
Board of Directors Position Description 
PRESIDENT 
1. Preside over all business meetings. This includes regular (membership), special and Board of 
Directors meetings (monthly). 
2. Setup and distribute list of Board meeting dates and locations. 
3. Prepare meeting agenda for all business meetings of the membership and Board. 
4. Work with all Board and committee personnel in executing the year’s activities, tours, joint 
meets, parades, shows, etc. 
5. Work harmoniously with the publication chairman, editor and publisher. 
6. Write the Presidents’ column for the monthly chapter newsletter. 
7. Answer correspondence directed to presidents’ office with board of directors approval. 
8. Cast a vote in case of a tie vote during any business meeting. 
9. In general, govern the chapter to the benefit of all members whenever possible. 
10. Preserve chapter charters. 
11. Appoint a chairman for all volunteer positions, including a postmaster to pickup the mail at 
the post office. 
12. Abide by the guidelines of the Presidents’ job description described in the Wisconsin Chapter 
MAFCA bylaws. 
13. Retain post office box key. 
 
09/01 Updated Fred Bleidorn 
12/97 Retyped 
11/01 Retyped, Editorial Revisions 
Updated 8/09 Marty Jannsen 
 



Wisconsin Chapter Board of Directors Position Description 
VICE-PRESIDENT 
1. Preside over all business meetings in the absence of the president. This includes membership, 
special and board meetings. 
2. Act as Membership Chairman. 

2.1 Send out membership applications to those persons desiring them. 
2.2 Accept applications of prospective members. 
2.3 Contact prospective members to encourage membership in the national organization if 
prospective new members did not include national dues with their application. 
2.4 Present new membership applications to the Board of Directors for their approval. 
2.5 Process new membership applications per the new membership process flow chart 
attached hereto. 
2.6 Send out a “New Membership” packet to new members or deliver it to them. 
2.7 Prepare a list of new member’s names, addresses, etc. for the editor of the newsletter 
and for the mail label provider. 
2.8 Contact new members and welcome them to the chapter at meetings and other 
various activities. 

3. Act as Publication Chairman. 
3.1 Meet with the editor to determine specific needs to upgrade both the computer 
hardware and software used for preparation of the newsletter. An additional member or 
members who are knowledgeable in these areas may be requested to assist the vice-
president in this task. 
3.2 Meet with the editor, distribution, paid advertising sales, webmaster and photographer 
to plan and update coming needs and discuss problems/solutions. Suggest meetings as 
needed. 
3.3 Determine the most cost effective and satisfactory commercial printer for printing the 
newsletter. Special attention should be given to photo images. They must be of good 
quality. Negotiate a one year or longer contract to lock in price and services at the chosen 
printer. 

09/90, Updated Ken Fouty 
01/97, Updated Dan Kane 
12/98, Updated Robert Schaefer 
11/01, Updated, Erwin Haban 
06/09, Updated Mike Quam 
 



Board of Directors Position Description 
TREASURER 
1. Obtain account signature cards for all the chapter’s financial accounts for the new President 
and Treasurer. 
2. Maintain the chapter’s checkbook. 

2.1 Deposit and record all funds received. 
2.2 Write checks in payment of usual and approved expenses. 
2.3 Reconcile monthly checking account statements. 

3. Transfer and maintain surplus funds in the special accounts as per the budget Committee’s 
recommendation guidelines and in accord with chapter and board policy. 
4. Record all transactions of the chapter in a monthly general ledger. 
5. Maintain a monthly file of completed check requests or receipts of purchases to cross-
reference the general ledger with the checkbook. 
6. Prepare monthly reports showing current months and fiscal year to date receipts, expenses, 
transactions and financial meeting of the chapter and/or board of Directors. 
7. Maintain a record of chapter donations. 
8. Maintain records and financial statements for each chapter event. 
9. Review Final Meet reports from activity chairperson(s). 

9.1 Review stated cost expended or income against budget and actual invoices paid or 
projected gain for chapter statistics. 
9.2 Record total expense/income in income /expense comparison chart. 

10. File tax papers at the end of the fiscal year (December 31). 
11. Provide all of the chapter’s non-audited financial records to the audit committee within 60 
days after the start of the new fiscal year. 
12. Participate as a member of the budget committee in establishing the chapters’ financial 
objectives for the forth-coming year. 
13. Retain the chapter’s financial records for two calendar years as current information. Financial 
records over two years old are given to the chapter historian.  
Updated:  
9/90, Dick Lardinois 
12/91. Jack Achterberg 
11/96, Dennis Wacker 
11/01, George Wartner 
04/09, Paul Piotrowski 
 



Board of Directors Position Description 
SECRETARY 
1. Record minutes of all meetings. 

1.1 Board of directors meeting. 
1.2 Membership (Indoor) meeting. 
1.3 Any special meetings 
1.4 Provide copies of minutes to all board members at least one week prior to the next 
meeting. Include date, place, time to the next board meeting. 
1.5 Provide a brief summary of the meeting minutes to the newsletter editor. 
1.6 Retain a copy of the minutes for the Secretary’s permanent file. Records are to be 
forwarded to the next Secretary at the end of your term. 

2. Dues Renewal: 
2.1. Prepare and send dues renewal notice to editor for publishing in “Wheeling the A” by 
Oct. 15th, with a dues deadline of Jan. 15th.  Check seniority list to see who gets a free year 
of membership on their 25th, 40th & 50th anniversary.  Mail deserving member a special 
letter telling them of their free year. 
2.2 Board of directors to follow up with a call to those who have not paid dues. 
2.3 Transfer dues received to the Treasurer. 
2.5 Board members do not pay any dues and 25th , 40th & 50th-year Anniversary members 
do not pay any local dues in the year after their anniversary.  50 yr members also get free 
banquet tickets. 

3. Chapter correspondence. 
3.1 Handle all correspondence as directed by the board of Directors. 
3.2 Print labels for newsletter distribution.  

4. Membership file. 
4.1 Maintain an up-to-date membership card file and computer records. The cards should 
be maintained in alphabetical order and they comprise the official records of the chapter 
members. If the chapter secretary or another person maintains an electronic database, any 
changes in the card records should be reflected in the database. 
4.2 Provide a list of paid up members and any other changes to the individual responsible 
for preparation of the annual roster. 
4.3 Provide address changes to the editor.  
4.4 Maintain a list of members.  Send a congratulatory letter, to these members prior to 
their anniversary dates or coordinate this activity with the Awards Chairperson. Provide the 
list to the Awards Chairperson in time for awards to be ordered for the annual banquet. 
Note: 35 & 40 year members do not get new badges. 

 
5. Miscellaneous. 

5.1 Provide an updated list of position descriptions to newly elected board members as 
soon as possible after the election. Also provide, as necessary, to the present board 
members. 



5.2 Provide ballots for voting: For election of board members and any other votes that 
require paper ballots. 
5.3 Provide absentee ballots for any member if the member so requests. Announce 
availability of absentee ballots in the newsletter at least 2 months prior to the vote. 
5.4 Provide a set of position descriptions for each member of the board prior to or at the 
meeting where the board members select positions for the year. 
5.5 Maintain file of insurance policies and contracts of chapter events. 
5.6 Provide name and email address of those taking “Wheeling the A” via email, to the 
editor for newsletter distribution.  
5.7 Maintain critical motions book and update it with any critical motions.  
5.8 Maintain email address list for sending mass emails.  Give a copy to the webmaster for 
event reminders and Sunshine & Awards person for emailing member death, illness, etc.  
 
 

Updated: 1/94 Don Reiff 
11/96 Erwin Haban 
1/98 Dennis Pierce 
1/99 Dennis Pierce 
1/00 Dennis Pierce 
11/01 Rich Miller 
04/09 Sue Quam 
10/10 Sue Quam 
 
 
 
 



Board of Directors Position Description 
INDOOR MEET COORDINATOR 
1. Secure all meeting places. Inspect halls, obtain prices and report to the Board of Directors. 
    Hall must accommodate up to 300 persons. 
1.1 Regular monthly meetings - Second Sunday of November, December, January, February,     
and March.  
1.2 Secure a Chairman for each month. 
1.3 Christmas Party - Second Sunday of December. 

Must coordinate Santa Claus and gifts. 
Must secure entertainment. 

1.4 Contact photographer to be sure all events are covered. If the photographer is unavailable, 
notify the event chairperson so that they take photos using disposable cameras if they desire. 
1.5 Remind the event chairperson to submit a follow-up article to the editor before the next 
deadline. 
1.6 Secure a Chairman for the annual banquet. 
1.7 January Election/Ice Cream Social. Coordinate with the Nominations Committee. 
 
Kitchen needs to be open if Ice Cream Social is held. 
2. Membership (Indoor Meeting) responsibilities. 
2.1 Secure refreshments - Beer, Soda. Coffee, Chips, etc. 
2.2 Select program for after meetings. 
2.3 Door Prizes - Two adult, two children (except Christmas) 
2.4 Responsible for Public Address System. 
2.5 Acts as Sergeant at Arms. 

Provide a sign-in sheet. 
Give out Door Prize tickets. 
Count members for quorum purposes. 
Collect Guest Fees as applicable. 

Contact: Gonzaga Hall Association c/o Dan Guest 
1107 S. 91st St., West Allis, WI 53214 
Phone: (414) 259-9482 Home 
Cell: (414) 313-6996 
 
3. Coordinate any special events.  
3.1 Secure Chairman. 
3.2 Secure Location. 



4. Provide meeting information to the editor so it gets into the newsletter 2 months prior to the 
date of the meet. 
5. Give a “Event Report” sheet to each meet chairperson to be completed and returned to Indoor 
Chairperson as soon as possible after the meet. You are responsible to see that this is done. 
 
Updated: 9/90 Dave Rozman 
Updated: 1/97 Robert Schaefer 
Updated: 11/01 Dave Neuman 
Updated: 8/09  Dan Kane 
 



Board of Directors Position Description 
OUTDOOR MEET COORDINATOR 
In this position you are directly responsible for the publicity, planning, coordination, completion 
and reporting of all outdoor activities of the Wisconsin Chapter. It would help to read the reports 
from the past meet committees contained in the chapter files, particularly concerning inter-
regional meets. 
Be sure to start all planning early enough to allow for the successful arrangements of a Meet or 
parade - at least 10 weeks. Include a copy of the meet expense guidelines for accurate, efficient 
use of club funds in planning a meet. You should avoid any possible conflict of dates and be 
aware of events in other areas that our chapter is invited to attend, especially National Meets. 
You should get as much input from the membership as possible. 
Obtain volunteers to run and help with all meets, parades, shows, etc. or appoint members to do 
many of the jobs in the event. Be sure they are informed of their responsibilities, are following 
expense guidelines and check occasionally to see that they are proceeding. If a larger than 
expected expense appears to be in store, approval by the board must be given. In some cases, a 
committee should be formed to handle all details of a large event, such as the Swap Meet, Picnic 
and Car Shows. 
Contact photographer to be sure all events are covered. If the photographer is unavailable, notify 
the event chairperson so that they take photos using disposable cameras if they desire. 
Remind the event chairperson to submit a follow-up article to the editor before the next deadline. 
You are the link between the various meet chairmen and the Board of Directors. Therefore, if the 
chairman is not on the board, you must inform the board about the meets’ progress and be sure 
the board approves any money or policy involved in the meet. 
The meet chairman should handle publicity prior to the meet and a post-meet write-up or you 
must be sure that the editor has information about the meet. Check with the chairman or 
committee so they and you are aware of all possible contingencies and possible alternate plans. 
Be sure the members holding chapter property are informed if an item such as public address 
system, parade flags, printing, etc. will be needed. 
Be sure a map and address (including city and state) of starting location as well as ending 
location of all tours, etc. is provided to the editor of the Wheeling the “A” along with tour 
promotion material. 
Promotions must be published in at least two newsletter issues prior to the meet. 
Wheeling the “A” deadline for articles is the 15th of each month. 
 
9/90, Updated Dennis Haag 
1/92, Updated Dennis Haag 
1/98, Retyped, Editorial Revision 
11/01, Updated Dick Lardinois 
8/09, Updated Dave Boucher 
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Board of Directors Position Description 
SUNSHINE AND AWARDS CHAIRMAN 
*    Monthly Requirements: 
You are required to submit a monthly article to the “Wheeling the A” editor providing an update of 
Sunshine for the previous month: members who have been hospitalized, passed on, or need 
some sunshine passed onto them. Be sure to leave out medical details to respect the wishes of 
the recipient and family.  
A. MEMBER ILLNESS OR DEATH 
In the event of a Wisconsin Chapter member’s hospitalization or death, the following guidelines 
as adopted by the Board of Directors on October 16, 1993, should be followed: 
1. If a chapter member is hospitalized, a card will be sent in the chapter’s name. 
2. In the event of a chapter member’s death, a sympathy card will be sent to the family in the 
chapter’s name. Also a $35.00 donation will be made to the charity requested by the family. If no 
charity is indicated, a flower arrangement will be sent in the $35.00-$50.00 price range. 
3. In the event of the death of a chapter member’s immediate family member {parent / sibling / 
children or grandchildren} a sympathy card will be sent in the chapter’s name. 
B. OUTGOING PRESIDENT’S AWARD 
Each year at the Annual Banquet, the outgoing President receives a standardized plaque. The 
plaque is an 8”xl0” wood board, on which is mounted a gavel, brass tag with President’s name 
and year of office. Recommend seeing Manitowoc Trophy for design layout. 
C. MEET CHAIRPERSON’S AWARD 
As recognition for running an activity and to encourage others to do so, the Wisconsin Chapter 
presents a Meet Chairman’s Award. These guidelines adopted by the Board of Directors on 
December 8, 1979, should be followed: 
1. With the help of the Indoor and Outdoor Meet Chairmen, you will present a list of candidates to 
the Board of Directors for approval. 
2. The Board of Directors must approve the award and its cost. 
3. This award shall be presented at the annual Banquet and is based on meets of the previous 
year. 
4. First time recipients of an award will receive the award on an 8-1/2” x 11” wood plaque with the 
chapter logo and the recipients name engraved on a large plate at the top. There is room on 
each plaque for twelve plates marking event(s) chaired by the recipient(s). Each plate measures 
7/8” X 2.5”. Should a recipient’s plaque board become full, a new unmarked board of the same 
design will be given to hang below the original board. You will have to query the recipient as to 
his needs. Note. If the recipient is an Indoor or Outdoor Meets Chairman, He/She will be eligible 
to receive a plate.                                                                                                                                        
Exception: Technical Seminars are not included in the Meet Chairman’s list. The Technical 
Coordinator will present the host of a technical seminar with a framed Certificate of Recognition 
on the day of the event.  
5. It is suggested that Manitowoc Trophy be used as the facility to produce annual awards as 
they have formats and information from previous years on file.     
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D. ROOKIE MEMBER OF THE YEAR 
The Wisconsin Chapter has always encouraged new members to participate in the activities of 
the chapter. In past years, we have had members join and quickly become involved with the 
chapters’ activities. They worked hard and gave extra effort to benefit all of us in the Wisconsin 
Chapter.  To say thank you to these members, in December 1979 the Board of Directors 
established a Rookie Member of the Year Award. 
1. The award shall be a moderate size plaque, with an appropriate inscription.              
2. Candidates must be members for more than six months, but not greater than 24 months, at 
the time of award presentation. Candidates shall be selected based on chapter participation and 
extra effort they have made on behalf of the chapter.                                                                                 
3. The Board of Directors will select the recipient from a list of candidates.                                             
4. This award may not necessarily be awarded every year. 
E. CONTINIOUS MEMBERSHIP AWARDS 
1. Ten Year Award                                                                                                                                      
In recognition of ten consecutive years of membership in the chapter, ten-year membership 
plaques shall be given. This plaque consists of a standardized plate mounted on a wood back 
(see photo provided by awards supplier). The recipient’s name (don’t forget the spouse) is 
engraved on the plate. This award is presented at the annual Banquet. If the recipient is not in 
attendance at the banquet, it can be sent to the member. 
2. Twenty-five Year Award.                                                                                                                        
In recognition of 25 consecutive years of membership in the chapter, 25-year membership 
plaques are given. The plaque consists of a standardized plate with an appropriate inscription. 
The recipient’s name (don’t forget spouse) is engraved on the plate. This award also includes 
free one-year local membership for the next year. A letter noting this should be prepared and 
presented by the Wisconsin Chapter Secretary. (See photo provided by awards supplier for 
plaque detail.) 
3. Thirty-five Year Award.                                                                                                                           
In recognition of 35 consecutive years of membership in the chapter, ten-year membership 
plaques shall be given. This plaque consists of a standardized plate mounted on a wood back 
(see photo provided by awards supplier). The recipient’s name (don’t forget the spouse) is 
engraved on the plate. This award is presented at the annual Banquet. If the recipient is not in 
attendance at the banquet, it can be sent to the member. 
4. Forty Year Award.                            
The 40 year award will be the same as the 25 year award, including one year free local 
membership for the forty-first year. 
5. Fifty Year Award.                                                                                                                                     
In recognition of 50 consecutive years of membership in the chapter, 50-year membership 
plaques are given. The plaque consists of a standardized plate with an appropriate inscription. 
The recipient’s name (don’t forget spouse) is engraved on the plate. This award also includes 
free one-year local membership for the next year. A letter noting this should be prepared and 
presented by the Wisconsin Chapter Secretary. (See photo provided by awards supplier for 
plaque detail.)  50 year members also receive free dinner at the annual banquet. 
F. APPRECIATION AND RECOGNITION CERTIFICATES 
Certificates are given at the Annual Banquet for the following: 
1. Outgoing Board Members. A Certificate of Appreciation is given to those members who have 
served on the Board of Directors for two years. 



1/9/2011 

2. A Certificate of Recognition is given to those who have served the chapter by:                                    
a. Chairing on a seminar or tour.                                                                                                                 
b. Retiring from a chapter position such as photographer, newsletter editor, and tool keeper. etc.           
c. Other services to the chapter, as decided by the Board of Directors. 
The certificates shall be mounted in a suitable frame, for presentation at the Annual Banquet 
G. OUTGOING MEMBER OF THE YEAR AWARD 
Each year at the Annual Banquet, the previous Member of the Year receives a plaque when the 
traveling trophy is passed on to the new recipient. The plaque is 5” x 7” with the format on file at 
Manitowoc Trophy in Manitowoc. 
06/2005 Updated, Mike Quam                                                                          
09/2009 Updated , Dave Neuman 
               



Board of Directors Position Description 
TECHNICAL COMMITTEE CHAIRMAN 
Technical Committee Chairman Duties 
• In-house technical seminars are normally held at Mail Truck Model A Parts, 8509 S. Howell 
Ave., Oak Creek, WI  (414-762-7288).  
Technical Seminar time and date need to be coordinated in advance with Al Downs and Tony 
Baudo at Mail Truck. 
• Outside (road trip) seminars need to be coordinated with the business hosting the seminar. 
• Write a brief description about the upcoming seminar and forward the article to the editor of the 
chapter newsletter prior to the 15th of the month. The Technical Committee Chairman should 
write a summary of the activities completed at the seminar for inclusion in the next newsletter. 
• Seminars shall be of automotive interest. Chapter members will/can be asked, via the 
newsletter, for input. 
• Any seminar videotaping shall require board approval. 
• Insure that the facility is cleaned after the seminar. 
• The Technical Committee Chairman is responsible for seminar refreshments. Refreshments 
shall include the following or some combination of the same. 

Lite can beer, regular can beer, Pepsi or Coke, diet caffeine free Pepsi or Coke, 7-UP, 
Mountain Dew, bottled water and Munchies. 

• Staple all seminar purchase receipts to club check request form and submit to Wis. Chapter 
Treasurer for reimbursement within 60 days of purchase. 
• The Technical Committee Chairman is responsible for the Safety Inspection Program of the 
Wisconsin Chapter. The Safety Inspection shall be as listed on the attached. 
11/01, Retyped, Editorial Revisions 
03/05, Updated, Rich Miller 
04/09 Roger Olsen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Wisconsin Chapter, Inc. MAFCA 
Safety Inspection 

 
 
Owner                                                     Date 

Year       Model                             Received Sticker   

License                   Antique         Collector       Regular     

            Yes No 
 
1. All cars must have property damage and liability insurance.  ___ ___ 
 
2. Safety glass except rear window in cloth or folding tops.  ___ ___ 

 
3. Steering has maximum 3” of play at steering wheel left and right. ___ ___ 

 
4. Adequate horn in working order.      ___ ___ 

 
5. Head lights – high and low beam.      ___ ___ 

Tail light & brake lights are in working order.    ___ ___ 
Turn signals recommended but not mandatory.    ___ ___ 

 
6. Tires have good tread and are in good condition.    ___ ___ 
 
7. Good brakes and working hand brake     ___ ___ 

 
8. Working windshield wiper with good wiper blade(s).   ___ ___ 

 
9. Rear view mirror on all cars.  Exterior mirror on trucks.   ___ ___ 

 
   10. Emergency equipment        ___ ___ 

Fire extinguisher – mandatory       ___ ___ 
Adequate repair tools and flares recommended    ___ ___ 
List 
 

    11. Current and Proper license.       ___ ___ 
 
 
 
 

 
 
04-11-2009 – Revised Roger Olsen 
   Technical Chai 



 
 
 
 
CLUB ACCESSORIES CHAIRMAN AND NATIONAL CORRESPONDENT 
 
Wisconsin Chapter - Model A Ford Club of America (MAFCA) 
 
 1 - Attend all scheduled Board of Directors’ meetings. 
 
 2 - Retain all of the accessories inventory (sample clothing, items for direct sale, etc.),                   
storage containers, inventory records, etc., at the home of the Accessories chairman. 
 
 3 - Maintain up-to-date accessory inventory and movement records. Periodically, conduct          
an audit of the accessories inventory on hand. Safeguard the chapter provided $40.00            
in change to be used for cash sales activity.  
 
 4 - Bring, for display, the appropriate accessories (sample clothing, items for direct sale,              
etc.) to all scheduled indoor membership meetings and, as appropriate, outdoor                      
meetings and special events. 
                 
 5 - Promote accessory availability through the monthly newsletter, WHEELING THE                 
“A”, using descriptions and photos and announcements at general meetings. 
 
 6 - Keep the membership aware that they may order embroidered logo clothing directly              
from the vendor, Times Custom Apparel, Random Lake, WI. An order form, with all            
ordering information, is found in each month’s issue of the monthly chapter newsletter,         
WHEELING THE “A”. 
 
 7 - Encourage new accessory ideas from the membership. NOTE: New accessories or                   
changes to existing offerings require Board of Directors’ approval. 
 
 8 - Order direct sale items from MAFCA headquarters in California. Always use chapter            
stationery and a chapter check with your order. Items available, prices, address, etc.              
are found in the MAFCA national magazine, THE RESTORER. 
 
 9 - Report direct sale items sold, and the revenue, monthly on the current month’s                        
inventory form. Submit the report, with the monies for deposit, to the Treasurer.                    
Provide courtesy copies of the current month’s inventory form to the President and the         
Secretary. Revise the sample clothing inventory record as appropriate. 
                                                                                                                                                                  

 
10 - Report accessory items purchased, and the expense, monthly on the current 
month’s inventory form and/or the sample clothing inventory form. Submit the report,                              
with the receipts for the items, and detailed on a Request for Check form, to the                           
Treasurer. Provide courtesy copies of the current month’s inventory to the President and            
the Secretary. Revise the sample clothing inventory record as appropriate. 

 
        NOTE: No monthly report is required (9- and 10- above) when there has been no                          

revenue/expense activity. 



 
        NOTE: When ordering direct sale items from the MAFCA national, determine the exact 

order total and obtain a chapter check from the Treasurer in advance. Reconcile the 
amount spent with the received order invoice and submit it on the next report to the                     
Treasurer. 

 
11 - Prepare articles and promotional information, as appropriate, for inclusion in the                        

WHEELING THE “A” monthly chapter newsletter. These must be submitted to the editor          
by the 15th of the current month in order to be included in the following month’s issue. 

 
12 - As the National Correspondent, prepare and submit a chapter activities report to the                   

MAFCA national magazine, THE RESTORER, on a bi-monthly schedule by the 20th of               
the report months; January, March, May, July, September and November. Photos may               
also be submitted with the article. See the article requirements detail in the MAFCA                    
Chapter News section of THE RESTORER. 

                                          
 
Revised 12/1996 - Mike Czamyszka 
Revised 12/1997 -  
Revised 11/2001 - 
Revised 03/2004 - Bob Sonnen 
Revised 09/2009 - Bob Davisson 
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