
Austin Aggie Moms Executive Board  
Officer Positions and Duties  

2025-2026 
 

President  
 
 

● Preside at, call and set meetings  
● Perform all the duties of the office including : filing Federation 

reports, attending Federation and  district meetings, calling board 
meetings, reserving locations for events, leader/ speaker at socials, 
attending Texas A&M invited events, etc.  

● Support/work with all committees/chairpersons (this will include 
asking for board reports and filling in when needed)  

● Facilitate the transfer of officer and standing committee procedure 
meetings and job responsibilities  to the incoming board membe rs 

● Appoint the chair woma n of each of the standing committees  for the 
President ’s Council  

 VP-at -Large  
 

● Fill any vacancy until it is filled, as able  
● Serve on the Scholarship Committee  
● Serve as chair  of the Nominating Committee  
● Serve as chair of Ambassadors  
● Serve as the Parliamentarian, assisting with bylaw 

amendments/revisions/adherence, ensuring quorum for voting and 
advising on Robert’s Rules of Order, as needed  

● Assist President as needed  
President -Elect  
 
 
 

● Become familiar with the activities pertaining to the President’s 
duties.  

● Share responsibilities with the President as requested (help with 
Howdy Social and all events)  

● Plan/ assist with special projects as requested by the President  
● Collaborate with the President and VP of Membership on recruitment 

of members  
● Work with 4th  VP Fundraising when help is needed  
● Purchase club gift for outgoing president  

 1st  VP Membership  
 

● Shall create or update the  membership form and collect dues from 
new and returning members  

● Participate in recruiting new members through e -mail 
communication and outreach  

● Complete necessary forms for Federation as they pertain to 
active and Ring of Honor members of our club  

● Shall keep records of all payments and work with the treasurer  
for accurate record keeping of all payments made through the 
membership form  

2nd  VP Programs  ● Coordinate with President to plan speakers for each meeting  
● Host and introduce guest speakers at club meetings  
● Invite and host TAMU representatives for the Singing Cadets 

Concert reception  
● Invite and host TAMU representatives for the Howdy Social  
● Work closely with VP Socials and Hospitality Chair if a significant 

event is added to the calendar  



3rd VP  
Socials  

● P la n with the P resident (a nd committee members) a ll club socia l 
events: Christma s P a rty , H owdy  S ocia l, Aggie Mom 101 

● Assist with gra dua tion a nd schola rship celebra tion, new mom 
events a nd other events  tha t ma y  be pla nned during the y ea r 

● P la n a nd coordina te other socia l ga therings for our club monthly  or 
a s of ten a s the boa rd decides 

● H elp with the S inging Ca det Concert by  ma king cookie/ wa ter s ign up 
a nd oversee cookie  a nd wa ter dona tions a nd these volunteers  a t the 
concert (including collecting dona tions for these items) 

● W ork  closely  with V P  P rogra ms a nd H ospita lity  C ha ir if  a  signif ica nt 
event is  a dded to the ca lenda r 

4th VP 
Fundraising  

● H elp in ma na ging a nd bringing idea s for ra f f les a nd other 
fundra isers  to the boa rd 

● Oversee ra f f le ticket sa les with R a f f le Cha ir a nd V P  J ewelry  &  
Mercha ndise  

● S upervise a nd oversee committees perta ining to the S inging 
Ca dets Concert, including S inging Ca det C ha ir  a nd S ilent 
Auction 

● H elp the S inging Ca det cha ir a nd S ilent Auction C ha ir with 
troubleshooting a ny  issues the da y  of  the concert 

● This job requires the V P  to be a  ‘clea ringhouse’ for informa tion 
rega rding fundra ising 

5th VP Jewelry & 
Merchandise  

● Tra ck  a nd order inventory  of  the jewelry  a nd mercha ndise a s well a s 
reporting a nd turning in of  a ll monies within one week of  a n event 

● S ell jewelry  a nd mercha ndise v ia  mini B outique a t Aggie Mom 
Ca mp, F a mily  W eekend B outique, online  sa les, two meetings 
(S eptember a nd N ovember), S inging Ca dets, H owdy  S ocia l a nd 
Aggie Mom 101 

● Ma na ge online store  
● P rovide S qua re S ite Admin (S S A) with photos, pric ing a nd 

descriptions of  new items to be sold, a lso include weight so squa re  
ca n ca lcula te cost for shipping 

● P rovide S S A with a ny  items tha t a re discontinued. I f  limited 
inventory , provide qua ntity  to her so she ca n input the number of  
rema ining items so we don't oversell 

6th VP  
Ring of Honor  

● S erve a s the lia ison for the Austin Aggie Moms Club a nd R ing of  
H onor members  

● W ork  with the V P  of  Membership to crea te or upda te the R ing of  
H onor membership form 

● R ecruit R ing of  H onor members 
● P la n a nd coordina te a t lea st four socia l events  for R ing of  H onor 

members  per f isca l y ea r 
Secretary  ● R ecord the proceedings of  a ll the club a nd boa rd meetings 

● S ubmit written minutes to the P resident within seven da y s 
a f ter the meetings  

● Correct a ny  reports following ea ch boa rd meeting, a s needed 
● Collect gra dua te informa tion ea ch semester; provide 

informa tion to trea surer for submission to the AF S  
● S ell gra dua tion signs 
● Crea te gra dua te slides for December a nd Ma y  meetings, 

provide to P resident for Ma y  meeting 
● W rite tha nk  y ou notes or condolence ca rds, a s directed by  the 

P resident 



Treasurer  ● R eceive a nd disburse a ll monies (the P resident will f ill in a s needed)  
● Ma ke monthly  a nd y ea rly  f ina ncia l reports, both to the boa rd a nd to 

the president a s requested 
● K eep records in QuickB ooks a nd ha rd-copy  notebooks of  monthly  

reconcilia tion of  ba nk  sta tements, deposits a nd checks  received, a ll 
forms received, receipts for reimbursements, checks written a nd a ll 
electronic  tra nsa ctions  

● K eep tra ck of  ra f f le monies set a side for S enior R ing ra f f le a nd who 
the recipients a re in y our books  

● K eep tra ck of  sa vings a ccounts, ensuring funds owed for ring ra f f le 
winners  a re in this a ccount 

● Ta ke ca re of  a ll f ina ncia l a spects of  club events  
● W ork  with membership on monies in a nd colla bora te records  
● F ile reports  with F edera tion a s directed 
● P a y  qua rterly  sa les ta x  a nd I R S  F orm 990 

  



President’s Council Committees and Descriptions  
Appointed by President  

2025 -2026 
 

Ambassador  ● Amba ssa dors work under the direction of  the V P -a t-L a rge. 
● Opportunity  for Aggie Moms who ha ve a n interest in volunteering 

a nd serving in wa y s tha t promote the goodwill of  the Austin Aggie 
Moms 

● Amba ssa dors work a longside the executive boa rd a nd a ppointed 
committees a nd ma y  be ca lled on to volunteer during dif ferent 
events or on a n a s needed ba sis  

● This is  the fa ce of  Austin Aggie Moms, the welcome committee, the 
let’s  get every one where  they  need to be a nd meeting one a nother 
committee a nd ma y be a  specia l project committee tha t needs 
ha ppy  Aggie Mom fa ces 

Assistant Jewelry 
Chair  

● Willing to step into VP Jewelry & Merchandise position  
● Assist the current VP of Jewelry & Merchandise to provide 

consistency and guidance in the handling of club inventory, 
ordering, recording sales and reconciling cash and credit card 
sales 

Assistant 
Membership Chair  

● Provide assistance to VP Membership as requested  
● Responsible for compiling, placing and distributing name tag orders  
● Order name tags from an approved printer (Awards & More is 

currently being used)  
● Pick up orders or have them shipped, work with treasurer for 

payment  

Assistant 
Treasurer  

● Willing to step into Treasurer role  
● Assist the current Treasurer to provide consistency and guidance 

in the handling of the club treasury  
Audit Chair  ● Review practices and procedures of treasury and provide 

additional oversight (2 other members will be on this 
committee)  

Boutique  ● Plan and coordinate club participation in Federation boutique 
activities  

Fish Mom 
Committee  

● Meet with our Fish Moms for 30 minutes prior to regular meetings to 
educate them on different topics, including resources for College 
Station and Galveston students  

● Foster community and friendship between the Fish Moms and 
encourage them to be actively involved members and future leaders 
of our club  

● Prepare and present content for Aggie Mom 101 event in coordination 
with the President, including resources for College Station and 
Galveston students  

Goody Bag Chair  ● Receive orders from members for Goody Bags two times a year to be 
delivered to College Station and Galveston right before Finals of each 
semester. The price of the Goody Bags should be proposed to the 
Board of Directors for budget approval  

● Procure the items, coordinate the assembly, set up, and deliver Goody 
Bags with volunteer Moms, as directed by the University  

● Communicate with the ACC Samsung program to determine their 
need for goody bags  



Historian  ● K eep record of  club a ctiv ities (photos, f ly ers, written 
documenta tion) 

● E nsure pictures a re ta ken a t ea ch meeting a nd event a nd put in 
G oogle drive  

● W ork  with the F edera tion H istoria n to pa rtic ipa te  in F edera tion 
history  records 

● W ork  with the Cushing L ibra ry  to preserve club history  previously  
conta ined in ha rd copy  notebooks a nd currently  conta ined on the 
sha red G oogle Drive  

Hospitality  Chair  ● P la n a nd a rra nge for food a nd drink  a t monthly  meetings a nd socia l 
events (H owdy  S ocia l, S inging Ca dets, Aggie Mom 101) 

● Tra ck  spending for the hospita lity  tea m to sta y  within budget 
● P la n a nd a rra nge decora tions a t events , a s needed 
● W ork  with V P  S ocia ls &  V P  P rogra ms to coordina te duties if  a  

signif ica nt event is  a dded to the ca lenda r 
● V olunteer to work cookies a nd wa ters a t S inging Ca dets 

Concert, if  a ble 
Nominating 
Committee  

● Consists of  the V P  a t-L a rge (C ha irperson) a nd two committee 
members  (a sked by  V P  a t L a rge but ma y  not be P resident or 
P resident E lect)  

● P rovide a  full s la te of  of f icers to present to the membership for 
election 

Philanthropy 
Chair  

● W ork  with P resident on opportunities for the club to give ba ck  
● Coordina te service a ctiv ities a t lea st two times per y ea r for 

members  to pa rticipa te in (B ig  E vent, 12th Ca n or other a pproved 
orga niza tions)  

Raffle Chair  ● P rovide input to the E xecutive B oa rd who will determine ra f f les a nd 
da tes to be held 

● Coordina te with V P  F undra ising on a ll a spects  of  the ra f f le including 
the crea tion of  gra phics a nd promotiona l content for ea ch ra f f le  

● P rovide V P  F undra ising with gra phics a nd content using editoria l 
ca lenda r 

● R econcile weekly  ticket sa les in C hedda r Up a nd send ema il to 
purcha sers  

● P rovide the P resident with dra wing slips for the a ctua l dra wing 
Scholarship Chair  ● L ed by  the V P -a t-L a rge, a s long a s they  do not ha ve a n eligible 

student ( in this  ca se, the P resident should a ppoint a  committee)  
● P rovide the genera l membership a nd public  with schola rship 

informa tion, a pplica tion a nd dea dlines 
● E dit a nd post on the Austin Aggie Moms website the schola rship 

a pplica tion no la ter tha n the end of  F ebrua ry  
● Collect student a pplica tions, check  eligibility , review content a nd 

ra nk  a pplica nts to receiv e merit schola rships ba sed on the 
criteria  set forth a nd a pproved by  the boa rd 

● G et budget for schola rships f rom P resident a nd Trea surer 
● Ma ke recommenda tions to the boa rd a t the April meeting for 

a pprova l of  dolla r a mounts to be a wa rded ba sed on the budget 
● S a fegua rd student a pplica tions a nd rela ted correspondence for a  

period of  two y ea rs  
Silent Auction 
Chair  

● Meet with P resident a nd V P  F undra ising to decide on ra f f le ba sket 
themes a nd silent a uction items to ta rget for the a uction a nd ra f f le 

● S ha re themes with genera l membership so they  ca n begin to a sk  a nd 
purcha se, setting up a  signup 

● G a ther a  committee to begin to rea ch out to businesses tha t would 
dona te items for the a uction 

● W ork  with the boa rd to decide on a n a uction pla tf orm to be used 



● P ut a uction ba skets together a nd set beginning bid prices for ea ch 
● S et up da y  before a s much a s possible  
● E nsure a  protocol for check out procedures the da y  of  the event 

Singing Cadet 
Chair  

● Work to secure a venue in conjunction with the VP Fundraising to 
make sure the contract denotes all items needed (tables and chairs 
for all areas, room for cadets, media system, set up time etc.)  

● Work with the Singing Cadet office to secure a date  
● Set up Cheddar Up for ticket sales, selling tickets at meetings, through  

membership form and emails to school counselors and choral 
departments  

● Coordinate on all expenses and budget items with VP Fundraising and 
Treasurer  

● Look for sponsor(s) willing to provide meals for cadets on the day of 
the concert, BBQ or Chick -fil -A.  

● Work with VP Fundraising & entire board to secure sponsorships for 
concert  

● Create a sign up to get volunteers for set up and day of event 
volunteers, excluding food from hospitality  

● Work closely with the silent auction chair to ensure day of concert 
needs are met  

● Create a powerpoint and get it to the venue  
● Update program and get it printed (possible sponsorship)  
● Greet the Singing Cadets when they arrive the day of the concert  
● Work with the VP Fundraising to troubleshoot anything the day of the 

concert  
Square Site 
Administrator  ● Create and update items available for purchase on Square as 

requested  
● Ensure shipping rates are accurate  
● Archive items that are no longer available  
● Update the square website to highlight current items being promoted, 

may be new, seasonal or fundraising items.  
● Inactivate sales tax for tax free days and reactivate after tax free 

days  

Webmaster  ● Maintain our club website as needed to provide current information  
● Work with the President and Federation Information Officer on 

any improvements or changes that may be made to the website  
 


