 and 10 years of service completed in good standing). NWLAMG Board will notify me of approval. No dues if approved. (LIFETIME APPLICANT $0) I have been granted Lifetime Membership status. (LIFETIME $0)

 --------------------------------------- 

Additional categories --------------------------------------- 

_____ I would like to prepay for my 2024 Le Tour des Jardins tickets ($100)

 _____ I would like to prepay for Get It Growing Lawn and Garden Calendar ($10 EA; indicate total number of calendars requested in the blank) 

--------------------------------------------------------------------------------------------------------------- 

Total amount due: $__________________ Check Number: __________________________ 

--------------------------------------------------------------------------------------------------------------- 

I understand it is my responsibility to enter and review my volunteer and education hours on LSU AgCenter Hours Reporting System by December 31, 2023. To meet criteria for 2024 

Signature:_____________________________________ Date: _______________________ 

Make checks payable to NWLAMG and to be included in the directory turn in with form by December 31st, 2023 NO EXCEPTIONS! 

Lynn Burke 305 Cypress Creek Ct. Shreveport, LA 71106 

5% Fee for Credit Card charge, 

Early-bird is due at or before the October 11th Meeting

NWLAMG

EXPENSE REIMBURSEMENT SHEET







           Check #______________





        
                      
                Date     ______________          
 

DATE




NAME











MAILING ADDRESS______________________________________________ 
PROJECT












(Approval of Committee Chair is recommended for expenditures)

Type of Expense






Amount
Advertising










Copies/Printing










Plant Materials











Hospitality










Paper/supplies










Postage











Other (Please Explain)







TOTAL





COMMITTEE CHAIRMAN____________________________________________

NOTE:   ATTACH ORIGINAL RECEIPTS TO REIMBURSEMENT FORM.  Mail to Treasurer at 210 Research Station Drive, Bossier City, LA 71112
POLICIES AND PROCEDURES

I.    Project Chairmen Responsibilities and Committee Responsibilities (Job Descriptions)
A. Hours Evaluation Committee Chairman

1.  Record and maintain membership’s hours log online.

      2.  Provide the log to membership at monthly meetings.

      3.  Email log to MG coordinator and president monthly.           

4.  Provide the treasurer and the membership chairman with a list of                                    

     members eligible for pins or awards no later than January 15.  

5. Provide the treasurer and membership chairman with the final hours log including all hours posted for the MG year.                        

B. Le Tour des Jardins Committee Chairman

1. Solicit tour garden applicants.

2. Tour all applicants’ gardens with committee.

3. Announce to the Board of Directors at the November meeting the chosen gardens 
and the               chosen dates for the tour.

4. Provide a written report of committee activities for the MG file to be used to help the next year’s chairman.  

5. Provide a report including financial report to the Board of Directors within 30 days of completion of project.   

C. Awards Ceremony Committee Chair

1. Secure a list of members eligible for awards from the Hours Chairman.

2. Present awards to members on or before the April meeting following the end of the MG year.  

3. Present for Board approval the proposed date and time and budget for the event. 
4. Notify MG coordinator when pin supply runs low.

5. Print certificates to accompany awards pins. 

D. Program Committee Chairman

1. Select programs and acquire speakers on selected subjects for monthly meetings.  

2. Provide for the speakers’ special equipment needs.

3. Introduce speakers at monthly general meetings.

4. Honorariums of up to $25.00 can be given to speakers at the discretion of the chairman.
5. Speakers not required for Graduation, Awards or Christmas meetings.
E. Speakers Bureau Chairman

1. Recruit speakers from NWLAMG membership.

2. Maintain a list of speakers and their topics.

3. Coordinate speaking opportunities in the community.

F. The Seedling Publication Chairman

1. Write, gather, and edit articles for a monthly newsletter.

2. Produce and email newsletter.

3. Maintain list of subscribers and NWLAMG members.

G. NWLAMG Website 
1.  Monitor and maintain site.

H. Publicity Chairman

1.  Provide publicity for NWLAMG events to the print and broadcast media.

2.  Produce and distribute posters and flyers for these events.                           

3.  Work with the MG membership to provide telephone workers for the Red River Radio membership drive.

4.  Maintain a detailed list of all advertising contacts.

5.  File a copy of all publicity in the NWLAMG permanent files.

I. Community Gardens Committee Chairman


1.  Coordinate a team of volunteers to assist gardening agent in development of school and     
community gardens.

                  2.  Teach children basic gardening skills using the Junior Master Gardener curriculum.

                  3.  Teach youth and adults basic gardening skills at educational meetings and workshops.

                  4. 
Assist in the design and installation of school and community gardens.

                  5.  Supervise and assist school and community gardeners on garden work days and planting days. 

J. Community Grants Committee Chairman

1. Coordinate publicity for announcement of request for proposals and awards

2. Coordinate a team of MG's to select recipients
3. Oversee follow-up of grant fulfillment by team members assigned to each recipient
K.  Projects Committee Chairman

1.   Request annual reports from each project chairman at the annual meeting.

2.   Report to the board of directors and general membership on ongoing projects.

3.   Present new projects to the board and the local MG coordinator for discussion and decision.

4.   Inform the website coordinator, the editor of The Seedling and the editor of The Supplement of any changes in project chairmanships or additions of new projects.

5.   Provide photos of projects for use on the website, publications (Seedling) and slide show.
L. Membership Committee Chairman

1.   Solicit dues for renewing members in September/October of each year.

2.   In November notify members who have not met their volunteer obligation for the year that they have 30 days to finish their hours.

3.   On or before February1, purge the old membership list of members who have not paid or not completed hours and submit new membership to secretary.

4.   Print the new membership cards and distribute to members on or before February 1. 


      5.     Coordinate the compilation, printing and sale of photo directories for distribution on or before 

  
  February1.
M.  Nominating Committee Chairman

1.   Shall be the Vice-president.

2.   Chair a committee of 3-5 members to be appointed by the president and approved by the board in October.  Members of the committee will represent different graduating classes. 

3.   Present the slate at the October meeting with a call for nominations from the floor.

4.   Prepare the paper ballots to include all nominees for every office and distribute same at the November general membership meeting.

5.   Collect finished ballots, count the votes and announce the winners at the meeting.

N. Plant Sale Committee Chairman
1.   Establish location of event and dates.

2.   Submit budget for Board approval, encourage donations of plants, publicize and organize sale and provide financial report.

3.   File written records for the NWLAMG files.
O. Greenhouse Committee Chairman

1. Coordinate with the Program Coordinator for the class lab.

2. Coordinate with the Plant Sale Chairman for sale plant propagation

3. Keep a record of plants grown and supplies used and provide budget input.

4. Coordinate greenhouse volunteers for propagation and maintenance of greenhouse crops. 
      R.  Class Coordinator

1.  Coordinate with MG Coordinator to have all class handouts ready and labs organized.
2.  Solicit volunteers to assist with class activities.
S.
Red River Research Station Super Plant Landscape Chairman

1. Work with other members to maintain and update Red River Research Station landscape.
2. Work with design committee to design new features.
3. Submit a budget for Board approval.
II. Volunteer & Education Hours Reporting Procedure
A. The volunteer shall input their own hours at www.lsuagcenter.com/NWLAMG.  Those without internet access may have hours input by a friend or by the site administrator, Linda Anderson. 

B.  All hours entered on the site may be viewed by logging in and clicking on "View/Edit Hours"(left side of screen). 1)  In the view/edit hours screen, enter the dates in the “start date" as 01/01/2018 2) In the "end date" box put today’s date 3) Click on the field that says "Narrow/Expand Time Frame"
C.  Hours to be reported will be those accrued from January 1 to December 31with the exception of the hours of the members from the last graduating class whose hours between graduation and December 31 will be logged. See also p. 17 for online reporting info.
III.  Awards

A. Volunteers will be eligible for the following awards.

1.   Gold pin for over 500 volunteer project hours.

2.   Silver pin for over 250 volunteer project hours.

3.   Bronze pin for over 100 volunteer project hours.
4.   Lifetime Membership after 10 years in good standing. (white pin)
B.  Awards shall be presented at a time decided upon by the board of directors.  

IV.  Financial Guidelines

A. On or before September 30 the Executive Committee will present to the Board of Directors the proposed budget for the year.  Each committee head is expected to submit a budget request prior to this time.   After the budget is board approved a vote of the board will be required to deviate from the budget.

B. Members may submit a request for reimbursement (form on p. 13) when they have used their personal funds for an approved expenditure. The submitted request should be accompanied by a signed original receipt and should be approved by the project chairman.

C. The treasurer will present a current balance sheet reconciled to the bank statement and a profit and loss statement monthly to the board of directors. The treasurer will present a balance sheet to the general membership monthly.

D. The treasurer will arrange for an annual audit according to the by-laws and will be responsible for having an annual tax return prepared.

E. The treasurer, secretary and president will be approved for check signing.  Only one signature is required for each transaction.   At the onset of each financial year, January 1, the newly elected treasurer will have the debit card password changed and will have the old year’s officers removed from the bank roster and three of the new year’s officers (treasurer, secretary and president) added.
F. $5000 shall remain at all times in a Risk Reserve Fund to cover the deductible on the liability insurance policy.  
V. Lifetime Membership Procedure 

Requirements for Lifetime Membership eligibility are contained in the Bylaws in Article V, Section 5. Requests for consideration for Lifetime Membership are turned in to the treasurer on the annual dues renewal form.  The treasurer notifies the Program Coordinator to research and compile hours submitted throughout the applicant’s volunteer career.  Hours records from 2003 to 2007 are found on file in the Extension Office and those after 2007 are online at www.lsuagcenter.com.  The coordinator may designate the volunteer administrator for the online site to compile the volunteer’s records.   Ineligible applicants are mailed a letter from the coordinator containing the ineligible hours record and an explanation of ineligibility. An eligible applicant’s compiled hours record is submitted via e-mail to the Board of Directors with the coordinator’s recommendation for approval.  E-mail discussion is solicited from the Board and must remain confidential among the board members.  A majority vote of approval takes place at the following Board of Director’s meeting.  After approval, the coordinator sends a congratulatory e-mail to the member and the new Lifetime Member is announced at the following general meeting.  Notification also goes to the treasurer and the directory publisher and is recorded in the Lifetime Members file in the Extension Office.  The new Lifetime member receives a white pin at the annual awards ceremony.
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