BY ORDER OF THE COMMANDER                                                      LAFB INSTRUCTION 34-102


Headquarters 1st Fighter Wing (ACC)		 			        2 DECEMBER 1998 Langley Air Force Base, Virginia 23665-5530


Services


COMPANY GRADE OFFICERS' COUNCIL


COMPLIANCE WITH THIS PUBLICATION IS MANDATORY  


This instruction implements AFPD 34-1, Morale, Welfare, Recreation and Services Program.  It establishes the Langley Air Force Base Company Grade Officers' Council (CGOC) and defines its objectives and policy.  It includes procedures for establishing and operating the council and the responsibilities of the council members, local commanders, and the installation commander.  Send comments and suggested improvements to this instruction on AF Form 847, Recommendation for Change of Publication, through channels to 1 FW/PA, 159 Sweeney Blvd, Ste 100, Langley AFB VA  23665-2292. 


SUMMARY OF REVISIONS


This revision updates the format of this instruction.  Attachment 1 - List of Member Organizations, has been updated to reflect the current units assigned to Langley AFB.  Changes to Attachment 2 - Council Charter, include a change from one vice president position to two, representing the 1st Fighter Wing and Headquarters Air Combat Command, as well as the addition of a social officer duty description.  Minor changes were made to descriptions of duties of officers and duty listings in Attachment 3 -  By-laws.


1.  GENERAL INFORMATION:


1.1.  The Langley CGOC, to be officially designated as 1 FW/CCO, is a professional organization which provides company grade officers the opportunity to combine their initiative, innovativeness and energy in activities which enhance their status and promote professional development.


1.2.  The CGOC is responsible to and under the guidance of the 1st Fighter Wing Commander.


2.  MEMBERSHIP.  All company grade officers are eligible to be members.


3.  OBJECTIVES AND ACTIVITIES:


3.1.  Professional development through interaction of membership from various backgrounds and career fields.


3.2.  Enhance the status of the membership through positive recognition programs.


3.3.  Community involvement projects which benefit both base and local agencies.


3.4.  Provide communication to CGOC members base wide on issues of mutual interest; such as, changes in policy and career enhancement opportunities.


4.  COUNCIL OPERATION:


4.1.  Representation.  All 1 FW squadrons, HQ ACC Direct Reporting Units and Langley Associate units are required to have representation on the CGOC.  Each CGOC representative serving on the council should have an alternate to ensure voting representation when the primary member is absent.  See Attachment 1 for list of organizations.


4.2.  Meetings.  To be effective, the council will have an official business meeting at least monthly, with additional committee meetings held as required.  Official meetings are presided over by the president.  Each official business meeting is preceded by a working session of the executive council to prepare an agenda for the meeting.
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4.3.  Council Charter.  The charter defines the procedural aspects of council operations and provides instruction and specific objectives of the Langley CGOC.  See Attachment 2.


4.4.  Council Officers.  There are seven elected positions for council officers:  President, 1st Fighter Wing (1 FW) Vice President, Headquarters Air Combat Command (HQ ACC) Vice President, Treasurer, Secretary-Recorder, Public Affairs Officer, and Social Officer.  These officers are elected by a majority vote of the CGOC members and are subject to approval by the 1 FW/CC.  The term of office is one year.  Regular elections of council officers are held in September of each year, with those elected assuming office in October.  Special elections are held to fill vacancies as necessary.


4.5.  Minutes.  Minutes of council meetings are prepared by the secretary-recorder for all meetings.  For example, see Attachment 4.


4.5.1.  The council is completely responsible for its administrative functions.  Minutes are prepared and forwarded in final form to the CGOC Advisor for approval.  Distribution is then sent to each CGOC unit representative and alternate.


4.5.2.  Specific actions and recommendations requiring approval by higher headquarters must be clearly identified, fully staffed, and prepared according to standard Air Force procedures.


4.5.3.  Council Objectives.  To enhance council effectiveness, the council annually develops objectives for the coming year.


5.  1 FW COMMANDER RESPONSIBILITIES:


5.1.  Provides necessary guidance to the CGOC president to ensure effective and productive programs.


5.2.  Endorses appropriate CGOC recommendations that are beyond CGOC authority to MAJCOM level.


5.3.  Signs a letter as needed, requiring base organizations to appoint representatives to the CGOC.


5.4.  Ensures unit commanders are aware that CGOC activities occasionally involve duty time.  It is imperative that this time be made available to CGOC members whenever possible.


5.5.  Appoints a field grade officer to act as an advisor to the CGOC and as a liaison between the council and the 1 FW Commander.


6.  CGOC ADVISOR RESPONSIBILITIES:


6.1.  Ensures a CGOC charter is prepared and is objective-oriented.


6.2.  Approves monthly CGOC meeting minutes for distribution.


6.3.   Reviews council activities to ensure they are meaningful and in keeping with CGOC objectives.


6.4.  Acts as liaison between council and 1 FW Commander.


6.5.  Presides at working and official sessions of the CGOC.


6.6.  Monitors membership attendance and takes action to replace regularly absent members.


6.7.  Ensures CGOC achievements are given publicity through appropriate media.


7.  RECORDS.  Dispose of records in accordance with AFM 37-139, Records Disposition Schedule.


4  Attachments


1.  List of Member Organizations


2.  Council Charter


3.  By-Laws


4.  Sample Minutes





							GARY R. DYLEWSKI, Colonel, USAF


							Commander, 1st Fighter Wing





Attachment 1


LIST OF MEMBER ORGANIZATIONS





1.  1st Fighter Wing


1 CPTS	XP	MQ	HC	PA	SE	SA	JA	CP


1 LG	1 CONS	1 LSS	1 CRS	1 EMS	1 SUPS	1 TRNS


1 MG	1 MDOS	1 AMDS	1 DS	1 MDSS


1 OG	1 OSS	27 FS	71 FS	74 ACS	94 FS


1 SPTG	1 CES	1 CS	1 MSS	1 SVS	1 SFS





2.  Headquarters Air Combat Command


CC	CCX	CS	CSP	CSAA	CSAC	CSV	CSQ	HO


CG	CR	ALSA	HC	CE	CES	SC	FM	IG	IN


JA	LG	DO	DP	XP	PA	DR	SE	SP	SV


SG	LIAISON





3.  ACC Direct Reporting Units


CSS	CS 	LSG	AFCSS	CPS	TRSS	AOS	Heritage Band





4.  Associate Units


480IG	624 CES (OL-ZF)	AFAA/FDE	CENAO	


27 IS	71 APS (AFRES)	AFAAO	DECA	


36 IS	512 MSS (AFRES)	AFDC	DIS


10 IS	Det 201 (AFOSI)	AFMC LIAISON	Det 1/177 FW (ACC)


30 IS	Region 2 (AFOSI)	AF LIAISON (NASA)	Det 201 (ATC)


�
Attachment 2


COUNCIL CHARTER





ARTICLE I - GENERAL


SECTION 1 - NAME.  This organization shall be known as the Langley AFB Company Grade Officers' Council (CGOC).


SECTION 2 - PURPOSE.  The purpose of the CGOC is to provide company grade officers a forum and opportunities to become involved in projects/activities which enhance their status and professional development.


ARTICLE II - ORGANIZATION


The Langley AFB CGOC is organized IAW provisions of LAFBI 34-102.  The CGOC will include host and associate unit representation.  In all matters not covered by this charter, this organization shall be governed by Roberts Rules of Order.


ARTICLE III - OBJECTIVES


Become involved in projects, professional development, community service, and officer fellowship, which promote morale and mission-oriented accomplishment.


ARTICLE IV - OPERATING PROCEDURES


SECTION I - MEMBERSHIP:


	a.  All officers in the grade of captain and below are considered members at large and are encouraged to participate in CGOC.


	b.  Each unit on base is encouraged to submit, in writing, names, telephone numbers, and office symbol of representatives (primary and alternate) to the CGOC President/or Secretary-Recorder.


	c.  All designated representatives or alternates will attend CGOC meetings.  All meeting attendants are eligible to vote.


SECTION 2 - NOMINATION AND ELECTION OF OFFICERS:


	a.  Elections for the position of President, 1st Fighter Wing (1 FW) Vice President, Headquarters Air Combat Command (HQ ACC) Vice President, Secretary-Recorder, Treasurer, Public Affairs Officer, and Social Officer are held annually at the regular meeting during the month of September.  In the event of a vacancy in the position of president, the 1 FW Vice President acts as president until a new president can be chosen by special election.  A vacancy in one of the other five positions is temporarily filled by someone appointed by the President, pending a special election to fill the vacancy.


	b.  Nominations are received from the floor, beginning in July meeting and ending at the close of the August meeting.  Any officer who meets the criteria for membership is eligible for nomination.  Voting for CGOC officers is by secret ballot at the September meeting.


	c.  Voting eligibility for annual elections is granted when a member has attended at least three of the last 12 meetings of the CGOC.  Voting privileges are granted to eligible members when requested by proxy in advance of the election.  During special elections, all members present are eligible to vote.


	d.  A candidate must receive a majority of the votes cast.  If no candidate receives a majority vote on the first ballot, a subsequent vote is taken on only the two candidates who received the most votes on the first ballot.


SECTION 3 - DUTIES OF OFFICERS:


	a.  President.  Oversees all CGOC activities and presides at all meetings of the council.  Responsible for setting the agenda for monthly council meetings.  Liaison between 1st  Fighter Wing Commander and the CGOC.  Acts as alternate treasurer for CGOC funds.


	b.  1 FW Vice President.  In the absence of the president, the vice president exercises all of the functions and powers of the president.  Responsible for the CGO Awards program.  Acts as liaison to 1 FW Command Section Administration for quarterly and annual awards ceremonies and banquets.


	c.  HQ ACC Vice President.  Responsible for professional development program.  Arranges for speakers to talk on issues of interest to the council.  Also acts as parliamentarian during the business sessions of council meetings.


	d.  Secretary-Recorder.  Records all meeting minutes and prepares them for distribution.  Maintains unit representative listings and ensures vacant primary and alternate representative slots are filled in a timely manner.  Prepares ballots for elections and tallies votes.  Also prepares other correspondence as required by the council.


	e.  Treasurer.  Maintains all CGOC funds and reports the contents at monthly meetings.  Point of contact and chairman of all fundraising events and committees.  Chairman of the Company Grade Officers’ Association (CGOA).


	f.  Public Affairs Officer.  Provides public affairs coordination for the CGOC.  Ensures monthly schedules and special activity information receive the widest dissemination and publicity via base newspaper and/or other media.  Historian for the council.


	g.  Social Officer.  Responsible for scheduling of room for monthly council meetings, as well as refreshments as needed.  Point of contact for social activities to include luncheons, weekend trips, or other activities of interest to the CGOC.


SECTION 4 - COMMITTEES:


	a.  Committees consist of a chairperson and as many members as deemed necessary.  The chairperson of the committee delegates those duties to its members deemed necessary to fulfill the functions of the committee.


	b.  Executive Council.  Consists of the President, 1 FW Vice President, HQ ACC Vice President, Secretary-Recorder, Treasurer, Public Affairs Officer, Social Officer, standing committee chairpersons, and may, at the president's discretion, include other appropriate people.  Committees will be created or disbanded as appropriate to completing projects with which the CGOC has determined to become involved.


SECTION 5 - MEETINGS.  The regular CGOC meetings are held on the third Friday of each month at 1600 in the Officers’ Club unless otherwise announced by the president or representative.  Special meetings may be called by the elected officers of the CGOC or by any five voting members who present their request to the president.  Notice of all meetings, regular or special, should be given at least three days prior to the meeting.


SECTION 6 - MINUTES.  The minutes of the meetings follow the format as outlined in Attachment 4.  Minutes are prepared by the Secretary-Recorder, approved by the President, and forwarded to the CGOC Advisor for final approval within five working days after the meeting.  Once approved the minutes are then distributed to the council at large.


SECTION 7 - RESIGNATION.  Elected officers may resign by notifying the CGOC President.  Elections are held IAW Article IV, Section 2 of this charter.  Appointed representatives may resign by notifying their appropriate commander, who ensures that a new representative is promptly appointed by letter to the CGOC.


ARTICLE V - THE 1 FW COMMANDER


	a.  Utilizes the CGOC as a channel of communication to reach company grade officers base wide.


	b.  Provides necessary guidance to the CGOC president to ensure effective and productive programs.


	c.  Reviews the CGOC minutes and responds to recommendations being proposed.


	d.  Emphasizes to all subordinate commanders and supervisors the importance of having their company grade officers participate in the CGOC.


	e.  Emphasizes formal recognition for those company grade officers who make significant contributions to the CGOC.


	f.  Appoints a field grade officer to act as an advisor to the CGOC and as a liaison between the council and the 1 FW Commander. 


ARTICLE VI - THE CGOC ADVISOR 


The CGOC Advisor will provide direct guidance on matters contrary to or affecting Air Force policy and procedures.  The advisor will also carry out the responsibilities of the commander when needed.


ARTICLE VII - APPROVAL OF THE CHARTER


This charter is subject to the approval of the CGOC.  A majority of members present will determine approval.


ARTICLE VIII - REVISION OF THE CHARTER


This charter may be altered, changed, or superseded by a majority vote of the membership present.  All such changes are submitted to the council as a whole at least one meeting prior to the meeting at which the vote is taken.
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Attachment 3


BY-LAWS





By-laws are established by the council IAW accepted parliamentary procedure.  These will usually define and/or amplify specific sections of this charter; however, they cannot drastically amend, change, or supersede any charter policy.  By-laws can be altered, amended, changed, or superseded by a majority vote of the membership present.


ARTICLE I - GENERAL


SECTION 1 - Establishment.  These by-laws are established IAW Article IV, section 3, of the Langley CGOC Charter.


SECTION 2 - Purpose.  These by-laws are used to amplify and further define the responsibilities and goals of the Langley CGOC and its membership as stated in the charter.


ARTICLE II - RESPONSIBILITIES


SECTION 1 - President:


	a.  Responsible for keeping the 1 FW/CC informed of the overall actions of the council.


	b.  Ensures all units have designated representatives to the council.


	c.  Ensures a charter is prepared by the council membership and that objectives are reviewed annually (normally upon assumption of office).  Such review should be a matter of record in council minutes.


	d.  Ensures that council minutes are prepared and distributed in accordance with LAFBI 34-102.


	e.  Ensures that the council is kept informed of latest Air Force, MAJCOM, and local policies and procedures.


	f.  Ensures necessary guidance and staff assistance are available to members on all projects to ensure completed staff work.


	g.  Monitors membership representation and attendance.  Takes action to replace regularly absent representatives.


	h.  Reviews council activities to ensure they are aligned with the general objectives outlined in the charter.


	i.  Schedules all meetings of the council, announcing the time, place, and agenda well in advance of the meeting through the Public Affairs Officer.


	j.  Ensures maximum dissemination of the minutes of each council meeting, through the Secretary-Recorder, to all base personnel within five working days after each meeting.


	k.  Presides at all working and official sessions of the council.


	l.  Ensures council members are aware of their responsibilities and complete their assigned tasks.  Ensures a continuity folder is compiled for each completed project.  Encourages all members to participate in council activities.


	m.  Appoints standing committee members, as necessary, and follows up on their assigned projects.  These individuals may be dismissed from their positions at the discretion of the president.


	n.  Serves as chairperson of the executive committee.  Meets every month with the executive council to evaluate operations, formulate agendas and objectives for the CGOC, and pre-staff items for discussion at the next meeting.  Approves and follows an agenda for all council meetings.


	o.  Allocates projects to the various standing committees or establishes special committees as necessary.  Assigns responsibilities, suspense dates, and initiates follow-up action as required.


	p.  Calls special council meetings as required.


	q.  Alternate signature for CGOC funds.


	r.  Represents the CGOC on the Officers’ Club Advisory Committee and the BX/Commissary Advisory Council.


	s.  Performs all other duties as required by the council that are incidental to the office of president.


SECTION 2 - 1st Fighter Wing Vice President:


	a.  Assumes all the powers and duties of the president in his/her temporary absence.  Should the office of president be vacated before the term is complete, the vice president assumes the office, pending a special election.


	b.  Responsible for the CGO Quarterly and Annual Awards program.  Sets deadlines for nominations.  Informs all eligible units of suspenses and requirements for submission.


	c.  Responsible for setting up each of the 5 boards to determine the 1 FW and Team Langley winners for each quarterly and annual award period.  Coordinates with the 1 FW Command Section Administration and Command Chief Master Sergeant in preparing for the quarterly awards luncheons and the annual awards banquet.


	d.  Helps the president control and monitor committee projects.  Ensures a uniform, coordinated committee program.


	e.  Responsible for committee chairperson's reports and activities pertaining to the council.


	f.  Acts as second alternate signature for CGOC funds.


	g.  Performs all other duties as required by the council that are incidental to the office of vice president.


SECTION 3 - Headquarters Air Combat Command Vice President:


	a.  Supervises the Professional Development committee.  Responsible for providing professional development opportunities to the CGOC.


	b.  Recommends specific subjects and topics for the council to discuss and investigate.  Coordinates these programs with the president and the executive council.


	c.  Serves as parliamentarian.  When acting as president in a temporary status, appoints a parliamentarian.


	d.  Obtains speakers for meetings.  Takes suggestions for speaker topics from CGOC members.


	e.  Works with protocol offices of both HQ ACC and 1 FW to obtain distinguished visitor, out-of-town speakers at no cost to the CGOC.


	f.  Coordinates lunches or other opportunities for CGOs to interact with senior leaders or discuss career progression and professional development topics.


	g.  Performs all other duties as required by the council that are incidental to the office of vice president.


SECTION 4 - Secretary-Recorder:


	a.  Prepares and distributes council minutes in accordance with LAFBI 34-102.


	b.  Is primary coordinator for all administrative actions concerning the council.


	c.  Prepares and disseminates the agenda for each meeting.


	d.  Maintains a file of council minutes, agendas, and correspondence to include LAFBI 34-102, amendments to each, minutes from other councils, and designated representative appointment letters.


	e.  Maintains a current roster and telephone list of all council members, officers, committees, and committee chairpersons, CGOC representatives and alternates.


	f.  Should the secretary-recorder be absent from a meeting, the president will appoint a member to record the minutes of that meeting.  The permanent secretary-recorder is still responsible for reproduction and dissemination of the minutes. 


	g.  Validates attendance for monthly council meetings.


	h.  Reviews the list of appointed representatives; notifies commanders annually so they may reaffirm their appointees or appoint new representatives.  Publishes the current list of designated representatives with meeting minutes following the annual update.


	i.  Assumes the duties and powers of the president and/or vice president in their absence.


	j.  Supervises the Sponsorship Committee.


	k.  Performs all other duties as required by the council that are incidental to the office of secretary-recorder.


SECTION 5 - Treasurer:


	a.  Maintains CGOC funds in the Crestar Bank or other facility chosen by the Executive Council.  Acts as signature with the president for such funds.


	b.  Informs the council monthly on the status of funds.  This information is included in the minutes.  Maintains status of funds spent (date, purpose, amount, and remaining balance).


	c.  Either the treasurer or a representative is present at all functions where money is obtained or spent by the CGOC.  A record of all transactions is kept.


	d.  Ensures adequate funds exist for projects.


	e.  Performs all other duties as required by the council that are incidental to the office of treasurer.


SECTION 6 - Public Affairs Officer:


	a.  Publicizes council and company grade officer achievements, information items, and meeting announcements.


	b.  Coordinates all publicity concerning company grade officer activities with council officers, committee chairpersons, and the Base Public Affairs Office.


	c.  Acts as the community voice of the council by preparing items for base newspapers, bulletins, Air Force Times, and so forth.


	d.  Assists Social Officer and acts as historian.


	e.  Performs all other duties as required by the council that are incidental to the office of public affairs officer.


SECTION 7 - Social Officer:


	a.  Informs the Officers’ Club as to meeting schedules and makes necessary arrangements for room set-up for speakers.  Arranges for refreshments at each meeting.


	b.  Encourages camaraderie within the CGOC via evening outings, lunches, weekend trips, or other group activities.


	c.  Performs all other duties as required by the council that are incidental to the office of social officer.


SECTION 8 - Designated Representatives:


	a.  Serve on committees or special projects when appointed by the president or by volunteering.


	b.  Represent the officers of their unit by receiving questions, problems, complaints, and suggestions, and by bringing these topics to the attention of the CGOC.


	c.  Discuss council activities and projects with their unit commanders and encourage their commanders’ support for CGOC activities.


	d.  Ensure their alternates are informed and familiar with the council programs and procedures.


	e.  Actively participate in discussions.  Attend council/project/committee meetings when scheduled.  Work with supervisors and commanders in an effort to be available for all meetings.


	f.  Support the council president, vice president, executive committee, and chairperson of any special group of which they are a member.


	g.  Provide their unit with ready access to a copy of the CGOC minutes or other resumes of council meetings.


	h.  Serve as a coordinator between the officers in their unit and the CGOC, establishing lines of communication between them.


SECTION 9 - Executive Council:


	a.  Consists of the CGOC elected officials and any other members the president appoints.


	b.  Meets prior to and forms an agenda for the regular monthly council meetings.


	c.  Acts as the controlling point and advisory to the 1 FW/CC on all council activities.


	d.  Determines current and future policies and procedures affecting council activities.


	e.  Formulates objectives for the council.


	f.  Reviews operations of all committees.


	g.  Considers recommendations and items for discussion presented from other committees and company grade officers and make recommendations to the president.


	h.  Maintains CGOC charter and by-laws, updating as needed.


	i.  Plans and monitors CGOC officer elections.


SECTION 10 - Committee Chairperson:


	a.  Ensures that all committee projects are monitored and a verbal status report on each outstanding project is presented at each monthly CGOC.


	b.  Ensures each assigned project is completed in a timely manner, and submits an after-action report in writing on each to the Executive Committee.


	c.  Holds committee meetings as required.  Keeps the Executive Committee informed of the time and place of these meetings.


	d.  Attends Executive Committee meetings as required by the president.


	e.  Ensures a continuity folder is compiled for each completed project.


�
Attachment 4


SAMPLE MINUTES








CGOC (Secretary-Recorder’s Name, Duty Phone)	Date





(Month) Company Grade Officers Council (CGOC) Meeting Minutes





ALL 1 FW Activities


HQ ACC Staff


Commanders and CGOC


All Tenants (Unlimited)





1.  Time, date, place of meeting.  Welcome and any applicable comments.





2.  Attendance





NAME/RANK ORGANIZATION PHONE DESIGNATED REPRESENTATIVE 





3.  Treasurer’s Report.





4.  Old Business, Committee Reports, and other applicable items.  Once an item has been in the minutes it is considered “Old Business.”





5.  New Business.  Any item being discussed for the first time.  Includes items from the floor.





6.  Additional comments.





7.  Adjournment.  Notification of time, date and place of next meeting.





SECRETARY-RECORDERS





PRESIDENT





Approved/Disapproved





CGOC Advisor 
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