ASSOCIATION OF FIREARM AND TOOLMARK EXAMINERS
DUTIES OF THE BOARD OF DIRECTORS

I ntr oduction

The following document sets out the duties of the members of the AFTE Board of
Directors as agroup and by individual position. These position descriptions are defined
primarily by source documents such as the AFTE Bylaws and Board of Directors Policy
Letters #1-20, as well as by common sense, onthe-job experience, currernt practice,
custom and tradition. Where these duties can be related directly to a source document,
thisisindicated at the end of the description of each duty in parentheses. Where a
function is based on common sense, on-the-job experience, current practice, custom or
tradition, thisisindicated by an asterisk.

For the sake of clarity, the format of this document is such that responsibilities common
to al Board members are set out in the initial section, followed by position specific
duties for each Board member set out on subsequent separate pages. This document was
undertaken as an initiative of the AFTE 2001-2002 Board and is obviously not carved in
stone. It will require constant updating as circumstances change and source documents
and Board policies and practices evolve, and will require archiving by the Secretary.

John H. Dillon, Jr.
President, 2001-2002
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Duties of All Board Members

Articlell
Authorize reimbursement to members for costs and expenses incurred on the behalf
of the organization while performing duties authorized by the Board of Directors
(Section 2, (B)).

Authorize and allocate funds to meet financia obligations of the Association (Section
2,(C)).

Articlelll

Allow or deny a special extension of a Provisiona Member’s membership past five
years (Section 2, (C)).

Establish a reduced subscription rate to the Journal for Technical Advisors (Section 2,
(F). (2).

Terminate members for cause based on ethics violations (Section 3, (C)).

ArticlelV
Determine the location for the annual training seminar (Section 2, (A)).
Assume ultimate fiscal responsibility as a Board for the annual training seminar,
including the amount of money spent on “seed money”, and the maximum amount
that may be spent on a single item or event; approve or deny exceeding the maximum
amount that may be spent on asingle item or event, establish restraints or limitations

on training seminar spending when necessary (Section 1).

Attend a mid-year Board meeting at the host site of the upcoming annual training
seminar.(Section 5).

ArticleV
Determine annual and life dues (Sections 2 and 3).

Authorize a one-time retirement of a deficit in the normal operating budget using the
proceeds of the Life Membership Dues Fund (Section 3, (C)).

Review and update annually the investment policy statement for the Life Membership
Dues to ensure proper investment of moneys generated by the fund (Section 3, (D)).
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Article VI

Manage the business affairs of the organization, which are not reserved by the
membership, the Articles of Incorporation, or the Bylaws (Section 1, (A)).

Meet when called by the President (Section 1, (B), typically semiannually, once at the
annual training conference on the weekend preceding it, and once at the midyear
meeting (Article V).

Remove any officia of the Association (Section 4).

Perform duties assigned by the President or Board (Section 5, (G)).

Take office at the annual banquet, or at the close of the annual business meeting if
there is no banquet (Section 3, (F)).

Prepare a guideline listing the duties of respective duties and procedures of their
offices and pass the list on to their successors (Section 5, (H)).

Article VII
Receive advice and counsal from the Advisory Committee (Section 1, (B), (2)).

Direct the Editorial Committee to produce publications in addition to the Journal
(Section 1, (C), (1)).

Approve the Editorial Committee members recommended by the Journal Editor
(Section 1, (C), (2)).

Appoint the Journal Editor (Section 1, (C), (3)).

Determine the cost of subscriptions to the Journal for the general public (Section 1,
(©), (4)).

Approve committee guidelines formulated by committees (Section 1), (E), (2)).

Approve special, ad hoc, or temporary committees established by the President, and
approve one year extensions to these two year committees (Section 2).

Other Duties

Approve the allocation of funds for the purchase of specified equipment for the
Association.*

Read, discuss, modify as necessary and approve the AFTE budget as presented by the
AFTE Treasurer to the Board.*
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Make any required determinations regarding ethics violations.*

Revision of April 7, 2002 4



Duties of the President

M anagement Responsibilities

Perform all duties common to all Board members as previously set out in this
document.

Assume full responsibility for running the Association (Bylaws, Article 11, Section 5,
(A)).

Pursue the broad goals of the Association, which include sponsoring and conducting
seminars, fostering the exchange of information and publishing a Journa (Bylaws,
Article |, Section 2).

Serve as Chairman of the Board of Directors (Bylaws, Article VI, Section 5, (A)).
Create committees as the need arises (Bylaws, Article VI, Section 5, (A)).

Appoint all committee chairmen and make other appointments as necessary (Bylaws,
Article VI, Section 5, (A)).

Articulate the President’ s desires in writing with regard to the goals of new
committees (Policy Letter #16).

Review the written statements of the chairmen of new committees delineating the
responsibilities and direction of the new committees (Policy Letter #16).

Assign additional duties to members of the Board of Directors as necessary (Bylaws,
Article VI, Section 5).

L eader ship Responsibilities

Proactively identify objectives to be accomplished in support of the goals of the
Association, such as those which facilitate the exchange of information, enhancement
of training, development of standards, development of data resources, growth of
reference resources, refinement of the Journal, growth of the Web Site, etc.*

Assign and delegate the above to appropriate Board members, committee chairmen
and individuals in the form of well-defined projects and initiatives.*

Monitor progress in regard to the above projects and initiatives.*
When made necessary, such as by along term lack of progress on a particular project,
form a Board of Directors subcommittee with a Board member as chairman, in order

to represent the Board' s interests in that particular project and to assist where
possible*
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When appropriate, act as an ombudsman for individual members with specific
complaints about personal issues regarding treatment by the Association.*

M eeting Coor dination

Call, set the agenda for and conduct the semiannual meetings for the Board of
Directors.*

Call emergency meetings for the Board of Directors, if necessary (Policy Letter #5).

Set the agenda for and conduct the annual business meeting at the annual training
conference.*

Appoint a Sergeant-at-Arms and Parliamentarian for the annual business meeting
(Bylaws, Article X, Section 2).

Asincoming and outgoing President, coordinate with the Host Committee in regard
to the details of the program for the annual banquet and related speakers,
presentations, etc., as set out in arelated policy letter (Policy Letter #1).

Coordinate and foster development of future annual training conference host
committees and sites.*

Administrative Responsibilities

Advise all applicants of Board of Admissions decisions regarding their applications
for participation in the Association (Bylaws, Article VI, Section 4).

Keep the Board of Directors and general membership informed of all matters of
interest to the Association (Bylaws, Section 5, (A)).

Provide guidance to the AFTE Journal Editor and Web Master regarding the wishes
of the Board of Directors.*

Communicate routinely by e-mail, telephone and fax with the members of the Board
of Directors between the semiannual Board meetings, in order to resolve matters as
promptly as possible in advance of regular Board meetings.*

Pass on any AFTE-related software to the incoming President (Policy Letter #18).

Appoint temporary replacements for any elected AFTE officers who may die, resign
or otherwise become unavailable (Bylaws, Article 5, Section 3, (3)).

Liaison Functions

Respond to postal, e- mail and telephone inquiries in behalf of AFTE.*
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Act as point of contact for outside professional or law enforcement organizations and
associations, e.g, ASCLD, SWG-GUN, NRA, AAFS, ATF, FBI etc.*

Respond to media inquiries, if appropriate, in behalf of AFTE.*
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Duties of the First Vice President

M anagement Responsibilities

Perform all duties common to all Board members as previously set out in this
document.

Pursue the broad goals of the Association, which include sponsoring and conducting
seminars, fostering the exchange of information and publishing a Journa (Bylaws,
Article, Section 2).

Servein the place of the President, in the event of a vacancy in the office
(Bylaws, Article V1, Section 2, (B).

Serve in the place of the President in the event that the President is temporarily
unable to serve (Bylaws, Article VI, Section 5, (B)).

Serve as Chairman of the Board of Admissions (Bylaws, Article VI, Section 5, (B)).

Maintain a set of guidelines listing the duties and procedures of the First Vice-
President’ s Office (Bylaws, Article VI, Section 5 (H)); also, ensure that the
committees that report to the First Vice-President maintain a set of guidelines and
duties for their committee, and that these guidelines are approved by the Board of
Directors. (Article VI, Section 5).

Review policy letters to resolve discrepancies between the policies and the bylaws

and/or other board decisions and, as necessary, recommend modifications to maintain

clear and consistent policy.*

Serve the President, as requested, to enable him/her to achieve appropriate
management of the organization and its goals.*

Budgetary Duties

Work with the hosts of the AFTE Training Seminar at which he/she will preside as
President, in an effort to support the goals of the finance committee and bring the
annual training seminar to a successful end at a reasonable cost to the membership
(Policy Letter #6).

M eeting Coordination

Serve as liaison to the Chairperson of the host site sponsoring the Annual Training
Seminar at which he/she shall preside as President (Policy Letter #6).

Assist the President, as requested, with any issues regarding any meeting site,
protocols, or agendas for business meetings, banquets, or the like as requested.*
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If elected to President, present a plague to the outgoing President at the Annual
Banquet, as well as the presentation of any other awards, and present closing remarks,
if any.*

If elected to President, present an Acceptance Speech at the Annual Banquet.*

Administrative Responsibilities

Shall be responsible for the operation of the Nominating Committee and any other
committee that might be associated to his office. (Bylaws Article VI, Section 2, (C).
Current practice has given the First Vice President the following committees for
reporting purposes to the Board of Directors: Nominating Committee, Referee Lab
Committee, Scholarship Committee, Sickness and Distress Committee, AFTE 20X X
Committee, Training and Standardization Committee, Web Site Committee, and
Family Assistance Committee (ad hoc). All committee reports are to be obtained at
least one month prior to the annual and mid- year meetings and shall not be published
without approval from the Board of Directors (Policy Letter #8).

Serve, as necessary, to aid the Chairpersons of AFTE Committees assigned to the
First Vice President to meet the goals as outlined by the bylaws and/or the board, and
provide guidance, as needed, for successful accomplishment of the mission.*

Communicate routinely by e-mail, telephone and fax with the members of the Board

of Directors between the semiannual Board meetings, in order to resolve matters as
promptly as possible in advance of regular Board meetings.*

Liaison Functions

Respond to postal, e-mail and telephone inquiries in behalf of AFTE.*

Respond to media inquiries, if appropriate, in behalf of AFTE.*

M iscellaneous Duties

Attend a Midyear Board of Directors Meeting at the host site of the upcoming
Training Seminar ( Bylaws, Article 4, Section 5).

Attend the annual Board of Directors Meeting at the host site of the Training Seminar
on weekend prior to Training Seminar.*
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Duties of the Second Vice President

M anagement Responsibilities

Perform all duties common to all Board members as previously set out in this
document.

Pursue the broad goals of the Association, which include sponsoring and conducting
seminars, fostering the exchange of information and publishing a Journal (Bylaws,
Articlel, Section 2).

Serve in the place of the First Vice-President, in the event of a vacancy in the office
(Bylaws, Article VI, Section 2, (C)

Serve in the place of the President in the event that the President and the First Vice-
President are temporarily unable to serve (Bylaws, Article VI, Section 5, (C).

Serve as amember of the Board of Admissions (Bylaws, Article VI, Section 5, (C)).
Serve as Chairman of the Board of Admissions (Policy Letter #15) [note** thisisin
contradiction to the bylaws (Article V111, Section 1) where the First Vice-President is
charged with that duty]; In Policy Letter #15, the Second Vice-President is charged
with sending each AFTE applicant a letter identifying himself/herself as the point of
contact while that individual’s application is being processed. As a minimum, the
letter should contain an explanation of the application process and how long the
applicant might expect before official notificationis received. The Second Vice
President shall provide the Association Secretary with a copy of all correspondence in
order to complete that individual'sfile. If the applicant is rejected, a copy of the
President's letter notifying the individual that they have been rejected will also be
forwarded to the applicant's file.

Ensure that the incoming member(s) of the Board of Directors iS/are provided with a
copy of all policy letters (Policy Letter #17).

Maintain a set of guidelines listing the duties and procedures of the Second Vice-
President’ s Office (Bylaws, Article VI, Section 5 (H); aso, ensure that the
committees that report to the Second Vice-President maintain a set of guidelines and
duties for their committee *, and that these guidelines are approved by the Board of
Directors. (Article VI, Section 5).

Review policy letters to resolve discrepancies between the policies and the bylaws
and/or other board decisions and, as necessary, recommend modifications to maintain
clear and consistent policy.*

Serve the President, as requested, to enable him/her to achieve appropriate
management of the organization and its goals.*
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Budgetary Duties

Work with the hosts of the AFTE Training Seminar at which he/she will preside as
President, in an effort to support the goals of the finance committee and bring the
annual training seminar to a successful end at a reasonable cost to the membership
(Policy Letter #6).

M eeting Coor dination

Serve as liaison to the Chairperson of the host site sponsoring the Annual Training
Seminar at which he/she shall preside as President (Policy Letter #6).

Assist the President, as requested, with any issues regarding any meeting site,
protocols, or agendas for business meetings, banquets, or the like as requested.*

Administrative Responsibilities

Shall be responsible for the operation of the Key Person of the Y ear Committee
(Steve Molnar Award) and any other committee that might be associated to his office.
(Bylaws Article VI, Section 2, (C). Current practice has given the Second Vice-
President the following committees for reporting purposes to the Board of Directors:
By-Laws Committee, Editorial Committee, Member of the Y ear Committee,
Technical Advisor Committee, Certification Committee, BOD-Subcommittee for
Certification Issues, Research & Development Committee (ad-hoc). All committee
reports are to be obtained at least one month prior to the annual and mid- year
meetings and shall not be published without approval from the Board of Directors
(Policy Letter #3).

Serve, as necessary, to aid the Chairpersons of AFTE Committees assigned to the
Second Vice-President to meet the goals as outlined by the bylaws and/or the board,
and provide guidance, as needed, for successful accomplishment of the mission.*

Communicate routinely by e-mail, telephone and fax with the members of the Board

of Directors between the semiannual Board meetings, in order to resolve matters as
promptly as possible in advance of regular Board meetings.*

Liaison Functions

Respond to postal, e-mail and telephone inquiries in behaf of AFTE.*
Respond to media inquiries, if appropriate, in behalf of AFTE.*

M iscellaneous Duties

Attend a Midyear Board of Directors Meeting at the host site of the upcoming
Training Seminar (Article 4, Section 5).
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Attend the annual Board of Directors Meeting at the host site of the Training Seminar
on weekend prior to Training Seminar.*
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Duties of the Secretary

Perform all duties common to all Board members as previoudy set out in this
document.

Record and keep the minutes of the meetings of the Association and the Board of
Directors (Article VI, Section 5, (D)).

Prepare a draft report of the minutes of the above meetings and provide it to the
members of the Board of Directors not more than forty-five days after such meetings
for their review and possible corrections within five days (Policy Letter #19).

Notify the members of the Board of Directors when the minutes of meetings are
considered official (Policy Letter #19).

Maintain all other records of the Association (Article VI, Section 5, (D)).
With the Membership Secretary, handle and process membership applications
received and forward same to the Board of Admissions within a reasonable length of

time (Article VI, Section 5, (D)).

Handle and forward to the President any correspondence that concerns the running of
the Association (Article VI, Section 5, (D)).

Keep the membership informed regarding the activities that take place at each
business meeting (Article VI, Section 5, (D)).

Verify that members have met the requirements for advancement to Distinguished
Member status.*

Coordinate and/or produce membership certificates, member cards, special awards
and plaques.*

Receive any correspondence requesting personnel information and release only name,
status, and/or standing (Policy Letter # 14).

Create an individua file from the original applications for al individuals who are

AFTE members or who have been rejected for membership, for use when inquiries
are made (Policy Letter #15).
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Duties of the Treasurer

The Treasurer will have responsibility for performing or exercising oversight over the
following financial concerns of the Board and genera membership, in addition to all the
duties common to al Board members as previoudy set out in this document. Because of
the wide span of these duties and the degree to which they are inter-related, they are
listed for the sake of convenience by Article and Section of the Bylaws. More detailed
explanations relating to actual current practices for implementing the Treasurer’s duties
are indented and in italics for the sake of readability.

Articlel11, Section 2 - Objectives and Purposes:

None of the receipts or assets of the Association shall inure to the benefit of any individual member. In
the event the Association terminates its activities, any remaining assets are to be transferred by the last
elected officialsto a scientific and/or educational police organization or institution having similar
objectives.

The Treasure currently keeps a running inventory of all of the physical assets and the costs for
each of those assets. The AFTE accountant has been made responsible to keep the timein which
those assets are written off the booksin accordance to UStax laws, as well as the current value of
each of those items of inventory.

All Officers, members of the Board of Directors, and others, when so authorized by the Board of
Directors when acting pursuant to their authority in this Association, shall be reimbursed by the
Association for all costs and expensesincurred on its behalf.

A receipt sent to the treasurer and keep on file is needed for any reimbursement.

Funds for meeting the expenses of the Association shall be raised by annual dues, assessments,
voluntary contributions, and such income as may come to the Association through the collective efforts
of its members. No financial obligations of the Association may be incurred by anyone or any group of
members, except upon the prior authorization of or allocation of funds by the Board of Directors. All
disbursements shall be made by the Treasurer.

The Association shall defend and represent any member, Officer, past or present, charter member or
incorporating officer for any liability whatsoever growing out of the incorporating, chartering,
forming, or day-to-day operation of this Association.

Treasurer seesto it that the liability insuranceis paid each year.

The amount of compensation, if any, deemed by the Internal Revenue Service or a Court of Law to be
excessive shall be repaid.

Articlell1, Section 2 - Qualificationsfor Membership Classes:

Except by special approval of the Board of Directors, Provisional Member status shall be held for no
more than five (5) years. In the absence of special approval, Provisional Members who have not been
promoted to the status of Regular Member after five (5) yearswill lose all membership rights. Any
excess dues payments remaining shall be converted into a subscription to the Association's Journal.

Technical Advisors may attend all meetings and may subscribe to the Journal at areduced rate to be set
by the Board of Directors, but shall have no other membership rights, nor shall they pay dues.
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Articlelll, Section 3- Termination of Membership -

Termination upon reguest of member. Any member may resign from membership in the Association by
giving written notice to either the President, Secretary, Membership Secretary, or Treasurer.

Termination for failure to pay dues. Any member who shall fail to pay his annual dues and/or other
assessments by July 1 of the current fiscal year shall not receive the publications of the Association and
may be dropped by the Treasurer from the roll of members. Members so dropped may be readmitted only

upon thefiling of a new application, which shall receive the same consideration asis given other
applications.

Article 1V, Section 1 - Annua Training Seminar

All training seminars shall be designed to be financially self sufficient. Final fiscal
responsibility for al training seminars shall rest with the Board of Directors. At the
time a meeting location is determined by the Board of Directors, they shall also
determine the following:

a. The amount of money that shall be made available to the Host Committee
from the Treasury to be used in the initial planning stages (“seed money™),

This* seed money” has varied between 500-2500 dollars. And has been repaid out

of the proceeds fromthat training seminar. A*“ seed money” check istypically
written the summer or fall before the next training seminar.

b. the maximum amount that may be spent on a single item or event without
express prior approval, any other restraints or limitations that the Board of
Directors deems necessary.

In al financial matters, the Host Committee shall operate as a subcommittee of the
Office of The Treasurer.

a. The Host Committee shall maintain al financia records using the same
accounting methods as the Treasurer. The Treasurer shall supply any
necessary computer software and instruction to the Host Committee, who
shall be required to submit regular financial reports to the Treasurer.

b. The Treasurer and Host Committee shall establish a meeting budget which
will include line item categories necessary to monitor income received and
expenditures made throughout the planning and execution of the seminar.
This information shall be used to generate a detailed financial summary of
the training seminar, which will be published in the first AFTE Journal
following the last financial transaction of the training seminar. A summary
of this report shall also be included in the Treasurer’s Annual Report to
the membership.

Section 5- Mid-Year Board of Directors Meeting:

As funding alows, the Board of Directors will meet between the annual Training
Seminars to conduct Association business. Such meetings will normally be held at
the site of the upcoming annua Training Seminar.
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ARTICLE YV -Dues
Section 1- Fiscal Year:

The fiscal year of this Association shall be from January 1 through December 31.

Currently the invoices are sent out the first part of December, then again thefirst part of
April to those who still have not paid their dues for that year. For those who have not paid
by July, they have been dropped from member ship.

Section 2 - Dues:

Annual dues shall be assessed against the members of the Association in an
amount to be determined by the Board of Directors. Dues must be paid in United
States currency.

Section 3- Life Dues Payment:

A. TheBoard of Directors may alow for the lump sum prepayment of all dues obligationsin the
form of aLife Dues Payment. The amount and schedul e of such prepayment shall be set by the
Board of Directors but shall not be less than ten (10) times the annual dues obligation, and shall be
available to Regular Members of the association. Life Dues Payment shall exist for the purpose of
dues prepayment only and shall in no way affect the membership status of the participant.

B. All money collected for Life Dues Payment, and all interest or dividends earned from the
investment of such money shall be invested in interest bearing accounts or funds, and shall be used
only for the purpose of relieving any deficit in the normal operating budget , other than excluded
items, of the Association. Money from these funds shall specifically not be used to fund travel of
any kind or for "one time" or "special" projects.

C. Useof Life Dues Payment fundsfor the purposes listed in part (B) of this section must be
approved by a unanimous vote of the Board of Directors. Continued use of these funds beyond one
year must be ratified by amajority of the Regular Members present and voting at the annual
business meeting of the Association.

D. TheBoard of Directors of the Association shall create an investment policy statement to insure
proper investment of the funds generated. This policy statement shall be reviewed and updated at
least yearly.

Section 5-Duties of Officers:
Treasurer - The Treasurer shall bill, collect and keep account of, and properly safeguard all funds of the
Association; and present afinancial statement at the meetings of the Board of Directors and the general
membership. He shall also perform such other duties as may from time to time be assigned to him by the
President or the Board of Directors.

Currently there are three separate databases that track the income and expenditures for AFTE.:

QuickBooks Tracks spending, income, physical equipment and produces needed reports as outlined in
the AFTE bylaws.

Excel-Tracks income from members and subscribers.

Lotus Organizer-Tracks a specific individuals address(s), payments (or lack of) and other AFTE
activities.
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Duties of the Membership Secretary

Perform al duties common to al Board members as previoudly set out in this
document.

Handle and process new applications, to include the mailing of application packets to
prospective members when necessary (Article VI, Section 5, (E)).

Make a copy of the applicant’s check to be placed in the applicant’s file, and mail
check to the Treasurer.*

Send completed applications to the Board of Admissions, and when appropriate, to
the Technical Advisors Committee to be voted upon.*

Send alist of applicants to be published in the AFTE Journal .*

Record the votes of the Board of Admissions on applicants and put a copy in the
applicant’s file.*

Notify the 1% Vice President of the name and address of any applicants rejected by
the Board of Admissions.*

Forward completed applications to the Secretary in a reasonable length of time.
(Article VI, Section 5, (E) and Policy Letter # 15).
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Senior Member at Large
(Most immediate Past President)

Perform all duties common to all board members as previously set out in this
document.

Act as Chairman of the Advisory Committee (Bylaws, Article VI, Section 1, (B)).

Assist the Board of Directors by offering advice and counsel (Bylaws, Article VI,
Section 1, (B)).

Recelve and process applications for Emeritus Membership (Bylaws, Article VI,
Section 1, (B)).

Review applications for elevation to Regular Membership when applicants have no
Regular members available to sign their applications and write the requisite letters of
recommendations.*
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Member at L arge

Perform all duties common to all Board members as previously set out in this
document.

Perform duties as assigned by the President and the Board of Directors (Bylaws,
Article VI, Section 5, (H)).

Revision of April 7, 2002 19



Junior Member at Large
(Newly elected member of the Board)

Perform all duties common to all Board members as previously set out in this
document.

Assist the Secretary in compiling notes of the mid-year and annual Board meetings
(Policy Letter #19).

Perform duties as assigned by the President or board of Directors (Bylaws, Article VI,
Section 5, (H)).
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