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Foreword 
 

 
The Little River Basin Master Gardener Association (LRBMGA) Policies and Procedures Manual (PPM) 
serves as the operating handbook for the Association.  It is based upon the following documents: 
 

- Little River Basin Master Gardener Association Bylaws as adopted on February 21, 2018.  
 

- Texas Master Gardener Management Guide, rev. Feb. 2006 
 

- A&M AgriLife Extension Youth Protections Standards 
 

- A&M AgriLife Extension Best Practices Financial Resource Management 
 
- Written guidelines from Master Gardener Associations in Texas 
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Chapter 1:  Vision and Mission Statements 
 
 
 

Vision Statement 
 
 

LRBMGA’s vision is to be recognized as the 
premier horticultural resource in Milam County. 

 
 
 

Mission Statement 
 

LRBMGA is a Texas AgriLife Extension Service sponsored organization 
of trained volunteer educators dedicated to expanding horticultural knowledge  

in the Milam County Community through  
outreach, consulting, teaching, and demonstration projects. 

 
Revised 10-17-2008 
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Chapter 2:  Goals and Objectives 
 

A. To develop a group of well informed volunteers who can provide education, outreach, and service 
to Milam County residents. 
 

B. To recruit new participants into the Master Gardener program and to coordinate and fund the 
best available training for those recruits. 

 
C. To assist and extend the reach of the Texas A&M AgriLife Extension Service throughout Milam 

County by providing educational programs in horticulture, gardening, and other related topics to 
various groups and organizations. 
 

D. To answer horticultural questions and inquiries by phone, email, articles written for media 
publication, and other methods of communication with the public. 

 
E. To develop and enhance community projects related to horticulture, including community and 

demonstration gardens. 
 

F. To identify and develop volunteer activities and projects that further the mission of both the 
organization and the Texas A&M AgriLife Extension Service. 

 
G. To establish and maintain a Junior Master Gardener program. 
 
H. To maintain a viable Speaker’s Bureau responsive to the requests of community groups within 

Milam County. 
 
I. To network with other Texas Master Gardeners to expand continuing education opportunities for 

Little River Basin Master Gardener Association members. 
 
J. To recognize exemplary Little River Basin Master Gardener Association members for their 

volunteer service and leadership.   
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Chapter 3:  Policies and Procedures Manual    
 

A. The Little River Basin Master Gardener Association Policies and Procedures Manual serves as the 
operating handbook for the LRBMGA.  This manual is intended to define and document LRBMGA 
policies to: 
1. Maintain a current and easily accessible guide to all policies and procedures. 
2. Facilitate continuity of operation regardless of changes in officers and committees. 
3. Ensure the periodic review and updating of all policies and procedures. 

 
B. Initial Version of Manual was submitted by the Bylaws and Procedures Committee to the Board of 

Directors for discussion and approval, then to the general membership.  It was approved by the 
membership on February 21, 2018. 

 
C. Amending the Manual 

1. Any LRBMGA certified member may present a new policy, procedure, or a proposed change in 
writing to the Board of Directors.   

2. The Bylaws and Procedures Committee will review the Manual annually in September to 
identify any needed changes, additions, or clarifications.   

3. The Board of Directors may recommend approval of new policies, procedures or changes to 
the Manual by:    
a. Emailing recommended policies, procedures, or changes to the membership at least five 

days before the next general membership meeting and present those policies, procedures, 
or changes at the meeting for approval by the membership.   

b. Approval requires a simple majority of the voting membership.    
4. If the Board of Directors determines the Manual requires an editorial update, change, or 

clarification, the Board may approve it as long as it does not substantially change a current 
policy or procedure.  The Board may approve revisions at their monthly meeting by a simple 
majority vote without taking it to the membership.  (Example:  Changing the name - Texas 
AgriLife Extension Service to the Texas A&M AgriLife Extension Service)  The Board will post 
the amended document to the LRBMGA website and notify the membership via email. 
 

D. The LRBMGA Bylaws prevail in any conflict between the Manual and the existing LRBMGA Bylaws.  
 

E. Membership should understand the policies and procedures are guidelines by which the 
organization operates.  Instances of natural or man-made disasters or outside influences may call 
for the Board to act on their own initiative within the intent of the policies and procedures on a 
case-by-case basis.  These actions will be made a matter of record in the Board meeting minutes. 
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Chapter 4:  Use of the Texas Master Gardener Title   
 

A. Only certified members can use the title of Texas Master Gardener or Little River Basin Master 
Gardener. 

 
B. When an individual ceases active participation in the Master Gardener program, the individual’s 

certification as a Texas Master Gardener becomes void. 
 

C. The title of Texas Master Gardener or Little River Basin Master Gardener may not be used: 
1.  In advertising or for other business purposes where the individual is using the title for 

personal or business gain. 
2. Members may not display credentials or give the appearance of being a Texas Master 

Gardener or Little River Basin Master Gardener at a place of business for personal gain or 
business gain. 

 
D. Violation of the policy concerning the use of the title is grounds for removing the certification of a 

member.  This will be handled by the Milam County Extension Office. 
 
E. Texas Master Gardeners may not imply endorsement of any product by either the Texas Master 

Gardeners or Texas A&M AgriLife Extension Service unless that product has officially received 
endorsement by Texas A&M AgriLife Extension Service. 

 
F. Texas Master Gardeners in the Role of a Master Gardener: 

1. May not imply endorsement of a place of business. 
2. May show appreciation to a business; however, recommendations of a business, their 

products, etc. cannot be done. 
3. May only recommend a particular type of business or product by providing a list of least three 

different businesses or sources for products.   
4. May speak before groups at individual nurseries or other places of business. 
5. May use business facilities for continuing education classes or for field trips. 

 
G. At activities where information is distributed by the Little River Basin Master Gardeners, 

literature, catalogs, and flyers on different nurseries, seed companies, and other vendors may be 
offered to the public as long as it is clear that no preferential treatment is being given and more 
than one business is represented. 

 
H. Texas Master Gardeners who speak to various groups may accept unsolicited nominal gifts. 
 
I. It is permissible to accept a “Master Gardener Discount” on products and services offered by 

various businesses.  Discounts should never be solicited. 
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Chapter 5:  Membership 
 
A.  Certified Texas Master Gardener.   

1. A Texas Master Gardener is a member who is certified by the Texas A&M AgriLife Extension 
Service after successful completion of the Student and Intern programs and who has met the 
initial certification and/or recertification standards set forth in this manual.   

2. Certified members are active members who pay annual dues and have voting privileges.   
3. Certified members are the only members allowed to use the Texas Master Gardener title, 

represent the LRBMGA, and occupy Board of Directors and committee chair positions.   
4. Certification years count when calculating the number of qualifying years for membership pins.  

 
B.  Active Not Certified Member.    

1. An active not certified member is a previously certified member who is committed to staying 
with the LRBMGA program even though they cannot recertify in a given year due to 
extenuating circumstances.   These members may attend meetings and accumulate volunteer 
hours with the expectation of becoming a certified member.   

2. Active not certified members must pay dues and they may vote.  They cannot represent the 
Association or use the Texas Master Gardener title.  These members may serve on committees 
and assist with special projects under the purview of a certified member.   

3. A member may not hold this status for more than 2 years, although the Board of Directors may 
extend this time frame at their discretion based on extenuating circumstances. 

4. Active not certified years count when calculating the number of qualifying years for 
membership pins.   

 
C.  Interns.   

1. Intern members are individuals who have completed the basic 50-hour training course but 
have not completed the 50-hour volunteer requirement.  Interns are expected to complete the 
volunteer requirement by the end of the same calendar year they attended the training.    

2. If an intern does not complete the required number of hours to become certified by the end of 
the first calendar year, he or she may submit a request to the Board for an extension.  The 
request must clearly state the extenuating circumstances why certification could not be met, 
as well as a target date for completion.   Any intern who does not request this exception and 
pay dues for the upcoming year will be dropped from the membership roster.  If the intern 
wishes to return to the Association, he or she must submit a written request to the Board of 
Directors for consideration. 

3. Intern members may vote.   They may not represent the Association or use the Texas Master 
Gardener title.  These members are encouraged to serve on committees and assist with special 
projects under the purview of a certified member. 
 

D.  Students.   
1. Student members are individuals who are enrolled in the 50-hour training program and have 

satisfactorily passed the criminal background check.  Student members may not vote and are 
not required to pay dues the first year. 
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2. Students who do not complete the 50-hour training course, including make-up assignments for 
missed classes and any assigned homework assignments, will be released from the program.   

 
E.  Inactive Members. 

1. Inactive members are previously certified or active not certified members who do not plan to 
participate in any activities of the Association during that year but would like to remain on the 
roster with the intention of returning to the Association. 

2. To be placed in inactive status, a member must submit a written request outlining the 
extenuating circumstances to the Board of Directors.  A member may remain in inactive status 
for up to 2 years before he or she must become active or be dropped from the membership.  
The Board of Directors may approve exceptions to this policy on a case-by-case basis.   

3. Inactive members must pay dues.  An inactive member may become an active not certified 
member while working toward and meeting recertification requirements as long as they have a 
current criminal background check prior to participation.  

4. Inactive members may not vote, represent the Association, or use the Texas Master Gardener 
title. 

5. Inactive membership does not count when calculating the number of qualifying years for 
membership pins. 
 

F.  Reinstatements. 
1. Previously certified members who have had a lapsed membership and wish to rejoin the 

Association will submit a written request to the Board of Directors requesting re-entry.  These 
requests will be reviewed on a case-by-case basis.  If re-entry is approved, the Board will 
decide on the individual’s certification requirements, which may include a number of training 
hours or retaking the training course, as well as volunteer hours.   

2. Once approved, the lapsed Master Gardener must pay dues and satisfactorily pass a criminal 
background check before any volunteer work may begin. 

3. Lapsed years will not be included when calculating the number of qualifying years for 
membership pins.   

 
G.  Transfers - Texas County to County.   

1. Current Active Member.  A certified Texas Master Gardener from another county may request 
a transfer to LRBMGA.  The member should request the County Extension Agent in the County 
where membership is active to provide the Milam County Extension Office the information 
listed below.   The Board will review these documents and decide how many if any, additional 
hours or requirements are needed for recertification and inform the new member.  The 
member is required to pay dues.   The County Extension Office of origin must provide the 
following:  
a. Validation that the member currently holds certified status under the Extension office of 

origin county’s guidelines and the number of qualifying	membership	years	as a TMGA.  
b. The number of volunteer and continuing education training hours accrued thus far in the 

current calendar year that count toward recertification for next year.   
c. The effective date of the last approved criminal background check. 
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2. Previous Active Member.  The individual should request the County Extension Agent in the 
County where membership was active to provide the Milam County Extension Office the 
information listed below.  Once received, the Board will review these requests and make a 
determination on a case-by-case basis.  If the transfer is approved, the Board will establish the 
individual’s certification requirements, which may include a number of training hours or 
retaking the training course, as well as volunteer hours.  The individual is required to pay dues.  
Documents include: 
a. Validation that the individual requesting the transfer holds certified status under the 

losing county’s guidelines and the time period this certification was active.  
b. The number of volunteer and continuing education hours accrued thus far in the current 

calendar year, if any, that count toward recertification for next year.   
c. The effective date of the last approved criminal background check. 
 

H.  Transfers from Another State.   
1. A Master Gardener holding membership in another state who desires a transfer to LRBMGA 

will request the Extension Agent in the State jurisdiction where membership is active to 
provide the Milam County Extension Office the information listed below. 
a. Validation that the individual requesting the transfer held certified status under the 

State’s guidelines and the time period this certification was held.  
b. The effective date of the last approved criminal background check. 

2. The Board of Directors will make the final decision on State-to-State transfers.  If approved, the 
Board will establish the requirements needed for certification, if any, and inform the new 
member.  The member is required to pay dues and cannot represent the Association until the 
requirements are met.  The Board will consider the following requirements for the individual: 
a. Purchase a copy of the Texas Master Gardener Handbook. 
b. Attend the next available Master Gardener Training Course.  
c. Apply for and pass a new criminal background check prior to volunteering  
d. Complete the current number of volunteer hours required for recertification.   

3. If the out-of-state membership has lapsed, the person must go through the normal application 
process and complete the Master Gardener training as a new student. 
 

I.  Emeritus Status. 
1.  Texas Master Gardener Emeritus is an honorary title awarded to a retired or retiring Master 

Gardener volunteer for distinguished service to the Texas AgriLife Extension Service.  
Nominations for this status are limited to certified Texas Master Gardeners, preferably with 
five or more years of service.   

2.  Nominations may be made by any Master Gardener or the County Extension Agent.  The 
nomination letter (with full justification) will be reviewed by the LRBMGA Board, approved by 
the Milam County Extension Agent and coordinated with the Texas Master Gardener 
Coordinator. 

3.  If the Texas Master Gardener is still an active volunteer, the status will not be conferred until 
the individual ceases active service. 

4. Emeritus members have the following privileges: 
a. Freedom from recertification 
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b. Access to Extension facilities and educational resources 
c. Maintain membership in the LRBMGA and participate in education and social events. 
d. Do not pay dues and may vote at their discretion. 
e. Remain on the LRBMGA email distribution list at their discretion. 
f. Receive a name badge with the Emeritus designation and a certificate. 

5. More information can be found in the Texas Master Gardener Handbook. 
 
J. Honorary Status.  This status may be conferred on anyone in the local community who contributes 
significantly to the organization, yet is not a Master Gardener.  The County Extension Agent and the 
LRBMGA Board must approve this status.  The individual will be awarded a certificate and thanked 
publicly for their contribution. 
 
K. Orientation of New Members.  The LRBMGA provides the following to all new members who 
successfully transfer their membership from Texas County to County or from another State.  
Documents may be paper, email, or electronic online access.  

1. Orientation briefing with an overview of the Association. 
2. Access to the online volunteer system 
3. Current Bylaws and the Policy and Procedures Manual 
4. Membership List 
5. Name badge (LRBMGA will provide the first badge only) 
6. Schedule for meetings 

 
L. The Membership Matrix is a summary of the membership categories. 
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MEMBERSHIP	MATRIX	

Category	 Represent	
TMGA	

Hold	
Office	

Serve	on	
Committees	

Vote	 Pay	
Dues	

Comments	

Certified	Texas	
Master	Gardener	 Yes	 Yes	 Yes	 Yes	 Yes	 	

Active	Not	
Certified	

No	 No	 Yes	 Yes	 Yes	

Actively	participates	
but	cannot	attain	
enough	hours	to	
recertify	due	to	
hardship.	Normally	
does	not	stay	in	this	
category	over	2	years.	

Interns	 No	 No	 Yes	 Yes	 	 Dues	included	in	
registration	first	year	

Students	 No	 No	 Yes	 No	 	 Dues	included	in	
registration	first	year	

Inactive	Members	

No	 No	 No	 No	 Yes	

Submit	request	to	the	
Board;	no	more	than	
2	years	without	Board	
exception;	remains	on	
roster;	does	not	count		
As	qualifying	years	for		
membership	pins.	

Reinstatements	
(Previous	
LRBMGA	
members	with	
lapsed	
membership)	

	 	 	 	 Yes	

Board	approval	
required.		If	approved,	
Board	determines	
volunteer	and	training	
requirements.		Lapsed	
years	do	not	count	as	
qualifying	years	for	
membership	pins.	

Transfers	–	TX	
County	to	
County	(certified	
member)	

	 	 	 	 Yes	

Provide	validation	of	
certification	&	
background	check.	

Transfers	–	TX	
County	to	County	
(inactive)	 	 	 	 	 Yes	

Board	approval	
required.		If	approved,	
Board	determines	
volunteer	and	training	
requirements.	

Transfers	from	
Another	State	

	 	 	 	 Yes	

Board	approval	
required.		If	approved,	
Board	determines	
volunteer	and	training	
requirements.	
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MEMBERSHIP	MATRIX	

Category	 Represent	
TMGA	

Hold	
Office	

Serve	on	
Committees	

Vote	 Pay	
Dues	

Comments	

Emeritus	 No	
	

No	 As	Needed	
as	Advisor	

May	
vote	

No	 Approval	of	LRBMGA	
Board,	County	agent,	
and	TX	MG	Coordinator	
required.	

Honorary	
No	 No	 No	 	No	 No	

Approval	of	LRBMGA	
Board	required.	
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Chapter 6:  Certification Standards 
 

A. Requirements for Certified Texas Master Gardener  
1. Annually recertify as a Master Gardener by completing all these requirements: 

a. Complete twenty-four (24) hours of volunteer service. 
b. Complete six (6) hours of continuing education training classes. 
c. Attend at least four (4) general meetings. 
d. Record and/or submit hours monthly as outlined in Chapter 7.  All hours must be 

submitted by December 31, or sooner, for inclusion in LRBMGA’s Annual Report. 
e. Pay annual dues of $20 by the December general meeting for the upcoming year.  
f. Apply for and pass a criminal background check every three years, or as necessary to 

comply with the minimum standards required by the State. 
g. Enroll on 4-H Connect annually and pay the volunteer registration fee required. 

2. Members who complete requirements in the current year for recertification will receive an 
annual certification pin in January of the following year. 
 

B. Requirements for Active Not Certified Member   
1. Continue to attend meetings and accumulate volunteer hours with the expectation of 

becoming an active certified member.   
2. Pay annual dues.   

 
C. Requirements for moving from Intern to certified Master Gardener.  

1. Complete a minimum of fifty (50) volunteer hours by the end of the same calendar year as the 
class completion. 

2. Upon certification, the Master Gardener receives a certificate, a name badge and a 
certification pin. 

 
D. Student Graduation to Intern 

1. Apply for and be accepted into the Texas Master Gardener Training Program 
2. Apply for and pass the criminal background check 
3. Complete a minimum of fifty (50) hours of combined classroom and field instruction. 
4. Graduation to Intern is held after the last scheduled class, as determined by the Master 

Gardener Class Coordinator.  Each Graduate receives a graduation certificate.   
 
E. See Chapter 5 for more information on all membership categories and requirements.  
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Chapter 7:  Volunteer Service and Continuing Education Hours  
 

A. Reporting Volunteer and Continuing Education (formerly Advanced Training) Hours   
1. Members must maintain a record of and report all volunteer hours worked and continuing 

education (CE) hours earned.  The exception is members who sign on a provided sign-in sheet 
will have their hours recorded into the website by the Second Vice-President or committee 
chair.    This is to assure uniformity and accuracy of volunteer time given during meetings or 
special events. 

2. Members are to report hours on the Volunteer Management System (VMS) website 
(www.texas.volunteersystem.org). 
a. Members not able to enter their own hours via the website may submit hours in writing 

either in person, email, or by mail to the Second Vice-President to enter into the system 
on their behalf. 

b. Members’ timely entry of volunteer hours and CE hours helps with monthly and year-end 
reporting to the A&M AgriLife Extension Agent and Texas Master Gardeners. 

3. The following guidelines apply for reporting: 
a. Report Volunteer and Continuing Education hours in increments of fifteen (15) minutes, 

rounded up or down.  For example, if the time is “1 hr. 5 min.,” report “1 hr.”  If the time is 
“1 hr. 25 min.,” report “1.5 hours.”  (15 min = .25, 30 min = .50, 45 min. = .75) 

b. Separately identify “Volunteer Hours” and “Continuing Education Hours” on the reporting 
page.  

c. Members should report all hours as they accrue but at least on a monthly basis.  Members 
must submit hours for re-certification by December 31.   
 

B. Definition of Approved Volunteer Hours 
1. Volunteers may report any volunteer activity that: 

a. Promotes the LRBMGA Mission Statement to assist the Texas A&M AgriLife Extension 
Service in providing unbiased, high quality, relevant horticultural education and service to 
the people of Milam County and the State of Texas through outreach, teaching, and 
demonstration projects.   

b. Teaches safe, effective, and sustainable horticultural practices that promote the 
development of healthy gardens, landscapes, and communities.   

c. Provides gardening advice to family, friends, neighbors, etc.  
d. Advises individuals and organizations in laying out and designing gardens and landscapes.  
e. Teaches individuals how to maintain gardens/landscapes.   
EXCEPTION:  The ongoing maintenance of any garden/landscape is not reportable volunteer 
hours, unless the Board has deemed the garden/landscape as an approved LRBMGA 
Volunteer Project.  

2. The current list of approved projects is posted on the Volunteer Management System website 
under Projects. This list is updated as new projects are added and old ones are completed. 

3. LRBMGA will discuss new projects during membership meetings and announce them in the 
meeting minutes or on the LRBMGA website.  

4. LRBMGA highly encourages students and interns who are working towards final certification 
to work on approved projects. 
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5. If a member has questions about whether a project is approved for volunteer time, he or she 
should contact the Second Vice-President or President. 

6. Volunteer hours credited to the LRBMGA cannot be credited to or from another volunteer 
group or program.   
a. Example:  Participants in business meetings, Board meetings, plant sales or other activities  

of another organization do not count as LRBMGA volunteer hours.    
b. Exception:  Time spent working with the 4-H program as requested by the Milam County 

AgriLife Extension Agent. 
7. LRBMGA considers attendance at monthly general meetings, Board meetings, or other 

committee or subcommittee meetings where LRBMGA affairs are discussed as approved 
volunteer hours for members, interns, and students. 

8. LRBMGA considers work on or with any LRBMGA committee type function such as 
newsletters, website, or writing articles for newspapers as volunteer hours. 

9. LRBMGA considers preparation and research for presentations, workshops, KRXT Radio Show, 
and other training of both Master Gardeners and/or the public and making those 
presentations as volunteer time. 

10. Food Preparation: 
a. LRBMGA considers coordinating the setup and solicitation of volunteers who will bring 

food or other items for membership meetings and/or scheduled socials as volunteer 
hours. 

b. Food preparation by a member who has offered to bring an item for a member meeting or 
scheduled member social is not counted as volunteer hours. 

c. Food prepared as a demonstration using plants (Ex. Herbs, roses, vegetables, etc.) is 
counted as volunteer hours. 

11. It is understood that there may be times when our members may be limited by physical 
restrictions in obtaining the usual volunteer hours.  Members may contact the Second-Vice 
President or President to find out what options may be available, if this becomes an issue. 

12. Members should contact the Second Vice-President or President for any questions regarding 
volunteer hours. 
 

C. Approved Continuing Education (CE) Hours (formerly Advanced Training or AT) 
1. Continuing education in the various facets of gardening is both required and a critical part of 

being a Master Gardener.  It provides an opportunity to focus on specific interests.   Lectures, 
workshops, hands on training – all these are important for advancing our knowledge and also 
for meeting other Master Gardeners and the public.  

2. CE opportunities are made available through: 
a. Texas A&M AgriLife Extension Service 
b. Texas Parks and Wildlife 
c. Texas Forest Service 
d. Master Gardener sponsored activities 
e. Short courses provided by outside groups   
f. On-line programs via 

1) Texas A&M AgriLife Extension website at http://aggie-horticulture.tamu.edu 
2) Various other programs as approved by the AgriLife Extension Service 
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3. LRBMGA understands that a members’ access to continuing education may be limited by 
physical restrictions.  Members should contact the Second Vice-President or President to 
discuss what options may be available if this becomes an issue. 

4. If a Master Gardener is a member of another volunteer organization that does not report 
hours for credit, garden related educational programs provided by that organization may 
count as education hours for the LRBMGA.   

5. Members may not count educational training sessions that are taken to certify or to meet a 
membership requirement for another volunteer organization as education hours for the 
LRBMGA.  For example, training classes necessary to certify as a Master Naturalist would not 
count as LRBMGA hours.  However, taking a class in plant identification organized by the 
Native Plant Society (NPSOT) would be reportable education hours since NPSOT does not 
require any reporting of hours or training to be a member of that organization.    

6. Training for Master Gardener Specialist status is approved CE hours, even if Specialist status is 
not achieved.  Travel time to and from the training is not approved Volunteer hours per 
Section D.3.  

7. Once certified as a LRBMGA, attendance at LRBMGA training classes which are usually 
provided along with general monthly meetings is approved CE hours.   

8. Attending any lectures or workshops given by other Master Gardener organizations is a great 
opportunity for any Master Gardener wanting to increase their knowledge in helping to 
further expertise within LRBMGA. 

9. Interns or students attending training other than the initial instructed 50-hour training classes 
will count that time as Volunteer Hours and may accrue travel time.   

10. Should there be any question about the validity of hours submitted for Volunteer or CE credit, 
the Second Vice-President will send information to the Board for review.  The Board has final 
approval and discretion, under advisement of the Milam County AgriLife Extension Agent.  

 
D. Travel Time  

1.  Members may include travel time to and from a volunteer event in their reported time.  All 
travel time is to be counted as Volunteer Hours (ex: 2.25 hrs. actual time at project or event + 
1 hr. travel = 3.25 hrs. volunteer time) 

2. Travel time reported is not to exceed the actual time of the event or project. 
3.  Travel time is not allowed for monthly general meetings or Continued Education training.  We 

are Master Gardener volunteers.  As such, we completed in-class training as well as the 
required certification requirements and made a commitment to LRBMGA and the AgriLife 
Extension Service.  That commitment is 1) to stay connected with the membership via 
monthly general meetings as often as possible and 2) to continually learn and grow by giving 
our time to continuing education.  Therefore, no volunteer hours for travel time is given for 
the monthly meetings or Continued Education training. 

4.  Interns and students are eligible to count travel as volunteer hours, but travel time is not 
allowed for attending classes in the 50-hour program.  
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E.  Contacts.  The TMGA asks that the public be counted and categorized on the monthly reports filed.  
In the Volunteer Management website, you will notice there is a section labeled “Population 
Served.”  Complete this section ONLY when you have “contact” with the public and provide 
horticultural advice or a program.  If it is a group function with multiple Master Gardeners, this 
section is to be filled in by one designated person after the event or program to record attendance by 
the public.   
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F.  New Volunteer Hours Reporting System – Cheat Sheet 
 

**Log-In (First time ONLY)** 
1. Go to https://texas.volunteersystem.org/ 
2. At the bottom of the page, click on “New User/Password Problems” – this will take you to a 

forgotten password page. Enter in the email address you provided for the LRBMGA Roster 
3. Click “Receive email to access portal” button.  

a. You will receive an email with a temporary password. Copy the temporary password. 
b. Go back to https://texas.volunteersystem.org/ enter your personal email and Paste 

the temporary password. 
4. Once you’ve logged in, go in to the “Edit Profile” section and Change Your Password to 

something you will remember. (Note: It is toward the bottom of the page. It’s a box that 
says “Change Password.” After you have chosen a password, make sure to hit the “Save 
Information” button at the bottom of the page.) 

5. From now on, you will log in with your personal email and your password that you chose. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Updating Profile Information: 
 
 
 
 
 
 
 
 
 
 

l Add your photo 
 
l Enter your interests in the 
“Other Interests” space 
 
l Click “Save Information” 
when you have finished 
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How To Report New Hours: 
1. On the left hand side of the page, click on “Add New 

Hours” 
2. Enter an Event Description, Event Date, Apply to 

Project (drop down menu), and the number of hours.  
a. Note: There are 2 categories for hours. Please 

make sure you either enter Volunteer Hours 
or Continuing Education Hours.  

3. Click on Save Hours at the bottom of the page. You 
MUST save your hours each time you enter or they are 
not reported. 

*Note: Individuals may enter miles for personal records to be 
utilized on annual tax returns. For information visit  
http://www.irs.gov 
 

This information is on the Homepage. You can view 
Events on the Calendar by clicking link.  At this 
time, we are not keeping the calendar current.  You 
can also view the Member Roster. This is now the 
location for the current LRBMGA Roster. The 
Newsletters/Documents section will now have all of 
the MG forms, for example, the  LRBMGA Bylaws. 

Viewing Your Reported Hours: 
1. On the left hand side of the page, click on “View Your Hours” 
2. You will be able to see each event you have added and can export the information in to Excel by 

clicking the “Create Excel” button for personal records. 
3. MG Coordinator reviews reported hours and may request changes as required. 
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Volunteer Hours Categories: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Privacy & Security: 
The Texas Master Gardener Volunteer Management website is a “secure” website. It has been 
reviewed by the Texas A&M System (Contracts & Grants division). If you notice the website 
address, it says “https” – the “s” in the address means that the website is secure. Your personal 
information will not be shared or accessed by unauthorized users.  
 

 
 
 
 
 

Examples of Volunteer Hours: 
 

Adult Education:  
l A volunteer prepares and/or presents a program as a representative of 
the Master Gardener Program through the LRBMGA Speaker’s Bureau  
l Performs an essential task regarding an exhibit, educational program, 
etc 
l Provides education in one-to-one consulting - site visit, diagnosis, 
problem solving 
l Prepares published printed material – website, news article, 
publication 
l Clients Trained – report audience number, ie. 1-neighbor; 8 at Veggie 
Demo (When reporting hours, it will ask you for ethnicity of your 
contacts. If you are unable to determine ethnicity, please use the 
“Unknown” category.) 
 
Demonstration  Garden: TDG or any other pre-approved garden 
 
Continuing Education: LRBMGA programs, garden center seminars, 
arboretum/botanical garden guided tours, state MG conference sessions, 
Extension Horticulture programs 
 
Media: Website, publicity, television, radio, Facebook, blog 
 
MG Administration: LRBMGA Board, Fundraising, Plant Sale 
 
Youth/Jr. Master Gardener: Support of a registered Jr. Master Gardener 
group, Extension sponsored youth program 
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Chapter 8:  Criminal Background Checks and 4-H Connect Enrollment 
 
A. The Texas AgriLife Extension Service Youth Protection Standards (YPS) program was implemented 

to assist in providing a safer and more positive environment for youth and adult volunteers. The 
YPS program involves criminal background checks of all “direct” adult volunteers 18 years of age 
or older.   Master Gardeners are considered “direct” volunteers. 

 
B. The Texas Master Gardener Management Guide requires that 

1. County Master Gardener programs conduct background checks on all Master Gardener 
volunteers, interns, and students and that Extension’s Youth Protection Standards (YPS) 
program should be used for conducting background checks.  (This YPS program is 4-H 
Connect.) 

2. Background checks/screening should be conducted every three years for each Master 
Gardener.  (This is a minimum requirement.) 

3. The cost of the background check/screening will be borne by the individual volunteer. 
 

C. Process for Screening: 
1. Students, interns, and all members must enroll in the online 4H Connect system and complete 

the initial training. 
2. Volunteers must re-enroll in 4H CONNECT annually to reactivate (Edit) their profile (the 

process takes about 10 minutes). 
3. Guidelines will be provided to membership each year on deadlines and procedures to re-

activate volunteer enrollment on 4-H Connect. 
4. Volunteers who have been screened by another entity, such as their employer or other youth 

organization, may contact the Milam County Extension Office for approved list of prior 
screening entities. 

5. Volunteers working directly with youth may be assigned, restricted, denied, or dismissed 
based on this information and information received from the criminal background check. 
 

D. References 
• Texas 4-H and Youth Development Program Development Guide 
• Texas Master Gardener Management Guide 
• Youth Protection Standards Rules, Guidelines and Procedure Handbook -- 2016-2017  
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Chapter 9:  Dues, Membership Pins, and Name Badges 
 

A. Dues: 
1. All members of the Association pay dues as outlined in Chapter 5, Membership. 
2. The Board of Directors may change the amount of the annual dues if the Board deems it 

necessary.  The change must be approved by the membership at a general business meeting. 
3. Dues are $20.00 per year per member.   
4. Annual dues include the cost of an annual certification pin. 
5. Dues must be paid to the Association Treasurer by the December general meeting. 

 
B. Membership Pins: 

1. Interns who certify will receive an initial membership pin.   
2. Members recertifying each year receive an annual dated membership pin. 
3. Anniversary pins are awarded to members either certified or active not certified at their three 

(3) year, five (5) year, and ten (10) year anniversaries.  
4. The LRBMGA pays for these pins. 

 
C. Name Badges: 

1. Interns who certify will receive an official LRBMG name badge paid for by the LRBMGA. 
2. Transferring members will receive a name badge paid for by the LRBMGA. 
3. Emeritus status members will be provided a badge paid for by the LRBMGA. 
4. Additional badges may be purchased by members.  They will be ordered by the 2d Vice 

President. 
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Chapter 10:  Meetings  
 

A.  General Meeting Procedures 
1. The President or the President’s designated substitute will conduct the general meetings 

following Robert’s Rules of Order, Newly Revised. 
2. Meetings are usually held on the third Wednesday of each month.  
3. Most meetings will have two parts – a program/training session and a business meeting. 
4. A quorum is the majority of the voting membership present.  Exception to this is approval of 

Bylaw changes, which requires two-thirds of the voting membership present. 
5. The Recording Secretary is responsible for taking and distributing minutes of the general 

meetings to the membership promptly. 
6. Specific actions that occur annually: 

a. October:  The Treasurer presents annual budget for review and discussion.  The 
Nominating Committee presents the slate of officers and accepts nominations from the 
floor with prior consent of the nominee.  Nominees must be certified Texas Master 
Gardeners. 

b. November:  The membership votes on annual budget and the slate of officers.   
c. December:  Nominating Committee conducts the officer installation. 

7. Voting privileges are outlined in Chapter 5, Membership. 
 

B.  Board of Directors Meeting Procedures 
1. The President or the President’s designated substitute will conduct the Board of Directors 

meetings following Robert’s Rules of Order, Newly Revised. 
2. Meetings are usually held on the second Wednesday of each month. 
3.  A special meeting may be called if there is a specific point of business that requires action by 

the Board that cannot wait. 
4. A quorum is five (5) voting members of the Board of Directors. 
5. The Recording Secretary is responsible for taking and distributing minutes of the Board of 

Directors meetings to the membership before the next general membership meeting. 
6. In an emergency where a meeting of Board of Directors is not possible or expedient, a poll of 

the Board may be taken by email or telephone. The voted action will be ratified at the next 
meeting and entered into the minutes of the meeting. 

7. Board meetings are open to all members of the LRBMGA. 
 
C.  Special Meeting Procedures 

1. Meeting may be called at the President’s discretion or three members of the Board. 
2. Meeting will be announced to the membership by phone, mail or email at least three (3) days 

prior to the meeting date. 
 
D.  Committee Meeting Procedures 

1. Meetings may be called at the discretion of the appropriate committee chair.  
2. The committee chairs shall keep the President informed of any scheduled committee 

meetings. 
3. Committee actions should be documented either in minutes, reports, or plans.  
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Chapter 11:  Board of Directors  
 

A. The Board of Directors supports the mission, goals, policies, programs, strengths, and needs of 
the Little River Basin Master Gardener Association and the Texas AgriLife Extension Service and 
encourages the membership to do the same.  The Board manages the day-to-day affairs of the 
Little River Basin Master Gardener Association.   
 

B. As stated in the Bylaws, the voting members of the Board consist of the President, First Vice-
President, Second Vice-President, Recording Secretary, Corresponding Secretary, Treasurer, 
Historian, Board Member-at-Large, and Immediate Past President.   

 
C. An officer may be elected to the same office for more than one (1) term, but no more than three 

(3) consecutive terms unless an extension is approved by membership.    
 
D. Duties of the Board of Directors include but are not limited to: 

1.  Authorize such committees, both standing and special purpose, as the Board shall deem 
necessary and appropriate. 

2. Approve appointments made by the President for the standing and special purpose 
committee chairs. 

3. Approve audit and nominating committee members per the Bylaws. 
4. Meet monthly, or as necessary to accomplish the business of the Association. 
5. Identify, welcome, and introduce guests at the general meetings. 
6. Keep members informed of volunteer and continuing education opportunities. 
7. Evaluate written requests for assistance or for an official ongoing project. Annually review 

ongoing projects to determine if the project furthers LRBMGA’s educational mission. 
 
E. Members of the Board of Directors are held to the following minimum expectations. 

1. Shall prepare for and participate in Board and general meetings.  
2. Read and understand the Association’s Bylaws and Policies and Procedures Manual. 
3. Seek and respect the opinions of other Board members.  Support the majority decision. 
4. Be active members of the Association.  

 
F. The Board of Directors may appoint one (1) alternate Board member who would be able to attend 

all Board meetings, and in the absence of any Board member, be allowed full voting privileges. 
 

G. Removal of a Board Member 
Any Board member may be disqualified from holding his/her elected position by a two-thirds 
(2/3) vote of the members of the Board of Directors, provided that, in the notice for said meeting, 
specific mention is made that such action is to be considered.   
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Chapter 12:  Officers Duties and Responsibilities 
 

A. Duties of the officers include but are not limited to: 
1. Support the mission, goals, policies, programs, and activities of the LRBMGA. 
2. Provide leadership to the President and Board of Directors  
3. Attend Board of Directors meetings as a voting member.  
4. Perform other duties as requested by the President. 
5. Assist the President with preparation of the agenda for the meetings. 
6. Maintain good communication with membership.  
7. Maintain awareness of the membership activities.    
8. Work closely with the Texas AgriLife Extension Service Agent for the implementation of the 

policies as approved by the membership.  
9. Read and be familiar with the Association’s Bylaws, the Texas Master Gardener Management 

Guide, and the various forms and reports required by Texas AgriLife Extension Service and the 
Texas Master Gardeners Association.  

10. Create and dissolve committees. 
11. Complete the term commitment of the office.  Most offices have a minimum of one-year 

commitment. 
 

B. President duties include but are not limited to: 
1. Provide leadership to the Board of Directors and membership.   
2. Preside at meetings of the Board of Directors and general membership meetings.  
3. Work with the Board of Directors to prepare agendas for Board and general meetings.  
4. Meet with the Texas A&M AgriLife Extension Service Agent as needed.  
5. Call special meetings of the Board of Directors as needed. 
6. Review and update the Speaker’s Bureau list annually. (December) 
7. Ensure reports are submitted timely to the TMGA. (January) 
8. Evaluate association award nominations annually.  (January) 
9. Ex-officio member with voting rights of all committees except the Nominating Committee.  
10. Appoint chairs and fill vacancies on committees, as approved by the Board of Directors, except 

as specifically provided in the Association’s Bylaws.  (January) 
11. Sign on the Association checking account, along with Treasurer.    
12. Participate in the annual audit. (January) 
13. Approve unbudgeted expenditures up to $250.  
14. Complete the following duties in January: 

a. Select one or more non-voting members to attend the Board of Directors meetings to 
provide leadership or to manage special projects.  

b. Go on line and enter contact information on President, First Vice-President, Recording 
Secretary, Treasurer, TMGA directors and alternate directors, and Extension Agent.   
http://txmg.org/information/forms/   - County Association Officers/Directors Submission 

c. Appoint two Directors and two alternate Directors to the State Board of Directors of the 
TMGA. 

d. Complete Annual Charter Agreement and file with Extension Office. 
http://txmg.org/information/forms/    
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e. Scan the charter agreement cover page after signed and filed with Extension Office.  Email 
the cover page to Jayla Fry  jbfry@tamu.edu  

f. Work with committee chairs and the officers to identify members of each committee at 
the January Board of Directors meeting. 

g. Distribute the committee chairs and committee membership at the January general 
meeting. 

h. Appoint one or two persons on Board of Directors to review the bank statement and 
reconciliation form on a monthly basis.   The Treasurer prepares the reconciliation. 

i. Appoint one or more persons to coordinate the shirt order for the LRBMGA. 
j. Change of bank account signatures needed when the President and/or Treasurer changes.  

When the bank account signatures are changed, the President, Treasurer and Recording 
Secretary need to sign pages at the bank.   The December minutes, when officers are 
elected, need to reflect the changes needed on the signature card - (list of officers, who is 
to sign checks and their position, along with who needs to be removed from the signature 
card) - included in the minutes submitted to the bank, signed by Recording Secretary)  

15. Complete the following duties in September:   
a. Oversee the online registration system of the volunteers on 4-H Connect. 

16. Complete the following duties in November and December:  
a. Invite membership to express interest in committee membership by signing the 

committee listing at the meetings. 
b. Develop a listing of committee chairs and invite chairs to January Board of Directors 

meeting. 
 
C. First Vice-President duties include but are not limited to: 

1. Serve as the chair of the Program Committee. 
2. Arrange programs a minimum of three months in advance.  Prior to end of calendar year and 

end of term, make sure speakers are set up through March of the following year so that a 
smooth transition can be made to the new Board. 

3. Provide information on speakers and programs in a timely manner to the Corresponding 
Secretary and others, as needed, so that information on the program may be publicized to the 
public and the membership. 

4. Reserve meeting rooms for general meetings. 
5. Survey the membership annually for training topics at the January meeting. 
6. Coordinate with the Treasurer for timely payment to the speakers of honorarium fees, 

mileage, room fees, or other fees.   
7. Update a historical listing of speakers and topics on a regular basis for inclusion in the 

LRBMGA volunteer management system under Documents. 
8. Act in place of President when required. 
9. Provide input to Treasurer for program needs in preparation of the annual budget.  

(September) 
10. Maintain awareness of the Board of Directors and membership activities.  Be visible at key 

volunteer activities. 
11. Work closely with the Hospitality Chair on refreshments and set up needs. 
12. Work closely with the President on time requirement for business meeting and program. 
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13. Work closely with Second Vice-President to determine and evaluate programs for continuing 
education hours. 

14. Recognize program speakers with an honorarium, gift, and/or written thank you note. 
 
D. Second Vice-President duties include but are not limited to: 

1. Determine which programs and trainings qualify for continuing education hours. 
2. Submits monthly and annual statistical reports to the County Agent. 
3. Maintains membership and recertification records of members. 
4. Order name badges for newly certifying members, as well as replacement badges for 

membership. 
5. Order membership and annual recertification pins. 
6. Updates and disseminates the membership roster at least annually. 
7. Provide current membership roster for inclusion in the chartering documents.  
8. Initiate letters and/or emails to members who may not meet membership requirements as 

outlined in Chapter 5.  This can be done after the November Board of Directors meeting has met 
and discussed the matter. 

9. Manages or maintains the Volunteer Management System website. 
 
E. Recording Secretary duties include but are not limited to: 

1. Record the minutes of all Board meetings, general membership meetings and any special 
meetings that may be called.  

2. Recording Secretary must sign part of the check signature card papers and provide copy of 
accepted minutes listing officers to sign checks. 

3. Provide, in a timely fashion (one to two days after meeting), a preliminary copy of the Board 
meeting and general meeting minutes to the Board of Directors for their review and 
correction.   

4. After corrections are made, provide a copy of the Board meeting and general meeting minutes 
to the Corresponding Secretary for distribution to membership.   

5. Ensure Board of Directors meeting minutes are distributed to the membership prior to the 
general meeting for the month. 

6. Record attendance at all Board meetings in minutes to ensure presence of a quorum. 
7. Ensure all official minutes are appropriately filed for future reference in the files at the Milam 

County Extension Office. 
 

F. Corresponding Secretary duties include but are not limited to: 
1. Initiate and manage all the necessary correspondence and contact members by the telephone or 

email as the need arises.   
2. Establish the procedures for submission of information from other associations for general 

dissemination to the membership.  Board of Directors shall approve these procedures. 
3. Send appropriate cards or letters to members identified as being in need. 
4. Monitor the LRBMGA email and respond or forward as needed. 
5. Ensure disseminated information is relevant to LRBMGA. 
6. Purge email list when changes occur and in January to remove individuals who are not renewing 

membership or failed to meet membership requirements. 
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7. Sends notification of memorial contributions and sends thank you note to donor with 501(3)(c) 
information.  
 

G. Treasurer duties include but are not limited to: 
1. Act as custodian of all funds and securities of the Association. 
2. Perform the following banking duties: 

a. Establish authorization and passwords for online banking to receive monthly bank 
statements.  

b. Meet with bank representative prior to January Board meeting and establish new 
signature cards for check writing authorization for incoming President and Treasurer. 
Recording Secretary must also sign and provide copy of accepted minutes listing officers 
authorized to sign checks. 

c. Receive all dues and monies for the Association.  Keep an exact accounting of all dues, 
income, bank deposits, disbursements, and other financial matters. 

d. Provide checkbook and the bank statement for purposes of reviewing reconciliation on a 
monthly basis at the end of the Board of Directors meetings by the person or persons 
appointed by the President. 

e. Obtain and retain receipts or the appropriate documents needed for all disbursements of 
funds.  

3. Perform the following budget duties: 
a. Prepare an annual budget with the assistance of the Board of Directors.    
b. Present existing updated budget, YTD, to “owners” of budget items for their feedback in 

September. 
c. Present the draft budget at the October Board of Directors meeting. 
d. Present the proposed budget at the October general meeting. 
e. Provide a copy of the proposed budget to the Corresponding Secretary following the 

October general meeting for distribution to membership. 
f. Present the proposed budget for vote at the November general meeting. 
g. Pay all bills according to the annual budget or as directed by the Board of Directors.   
h. Coordinate with President who can approve non-budgeted items that are $250 or less. 

4. Perform the following reporting duties:  
a. Prepare and submit Internal Revenue Service Form 990-N Tax-Exempt Organizations by May 

15 of each year.  
b. Provide a written monthly financial report to the Board of Directors and a verbal summary 

to the general membership.  Any members may review the written report. 
c. Maintain a record of income and expenses in various categories/budget items as requested by 

the Board of Directors. 
d. Provide financial reports and be available to explain the financial records of the 

Association during the end of year Audit Committee meeting. 
e. Provide annual financial report and approved budget for inclusion in the Chartering 

Documents. 
5. Perform the following membership duties:   

a. Provide Second Vice-President with names of renewing members who have paid dues.   
b. Reconcile dues and hours with the assistance of the Second Vice-President. 
c. Collect annual member dues and pay TMGA dues by the deadline. 
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d. Provide information to the Board of Directors regarding members who have not paid dues.   
6. Perform the following Plant Sale duties:  

a. Prepare all required reports and payments to maintain the state floral license for plant sales.   
b. Post copies of the state floral license at all locations for plant sales. 
c. Obtain Board approval to withdraw cash for change at the plant sales. 
d. Chair the tally/cashier section of the plant sale.  
e. Reconcile plant sale tickets to money received and deposit slips. 
f. Designate two members to independently tally money received at end of sale and provide 

Treasurer with signed/dated slips.  This is part of checks and balances for Treasurer’s 
reconciliation. 

7. Perform the following new class duties: 
a. Assist Class Coordinator to ensure timely payment of all speakers for training classes.   
b. Work with Class Coordinator to prepare a budget for each LRBMGA training class. 

8. AgriLIfe Financial Manual:  
Read and be familiar with the Texas A&M AgriLife Extension Service Financial Resource 
Management Manual (Appendix G).  This manual provides extensive guidelines for “External 
Support Groups” along with various forms that can be used or modified for specific use in our 
organization.  The Treasurer should be familiar with the manual particularly related to internal 
controls and proper record keeping.  Questions related to procedures that may be required by 
Texas A&M AgriLife Extension Service should be directed to Extension Agent for input and final 
decision. 

9. Records memorial contributions and notifies the Corresponding Secretary to send an 
acknowledgement of the memorial. 

 
H. Historian duties include but are not limited to: 

1. Record and maintain scrapbook of organization events and activities. 
2. Check newspapers, cut out articles, and put in scrapbook. 
3. Take pictures at events and activities.  Add to scrapbook with date and name of event. 
4. Provide pictures to the Marketing and Media Committee as requested. 

 
I. Board Member-at-Large duties include but are not limited to: 

1. Bring matters of interest before the Board as a representative of the membership. 
2. Be a voice of the membership on the Board of Directors. 
3. Lead and/or work on special projects as assigned by the President. 

 
J. Immediate Past President duties include but are not limited to: 

1. Serve as chair of the Bylaws and Procedures Committee.  Lead an annual review of the Bylaws 
and Policies and Procedures Manual during the September time frame. 

2. Serve as a Parliamentarian for Board and general meetings of the Association. 
3. Provide support and encouragement to the current President. 
4. Make recommendations for the handling of issues based on experience. 
5. Help define actions that need to be taken. 
6. Provide continuity of operations from previous year. 
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Chapter 13:  Committees and Projects 
  

A. General.  As established by the LRBMGA Bylaws, the Board of Directors authorizes both standing 
and special committees as deemed necessary and beneficial to the Association.  
1. Chairs of the committees are appointed by the President, approved by the Board of Directors 

and announced at the January general meeting and throughout the year as needed.  All chairs 
must be certified Texas Master Gardeners. 

2. Committee chairs must work within the guidelines as defined in this Manual to accomplish 
their charge as defined by the Board of Directors. 

3. The membership can volunteer to assist on a committee by contacting the Association 
President prior to the January Board of Directors meeting.  Membership is encouraged to 
volunteer to assist with committee activities. 

4. During the January Board of Directors meeting, the committee chairs and Board of Directors 
make committee assignments.   

5. The committee assignments are distributed at the January general meeting. 
6. For the Audit and Nominating Committees, the committee chairs select the members, who 

then must be approved by the Board of Directors according to Bylaws of the Association. 
7. All committee chairs must submit budget requirements by September 1 of each year for the 

upcoming year. 
 
B. Committees List.  The following committees are identified by the Board of Directors for the 

Association: 
1. Bylaws and Procedure Committee 
2. Marketing and Media Committee 
3. Audit Committee 
4. Nominating Committee 
5. Programs Committee 
6. Hospitality Committee 
7. Junior Master Gardener Committee 
8. Triangle Demonstration Garden Committee 
9. Butterfly Garden Committee 
10. Fund Raising  

a. Plant Sale Committee 
b. Rose Sale Committee 
c. Raffle Committee 

 
 



Little River Basin Master Gardener Association Policy and Procedures Manual  
(approved February 21, 2018; updated January 15, 2021) 

 

 33 

C. The Bylaws and Procedures Committee reviews and offers amendments and updates to the 
Association Bylaws and the Policies and Procedures Manual.   
1. The Immediate Past President is the chair of this committee. The chair works with the Board 

of Directors to provide amendments and updates to the membership. 
2. The committee shall conduct an annual review of the Bylaws and the Policies and Procedures 

Manual.  The review should be completed during September so updates can be presented to 
the Board and membership prior to the end of the year. The results of this review will be 
reported to the Board of Directors by the committee chair.  

3. Bylaws amendments are considered according to Article IX of the LRBMGA Bylaws: 
a. Notice of all proposed amendments must be presented to the membership at one general 

meeting and a copy distributed to members not present.  Proposed amendments will be 
voted on at the next general meeting.    

b. Bylaws may be amended by a two-thirds vote of the voting members present.   
4. Policies and Procedures Manual updates are made according to Chapter 3 of this Manual. 

 
D. The Marketing and Media Committee communicates information to membership and 

communicates and markets LRBMGA activities to the public. 
1. Marketing and Media Committee Chair: 

a. Must be a non-voting member of the Board of Directors and attend Board of Director 
meetings to inform the Board of marketing activities, as well remain abreast of upcoming 
activities that need to be marketed.   

b. Work with the Corresponding Secretary to distribute information to the membership. 
c. Maintain a master list of all publicity venues available for publication of LRBMGA 

programs, events, meetings, workshops, and training classes and will ensure that timely 
announcements are released to the general public regarding those opportunities.  Such 
venues include Chambers of Commerce, radio, newspapers, and applicable social media. 

2. Marketing and Media Committee membership includes, but it not limited to the Chair, 
Webmaster, Facebook Coordinator, Radio Coordinator, Newspaper and Periodical 
Coordinator, and Promotional Material Coordinator.  All members report to the Committee 
Chair.  The Committee will: 
a. Develop a plan for marketing LRBMGA events. 
b. Maintain and monitor LRBMGA social media sites (including the Facebook, Association 

Website, etc.), ensuring information is timely, current, and adheres to Texas MG 
standards. 

c. Periodically submit informational articles and newsworthy items to local newspapers (such 
as certifications, field trips, etc.).  

d. Coordinate radio spots to promote activities. 
e. Market plant sales, educational events, and Master Gardener events to the membership 

and the public. 
f. Maintain brochures and flyers.  
g. Adhere to copyright regulations, plus Texas A&M AgriLIfe and Texas Master Gardener 

guidelines. 
3. Webmaster  

a. The Board of Directors can appoint one or more Webmasters. 
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b. The Webmaster for the LRBMGA should be proficient in the use of web publishing 
software or be willing to learn the software. 

c. The Webmaster must have Internet access. 
d. The LRBMGA website should be updated in a timely manner and shall never be allowed to 

become stale or outdated. 
e. The Webmaster informs the Chair of the Marketing and Media Committee of any 

passwords, codes, or other information necessary to access the webpage in the event of 
an emergency situation where the Webmaster is not available. 

4. Facebook Coordinator  
a. The Board of Directors can appoint one or more Coordinators. 
b. The Administrator should be proficient in the Facebook procedures and post only items of 

educational based information, events, activities, accomplishments, etc.  
c. The Facebook Coordinator must have Internet access. 

5. Radio Program Coordinator 
a. The Board of Directors can appoint one or more Radio Program Coordinators. 
b. The Radio Coordinator schedules speakers and approve topics for discussion.  
c. The LRBMGA radio programs should provide educational and promotional information in a 

timely manner. 
d. The Coordinator keeps the Chair of the Marketing and Media Committee informed 

concerning the procedure of working with the radio station in the event of an emergency 
situation where the Coordinator is not available for a period of time. 

6. Newspaper and Periodical Coordinator 
a. The Board of Directors can appoint one or more Periodical and Newspaper Coordinators. 
b. The Coordinator writes or solicits articles to be published. 
c. The Coordinator must have access to the printed media contacts. 
d. The LRBMGA printed media should provide educational and promotional information in a 

timely manner. 
e. The Coordinator keeps the Chair of the Marketing and Media Committee informed of 

contact information for periodical and newspaper outlets. 
7. Promotional Material Coordinator 

a. The Board of Directors can appoint one or more Promotional Material Coordinators. 
b. The Promotional Material Coordinator designs and updates brochures and flyers. 
c. The LRBMGA printed media should provide educational and promotional information in a 

timely manner. 
d. The Coordinator keeps the Chair of the Marketing and Media Committee informed of 

contact information for distribution of printed media (such as Chambers of Commerce, 
newspapers, and the Milam County AgriLife Extension Office. 

 
E. Audit Committee Chair and committee members are selected and approved according to Article 

VII, Section 4 of the Bylaws.  
1. The committee consists of a chairperson, President, and a minimum of two certified members 

not currently serving on the Board of Directors.  
2. Duties include but are not limited to: 
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a. Audit the financial records of the Association in early January of each year and present 
their report at the January Board of Directors and general meetings. 

b. Use the audit checklist attached to this Manual. 
c. Include any suggestions for improvement, as well as excellent bookkeeping, in the report. 
d. Provide a copy of the report to the President to be included in the charter materials 

before the end of January. 
 
F. Nominating Committee Chair and committee members are selected according to Article VII, 

Section 5 of the Bylaws.  
1. The committee shall consist of a chairperson and two certified members not currently serving 

on the Board.  
2. Duties include but are not limited to: 

a. Select a slate of officers for the committee chair to present at the October Board and 
general meetings.  Nominations may be taken from the floor in October. 

b. The committee chair presents the slate of officers at the November general meeting of the 
Association.  Membership must approve the officers by a majority vote of those present.  

c. Coordinate the installation of officers at the December general meeting of the Association. 
 
G. Program Committee duties include but are not limited to: 

1. The First Vice-President serves as the Chair of the Program Committee. 
2. The Program Committee is responsible for the general meeting programs and special 

meetings presented to the public.  These duties include arranging for speakers and locations, 
working with Second Vice-President on the training needs of the members, reviewing the 
annual interest survey of the membership, working with the treasurer on payments needed, 
and working with the Hospitality Committee to provide refreshments. 

3. The Chair of the committee informs the Board of Directors of the Association meeting plans. 
 
H. Hospitality Committee duties include but are not limited to: 

1. Plan monthly refreshments for the general meetings and special occasions of the Association 
throughout the year. 

2. Coordinate with the First Vice-President on program locations and refreshment needs.  
Determine table requirements and space available for refreshments including kitchen 
facilities, disposal of trash, etc. 

3. Purchase paper goods for program refreshments, as well as drink and ice needs. 
4. Submit receipts to the Treasurer for reimbursement. 
5. Provide input to the Treasurer for the hospitality budget. 
6. Arrive early at meetings for refreshment set-up. 
7. Coordinate with the First Vice-President for information to the membership on refreshments. 

(i.e. Member whose last name begins with A-I bring finger food or members whose last name 
begins with J-Z bring finger food.) The membership refreshment request should be included in 
the First Vice-President’s announcement of the monthly meetings. 

8. Dispose of all food and trash after the meeting.  Make sure tables and chairs are back in their 
original places. 
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I. Junior Master Gardener Committee duties include but are not limited to: 
1. Work with County Extension Agent to: 

a. Coordinate school and Head Start contacts. 
b. Select the training content. 
c. Complete Extension required contact reports. 
d. Plan and conduct the sessions at the selected locations. 

2. All Texas Master Gardeners must have passed the criminal backgrounds check prior to 
working with youth.  
 

J. Triangle Demonstration Garden Committee: 
1. The Board of Directors will appoint one of more Chairs to coordinate the activities of the 

Triangle Demonstration Garden. 
2. Subcommittee chairs and members are needed for the coordination and maintenance of the 

garden in the following areas:  Gazebo Garden; Rose Garden; Xeriscape Garden; Herb Garden; 
Wildscape Garden. 

3. Committee chairs must submit a budget to the Association Treasurer by September 1 each 
year.  
 

K. Butterfly Garden Committee:   
L. The Board of Directors will appoint one of more Chairs to coordinate the activities of the Butterfly 

Garden. 
1. Committee members are needed to assist with the maintenance of the garden. 
2. The Chair must submit a budget to the Association Treasurer by September 1 each year.  

 
M. Fund Raising duties include but are not limited to: 

1. The Board of Directors will appoint one or more Chairs to coordinate the activities of the 
following Fund Raising Committees:  Plant Sale Committee; Rose Sale Committee; Raffle 
Committee. 

2. Plant Sale Committee:   Chair and committee membership plans and conducts the annual 
Plant Sale in the spring.  The committee chair selects the sub-committee chairs. 

3. Rose Sale Committee:   Chair and committee membership plans and conducts the annual Rose 
Sale in the fall.  The committee chair selects the sub-committee chairs. 

4. Raffle Committee:   Chair and committee membership plans and conducts the annual Raffle 
with the Plant Sale. 
 

N. Little River Basin Master Gardener Association Projects: 
1. How Is A Project Selected? 

a. Any member may submit a written request to the Board of Directors.  A form is located on 
the LRBMGA website. 

b. The request should include an outline of the tasks and a time frame for completion.   
c. The Association does not financially support any project.  
d. Projects provide opportunities for volunteer hours for membership. 
e. Projects provide a service to the community and promote the Association’s goals and 

objectives. 
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2. Projects 
• Remembrance Garden Project:  The Project Chair coordinates volunteers to assist with the 

maintenance of the garden. 
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Chapter 14:  Special Reports 
 

A. Chartering County Master Gardener Associations 
Required annually by the Texas Master Gardener Association and the Texas A&M AgriLife 
Extension Service.     
1. Chartering is done on an annual calendar year basis, January 1 to December 31.   
2. Annual Charter Agreement is available on the following website:  

http://txmg.org/information/forms/   
3. The completed form is due to the Texas A&M AgriLife Extension Agent no later than January 

31.  Every effort should be made to submit the form prior to that date. 
4. Charter forms and attachments must be receipted by the Extension Agent and a copy of the 

receipted document kept on file in the LRBMGA files in the Extension Office.    
a. The list of the LRBMGA membership is based on all members who have recertified for the 

upcoming year, not the membership list as of December 31.   
b. Current financial statement is based on the financial activities from the current calendar 

year. 
c. Budget for the upcoming year, as provided by the Treasurer and approved by 

membership. 
d. A copy of the IRS Form 990 or 990-N, or evidence of filing of the form for the current year. 
e. The last Audit Report or Financial Review will also be included. 

5. Scan the charter agreement cover page after signed and filed with Extension Office.  Email the 
cover page to Jayla Fry at jbfry@tamu.edu . 

B. Texas Master Gardener Association (Annual) Dues Invoice 
1. Association dues for the current year are due to TMGA beginning in January.  The dues form is 

located on the TMGA website.  
2. The Association Treasurer is responsible for completing the dues form and submitting to the 

TMGA Treasurer annually.    
3. Dues must be sent by certified mail to be received by the TMGA Treasurer no later than 

March 1, or they will be considered delinquent.   
4. Dues will be paid for Certified Texas Master Gardeners. 

 
C. County Association Information Provided by January 31 to Texas Master Gardener Association  

1. Officers and contact information will be provided to the TMGA secretary online at - 
http://txmg.org/information/forms/  - County Association Officers/Directors Submission 

2. TMGA directors and alternates and contact information will be provided to the TMGA 
secretary online at -  http://txmg.org/information/forms/  - County Association 
Officers/Directors Submission 

 
D. Hours Reported to County Extension Office 

The Second Vice-President provides an annual hours report to the Texas AgriLife Extension Agent 
by January 31, or sooner if requested by County Extension Agent. 
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Appendix 1 - Association Forms 
 

 
All Association forms are available on the LRBMGA website (www.txmg.org/milam) and may be 
downloaded as needed. 
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Appendix 2 – Timeline of Actions and Reports 
 

January 
• Complete Charter Packet Agreement & file in Extension Office (President) 
• Set Committee Chair appointments (President) 
• Work with Chairs and Board to fill committees (President) 
• Obtain Board approval of Audit and Nominating Committee members (President) 
• Distribute committee assignments at January general meeting (President) 
• Appoint 2 Directors and 2 alternates to the TMGA Board of Directors (President) 
• Complete TMGA annual online reports (President) 
• Appoint a Board member to review bank statement each month (President) 
• Distribute annual certification pins (2VP) 
• Update Membership Roster and distribute (2VP) 
• Submit annual volunteer hour and contact reports to the Extension Agent prior to January 31 

(2VP) 
• Purge email list for accuracy (Corresponding Secretary) 
• Conduct annual audit of Association financial records (Audit Committee) 
• Change signature cards at bank to reflect officer changes (President & Treasurer) 
• Complete and submit IRS Form 990N (Treasurer) 

 
February 

• Send in dues in ample time so TMGA Treasurer receives by March 1 (Treasurer) 
 
September 

• Review Bylaws and Procedures Manual; coordinate updates (Past President and Bylaws and 
Procedure Committee) 

• Coordinate design and production of recertification pin (2VP) 
• Re-enroll in 4H System (all members) 
• All budgets submitted to Treasurer (Officers & Committees) 

 
October 

• Proposed budget presented to Board members at the Board meeting (Treasurer) 
• Proposed budget is sent to the membership prior to the general meeting and presented at the 

general meeting (Treasurer) 
• Slate of officers are presented to the membership (Nominating Committee)  

 
November 

• Vote on budget at the general meeting (President and Treasurer) 
• Vote on nominated slate of officers at the general meeting (Nominating Committee Chair) 
• Circulate committee interest sheet (President) 
• Gather input and update Speaker’s Bureau list (President) 
• Send letters/email to members who are not meeting recertification requirements (2VP) 
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December 
• Members must pay dues prior to the general meeting (Members & Treasurer) 
• Volunteer and continuing education hours must be entered into the online system by Dec 31 

(Members & 2VP) 
• Incoming officers are installed at the general meeting (Nominating Committee) 
• Awards are due to the President (Membership) 
• Survey membership for next year’s training topics (1VP) 
• Board (President) must receive requests from  

o Interns who require extensions for meeting certification requirements 
o members who are unable to recertify  
o members who wish to be place in inactive status. 

 
Note: Volunteer hour and contact report is submitted monthly to the Extension Agent (2VP) 
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Appendix 3 - Change Sheet Summary 
 

January 15, 2021  
- Added Emeritus and Honorary Memberships designations. 
- Deleted requirement for secret ballots 
- Changed month (from November to October) that officer nominations may be made from the floor. 


