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• Preparing LM forms and 990s—Participants will get 
into the nitty-gritty of completing these required 
yearly �lings with the DOL and the IRS.

• Auditing branch records—This session is for trust-
ees and will teach how to ensure a complete audit.

• What am I signing?—This session is for branch presi-
dents/vice presidents and will cover the responsibil-
ity that goes along with signing certain documents. 

• Policies—This session is designed to identify poli-
cies that every branch or state association should 
have in place. 

• Why minutes matter—This session will assist re-
cording secretaries in maintaining accurate and 
complete minutes.

• Member noti
cation requirements—This session 
will cover required noti�cations and the proper way 
to make them.

• Payroll and wage Issues—This session will cover the 
ins and outs of payroll.

• Recordkeeping—This session provides an overview 
of the proper way to keep records consistent with 
DOL guidelines.

• Dues and membership—This session is intended to 
guide branch o�cers through membership issues 
they deal with daily and how to read a dues roster.

• Fiduciary issues and practices—This session is de-
signed to give participants practice applying what 
they learned in the DOL reporting and Constitution
and bylaws segment.

• Managing branch 
nances and creating transpar-
ency—This session is designed to provide guidance 
on the day-to-day aspects of running the �nancial 
a airs of a branch.

• Fraud prevention and detection, internal controls—This 
session is designed to identify the biggest risks of fraud 
and how branches can establish procedures to prevent it.

• Branch elections—This session covers the NALC 
Regulations Governing Branch Election Procedures.

• I was just elected, now what?—This session is focused 
on helping o�cers learn more about branch operations.

• Risk management and cyber security—This session 
is focused on helping o�cers identify and mitigate 
possible exposures and ways to address them.

• Introduction to QuickBooks—This session is designed 
to provide guidance on how to use QuickBooks.

• Innovations—This session will focus on new pro-
grams made available to o�cers through the Mem-
bers Only portal.
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It’s probably common knowl-
edge that travel is a big part of 
the workload for your national 

o�cers. Local branches, state as-
sociations and the regional o�ces 
regularly have events or trainings 
where the presence of our national 
president or a resident national of-
�cer is requested. Obviously, there 
are times of the year when the de-
mand is even greater. Next year, 
being an o -convention year for 
National, we expect to see a lot of 
state conventions. Then there are 
the regional or state rap sessions, 
branch picnics, fundraisers and re-
tiree celebrations. Also, this time of 
year as we get into the holidays and 
the new year, there are many instal-

lations of o�cers.
The installation of branch o�cers can be any time of the 

year, depending on their nominations and elections as in-
dicated in their bylaws, but it appears that most branches 
have theirs toward the end of the year to coincide with the 
nomination and election of delegates. With that, there 
are a couple of provisions in the Constitution that I want 
to spotlight this month as they relate to the installation of 
state and branch o�cers. I have been to several state as-
sociation conventions with their election and installation, 
and one of the most repeated errors I see is when the in-
stallation takes place. Some state associations have their 
convention with a dinner on the last day, or the following 
day of the convention. 

The only potential problem is that the installation of of-
�cers should be the last o�cial act of the convention. I 
pointed this out to a couple of state associations last year. 
Article 7 of the Constitution for the Government of State As-
sociations (Elections and Nominations) states that “the 
installation of o�cers shall take place just prior to adjourn-
ment.” Now, this doesn’t mean that you can’t have it at din-
ner; it just requires that it needs to be a part of the conven-
tion. Or rather that the convention shouldn’t be adjourned 
until the installation of o�cers has taken place. As for the 
branches, they also have certain requirements.

The Constitution for the Government of Subordinate and
Federal Branches (CGSFB) requires that the installation 
be done at the branch meeting. Article 5, Section 6 of the 
CGSFB states: 

The installation of Branch o�cers shall take place at the �rst or 
second meeting of the Branch following their election and shall 
be by such ceremony as the National Association provides. Any 
National o�cer, a Past President of the National Association, a 
President or Past President of a State Association, shall act as 
the Installing O�cer provided that in their absence any o�cer 
of a State Association or the Past President of a Branch may 
act as such.

That pecking order for the installing o�cer is also re-
peated in the chapter “Form of Installation Ceremony” that 
is found in the back of the Constitution; it also applies to 
the national association and state associations for the in-
stallation of o�cers. 

The timeline for the installation of branch o�cers can of-
ten be overlooked. We see that with the submission of pro-
posed bylaw changes, as well as the events scheduled as 
installations that are not a “meeting of the branch.” Some 
branches choose to have their installation as a banquet-
style dinner for the membership, which is not a problem; it 
just needs to be incorporated into the �rst or second meet-
ing following the election of o�cers. So, remember, if you 
are planning an installation, whether a state association or 
branch, the Constitution has certain requirements.

“Good luck, Dan!” I recently had the opportunity to rep-
resent President Renfroe at a retirement and membership 
appreciation dinner for South Suburban Merged, IL Branch 
4016 right outside Chicago. Branch President Dan Smith 
has decided that he is not seeking reelection as he paves 
the way for the next generation of leadership. He has served 
the members of Branch 4016 admirably for more than 30  
years, and I wish him all the best. I am pictured here with 
Dan (in the back) and Chicago Branch 11 President Elise 
Foster, Branch 4016 Vice President Patrice O’Banner, Re-
gion 3 National Business Agent Michael Caref, and o�cers 
of both Branches 4016 and 11.

In closing, I wish all a very merry Christmas, a happy Ha-
nukkah, joyous Kwanzaa and a prosperous new year, from 
my family to yours!

Mack I. 
Julion
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