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13.

14.

15.

16.

17.

18.

Should be seated next to the president
during the meeting.

Assists chairmen and members in the
wording of motions when asked.

Attends committee meetings as advisor
when asked.

If asked to speak to the club, remember
your answer is an opinion, not a ruling and
quote from Bylaws or Robert's Rules of
Order, newly revised as a source.

Ilgnores minor infractions, but by discreet
note, let the chair know of any major error.
If the matter substantially affects the rights
of the member/s or the club, request the
chair confer with you immediately.

Should not make motions, debate or vote to
show impartiality. Bylaws may state that
parliamentarian may vote in ballot votes
and ballot vote elections, otherwise the
parliamentarian is not allowed to vote.

NOMINATING COMMITTEE

Bylaws should provide for election, duties and
procedure of the nominating committee. An
organization must maintain good leadership. A
nominating committee must take the time to
examine the qualifications and abilities of the
candidate. As a committee, your decisions
could well affect the future of the organization.

1.

2.

The president should not appoint this
committee nor be a member of it.

In come cases, the past president may chair

the committee since she is very

knowledgeable about the abilities of the
members.
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PARLIAMENTARIAN
The parliamentarian is a consultant who advises
the president and other officers, committees,
and members on matters of parliamentary
procedure. The parliamentarian’s role during a

meeting is purely an advisory and consultative

one - since parliamentary law gives to the chair
alone the power to rule on questions of order or
to answer parliamentary inquires. A member of
the assembly who acts as tis parliamentarian
has the same duty as the presiding officer to:
Duties:

1.

2.
3.
4

& O
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10.
11.

12.

Maintain a position of impartiality

Does not make motions

Does not participate in Debate

Does note vote on any question except in
the case of a ballot vote. Does not cast a
deciding vote.

Give advice only when asked.

May serve as advisor to Bylaws or revision
committee rather than chairman to ensure
impartiality.

Support the president.

Learn what the president expects from you.
Advise president, members, committees
and board on matters of parliamentary
procedure when asked.

Must be familiar with the club’s Bylaws.
Must know the business that is to come
before the club.

Confer with the president before the
meeting begins and assist in preparing the
agenda when requested by president.
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4.

Coordinate interest of clubs and circles
within their district. ’

Establish workshops in cooperation with
district and state chairmen.

Visit as many clubs and circles as possible
during term of office.

Speak at club and circle meetings and
install officers when requested.

Secure host clubs for district meetings
preferably two (2) years in advance.
Prepare annual report summarizing district
activities.

10. Attend FFGC Board of Directors meetings,

Director orientation and state conventions.

RESPONSIBILITIES OF CLUB

OFFICERS

PRESIDENT
Duties:

1.

o

Be knowledgeable about local, district and

state Bylaws.
Promote the aims and objectives of FFGC.

Appoint necessary chairmen.

Compile calendar of events to avoid conflict
with district, state, regional and national
events.

Encourage membership participation on all

levels.
Publicize and follow directives from District

and FFGC.
Prepare and submit annual report of club

activities as directed.
Preside at all board and regular meetings.
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9. Appoint Parliamentarian and all necessary
chairmen of standing and special
committees.

10. Prepare a budget with assistance of
treasurer or assist in preparation of budget
whichever is stated in club Bylaws.

11. Sign checks in the absence of the treasurer.

12. Appoint an audit committee.

13. Serve as ex-officio member of all
committees except the nominating
committee, unless otherwise provided for in

the Bylaws.

MEETING PREPARATION

1. Prepare for meeting. consult with
parliamentarian, prepare an outline and/or
script agenda and script.

2. Provide a copy of the agenda to all
executive committee members when

possible; if not, provide a copy to the
secretary and parliamentarian.

3. Be familiar with the Bylaws, make sure the
rules of the organization are followed.

4. Arrive early, make sure room is set-up,
arrange papers.

5. Seat parliamentarian to your right and
secretary to your left.

6. Start meeting on time.

PRESIDING
1. Refrain from dominating discussions;

encourage other officers and members to

give reports.
2. Ensure that all members understand the

business before the club.

19




image3.png
VICE PRESIDENT
Duties:

1.

Presides in the absence of the President
but may not take over any other
presidential duties unless so stated in the
Bylaws.

If the club has more than one VP, they are
usually numbered and the 1st VP would

she is referred to as “the chair.* Or it may
be designated in the Bylaws as to who

presides in the absence of the President.
Standing committees are constituted to
preform a continuing function, and remain
in existence permanently or for the life of
the assembly that establishes them.
Members of such a committee serve the
term corresponding to that of the officers, or
until their successors have been chosen,
unless the bylaws or other rules otherwise

expressly provide.

RECORDING SECRETARY

Duties:

1. Arrive early.

2. Sit near the president to easily pass
papers.

3. Provide the president with a copy of the
minutes as soon as possible after the
meeting.

4. If required by the club takes the roll call.

5. Can request that the motion or amendment
be in writing.

6. Bring pencil and paper for ballots.
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CORRESPONDING SECRETARY

The corresponding secretary handles business
correspondence. |f the club has a
corresponding secretary, she handles social
correspondence. The secretary can be asked to
summarize lengthy correspondence.

TREASURER

Duties;

1.  Keep an accurate record of the club’s
finances.

2.  Compile a financial report and present at
each meeting.

3. Submit the financial records of the club for
an annual audit.

4. Collect dues and send delinquency notices
if necessary.

5. Deposit club’s funds in a bank approved by
the board.

6. Pay all bills by check for accurate
accounting of funds. The club determines
who is authorized to sign checks.

/. Disburse funds as authorized by the club or
as prescribed in the Bylaws or Standing
Rules.

8. When the budget is adopted, the club may
adopt a motion to authorize the treasurer to
make payments up to the budgeted
amount.

9. Serve as chairman or member of the
finance and budget committees.

10. Keep the club’s funds separate from all
others.
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11. Secure bank card/signature card and any
other forms necessary at the end of term
for transition of incoming administration.

Record keeping

1. Keep yearly financial statements forever.

2. Keep bank statements, deposit slips,

vouchers and receipts for seven years.

Sample monthly financial report:
Four Seasons Garden Club
September 1, 2012

Balance on hand 802.00
Receipts 250.00
Dues (25 members @$10.00)
Membership Tea 100.00
Total receipts 350.00

Total (balance =receipts) 1,152.00
Disbursements

Dues to FFGC 225.00
Catering for Tea 50.00
Postage 16.00
Office supplies 10.25
Total disbursements 576.25
Balance on hand Oct.1, 2012 575.75

Jally Imith

Sally Smith, Treasurer

Sample of a proposed budget

Four Seasons Garden Club
Balance carried forward from 2012 580.00
2012 ACTUAL 2013 PROPOSED
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