


be a candidate for more than one office at a time. A quorum as defined in Article IV Section E.1
or Article IV Section E.3 must participate in the election process.

Section B — Terms. Terms of office shall be two (2) years. Terms in office for the Executive
Board positions of President, Vice President, Treasurer, and Secretary shall stagger beginning
July 1 and ending June 30.

Section C —Recall. Any one or all officers may be recalled upon presentation of a recall petition
signed by at least ten percent of the members to either the president or vice president. A recall
election must be held within forty-five days of receipt of the petition. The majority vote at a recall
meeting or the majority vote of responders to a recall by Absentee Balloting will determine if the
recall is successful. A quorum as defined in Article IV Section E.1 or Article IV Section E.3 must
participate in the recall election process.

Section D — Officers and Responsibilities. The Executive Board shall consist of the following
officers.

Officers Responsibilities
. Conduct meetings and represent the Club to the
President . ..
Association.
Vice-President Assume President’s duties as needed.

Collect and deposit all funds, pay all bills, maintain
Treasurer financial records, prepare Financial Report and
annual budget.

Secretary Take and maintain minutes of meetings.

Represent the views of the membership to the
Executive Board and carry out such additional duties
as may be designated by the President or Executive
Board.

Members-at-Large (5)

Section E — Vacancies. If a vacancy should occur on the Executive Board for any reason including
as a result of recall by members, the remaining members of the board shall decide the make-up of
the board and may fill the vacancy from the Club membership. The designee shall serve until the
next election of officers. Until appointees are confirmed by the vote of the membership, they may
attend the board meetings, but may not vote. Confirmation of the appointment will be conducted
by a vote of the membership in accordance with Article ITI Section A.

Article IV — Meetings

Section A — Frequency of Meetings. General meetings open to the membership may be held on
the fourth Tuesday of the month, excluding June, July, August and December. Special meetmgs
may be called by the Executive Board or by 10% of the membership.

Section B — Provisions for Announcing Meetings. Notice of general meetings shall be given to the
membership in a timely and broad manner which may include email, News & Views, and the Club
website. Clubs may place flyers in the racks in the clubhouses and also request the Events Office
to post flyers in the display cases in the clubhouses.

Section C — Minutes. Minutes will be taken to document the business segment of all meetings.
Minutes, as well as other pertinent administrative records, will be retained for a period of seven
(7) years.
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Section D — Attendance. Attendance figures for all meetings will be reported monthly to the
SCPDCA.

Section E — Voting and Quorum Requirements.

1. A quorum is required to conduct an election or a recall or to amend bylaws at a general
membership meeting and is considered to be twenty-five percent (25%) of the entire
membership.

2. Business items at a general membership meeting shall be approved by a majority vote
of those members in attendance, a quorum being present. A quorum to conduct
business is considered to be twenty-five percent (25%) of the entire membership.

3. Matters to be decided by Absentee Balloting require a quorum being the response of
fifty-percent (50%) of the entire Club membership.

Article V — Financial

Section A — Record Retention. Financial records shall be retained for a period of not less than
seven (7) years.

Section B — Bank Accounts. This Club operates as a part of the SCPDCA, which is a nonprofit
mutual-benefit California Corporation. Any and all bank accounts should be opened using the
SCPDCA Federal Identification number 943200731. Revenue other than dues must be accounted
for separately or placed in a special bank account. A copy of the monthly bank statements must be
forwarded to the SCPDCA Finance Department.

Section C — Budgets and Financial Reports.

1. The Club Treasurer is responsible for preparing an annual budget. The budget must
include any expenditures for recognition of officers and/or members. The budget’s
availability for review must be announced to the members.

2. On a fiscal year basis, the Financial Report (Form CA-11) of this Club shall be
submitted to the SCPDCA Finance Department. The fiscal year shall begin on July 1 and
end on the last day of June. The Club’s Executive Board is expected to manage revenucs
and expenditures in such a way that funds collected during a year are expended in
accordance with planned operations. If the Club has need to carry forward funds in
excess of $500.00, the Club must notify the SCPDCA Finance Director.

3. On a calendar year basis, the Disbursement Recap (Form CA-12) shall be submitted to
the SCPDCA Finance Department by January 7th of the following year. A form W-9
(Taxpayer LD. Number) must be obtained from each payee who receives $600 or more
for services within a calendar year and submitted along with form CA-12.

Section D — Support of off-site charities is allowed. Donations must be approved in advance by -
the General Manager. (Honorariums paid to speakers are not considered to be donations).

Section E — The SCPDCA and/or any member of the Club, with minimum notice, shall have
unrestricted access to all of the books and records of the Club.

Section F — Disbursements. All disbursements must be for a Club purpose. All payments, whether
for goods or services, shall be made by check, debit card or from an approved petty cash fund,
with purchase receipt or invoice retained with documentation. Disbursements shall not be made
from cash which has not been deposited in the Club’s account. Debit cards may only be issued to
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