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[bookmark: 2] Preamble – The word “Club” as used in this document shall be read as “The Rotary Club of Federal Way, Washington.”

Article I  -  Election of Directors and Officers

Section 1  -  The Club has a Planned Order of Succession which consists of a year as President Nominee, followed by a year as President-Elect prior to becoming President. When a member is selected and approved by the Board to the President Nominee’s position, it is understood that he or she enters into the order of succession and will become President of the Club two years later.

In February of each year, a nominating committee, consisting of past presidents and Club members shall be appointed by the Club president, with the concurrence of the Board, and it shall consist of the Immediate Past President, President, President-Elect, President Nominee and up to three other Club members who have substantial experience with Club activities. If possible, the committee shall be chaired by the most recent past president. If the Immediate Past President cannot act as the chair of the Committee, the President shall appoint an acceptable substitute. 

This committee will nominate a candidate for the Club’s President Nominee. This candidate will be presented to the Board for their review and approval. The candidate will be approached by the President-Elect for their acceptance.

At a regular meeting two weeks prior to the Annual meeting in mid April, the Nominating Committee shall present its list of candidates for the three open Director positions. At this same time, the President shall give all members an opportunity to offer additional nominations for the three Director positions. Any member nominating an additional nominee must have received approval by the potential nominee prior to the nomination. Following nomination, the candidate’s names will be presented to the Secretary as well as published in the Club bulletin. The nominations duly made shall be placed on a ballot in alphabetical order and shall be voted for at the April Annual meeting. The three candidates for Director receiving a majority of the votes shall be declared elected as Directors. All Directors elected shall assume their offices on the first day of July following their election. 

Qualifications 
(a)  President Nominee - Candidates for President Nominee shall be active members  in good standing with the Club, not currently on a leave of absence.  In addition, at the time of nomination, if the nominee is currently a Director, they will continue to serve as Director till the end of the current Rotary year.
 
(b)  Board of Directors -  Candidates for the Board of Directors shall be active members in good standing with the Club, not currently on a leave of absence. In addition, at the time of nomination, the member shall have attended or made up 50% or more of the meetings of the Club during the current Rotary year.
  
[bookmark: 3]Section 2 -– ThThe  e President-Elect shall serve in this capacity for the year commencing on the first day of July following election, and shall assume the office of President on the first day of July immediately following the year of service as President-Elect. Prior to the Annual meeting, the President-Elect will select Club members to serve as the Club Secretary and Treasurer to serve at the pleasure of the Board.  The officers and directors, so elected, together with the  immediate Past President, the President-Elect and President Nominee shall constitute the Board of Directors. 

Section 3  -  A vacancy in the board of directors or any office shall be filled by action of the remaining members of the board. 
  
Section 4  -  A vacancy in the position of any officer-elect or director-elect shall be filled by action of the board of directors. 
 
Article II  -  Board of Directors

Section 1  -  The governing body of this Club shall be the Board of Directors consisting of not less than ten (10) members, the President, President-Elect, President Nominee, Secretary, Treasurer, the Immediate Past President, and at least four (4) and not more than twelve (12) Directors elected in accordance with Article I, Section 1, of these bylaws.  The Board of Directors shall be the only voting members.  Each year the Club will elect three members to positions that are expiring. The normal term of office for each Director is three years.
 
Section 2 – For the purpose of conducting business at a Board meeting, the minimum number of board members required to form a quorum is 50% of the Board plus 1. For voting purposes, a simple majority of members present is required. 
 
Section 3  -  Membership on the Board of Directors shall terminate when a director has unexcused absences from three meetings of the board during the year of service. 
 
Article III  -  Duties of Officers
 
Section 1 - President -- It shall be the duty of the President to preside at meetings of the Club and Board and to perform such other duties as ordinarily pertain to the office of the President.  The President shall submitt a proposed budget in accordance with Article IX, Section 5.
 
Section 2  - President-Elect  It shall be the duty of the President-Elect to serve as a member of the Board of Directors of the Club and to perform such other duties as may be prescribed by the President or the Board.  
 
[bookmark: 4]The President-Elect shall attend the District President-Elect training (PETS) seminar unless excused by the Governor-elect. If the President-Elect does not attend the PETS training seminar and has not been excused, the President-Elect shall not be able to serve as Club President. In such event, the current President shall continue to serve until a successor who has attended PETS training seminar  has been duly elected. 
 
If not attended as President Nominee, it is highly recommended the President-Elect attend the District Rotary Academy to provide a foundation that will prepare him or her to take on the responsibilities of Club President. 
 
Section 3 -  President Nominee.  It shall be the duty of the President Nominee to preside at meetings of the Club and Board of Directors in the absence of the President and President-Elect and to perform such other duties as ordinarily pertain to the office. 
 
It is highly recommended the President Nominee attend the District Rotary Academy. This will provide a foundation that will prepare him or her to take on the responsibilities of Club President. 
 
Section 4  -  Secretary- -  It shall be the duty of the secretary to:
· keep the records of membership, 
· send out notices of meetings of the Club, board and committees, 
· record and preserve the minutes of Club and board meetings, 
· make required reports to Rotary International (RI).
· perform such other duties as usually pertain to the office of the secretary. 

(Note:  the monthly report of attendance shall be made to the district governor immediately following the last meeting of the month, by the Attendance Chair.)

The position of Secretary is considered to be a long-term position; tenure in this office being considered advantageous to the Club. The minimum term shall be three years 
The Secretary shall serve at the pleasure of the Board and the Club. When a vacancy occurs, the Secretary shall be appointed by the President. 
 
Section 5  -  Treasurer-- It shall be the duty of the Treasurer to: 
· have custody of all funds, 
· provide an accounting for same to the board of directors monthly, annually, and at any other time upon demand by the board. 
· maintain accurate Club financial records by being proficient in using the Quickbooks online accounting system
· maintain a relationship with the bookkeeping service for regular transactions
· work with the Rotary Club Foundation to record payments received from our members for contributions towards their Paul Harris Fellowship
· be responsible for receiving member payments for our Rotary lunch meetings as well as any other Rotary activities to be paid by credit card or cash.
· after the Rotary year ends (June 30th) the Treasurer will provide the financial year end results for Club activities to our CPA firm, currently Brantley Janson, to have them prepare our federal tax returns.
· All check payments made from Club or Foundation accounts >$500  to will be signed by two authorized signers.
· perform such other duties as pertain to the office of treasurer. 

Upon retirement from office the Treasurer shall turn over to the board all funds, books of accounts and any other Club property. 

The position of Treasurer is considered to be a long-term position; tenure in this office being considered advantageous to the Club. The minimum term shall be three years. The Treasurer shall serve at the pleasure of the Board and the Club. When a vacancy occurs, the Treasurer shall be appointed by the President. 
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Article IV  -  Meetings
 
Section 1 - An annual meeting of this Club shall be held during the first half of April, at which time the election of directors to serve for the ensuing year shall take place. Notice of this meeting shall be published in the Club bulletin at least two weeks in advance. 

Section 2  -  Regular weekly meetings of this Club shall be held as determined by the board. Due notice of any changes in or cancelation of the regular meeting shall be given to all members of the Club.  

Rotary Club of Federal Way members in good standing should:

· attend or make up at least 50 percent of regular weekly meetings 
· participation in Club projects, other events and activities may serve as make up for missed meetings.
· at least 30 percent of regular meeting attendance should be with our Club 

Section 3  -  Regular meetings of the board of directors shall be held each month.  Special meetings of the Board shall be called by the President whenever deemed necessary, or upon the request of two (2) members of the Board, due notice having been given. 
 
Article V  -  Fees and Dues
 
Section 1  -  The initiation fee as designated by the Board shall be paid before an applicant can qualify as a member. 
 
Section 2  -  The membership dues shall be determined by the Board with the understanding that the member’s subscription to THE ROTARIAN magazine and any district publication is included. Dues shall be paid within thirty (30) days of the date of notification to comply with District and RI requirements.  Membership maybe terminated for failure to meet this requirement subject to the discretion of the Board.   
 
Section 3 – Upon signing up for a scheduled event, each member shall assume the cost for self and guest (if any), whether attended or not.  To avoid charges, cancellation must be made not less than 48 hours prior to the event. In addition, any Club member bringing a guest to a regular Club meeting shall pay for their meal.


Article VI  -  Method of Voting
 
[bookmark: 6]The business of this Club shall be transacted by voice vote.  If there are more members seeking a directorship than the number of directors allowed in Art. II, Sec. 1, the election of directors shall be by ballot.
 
Article VII  - Committees
 
Section 1 - Appointment of Committees 
 
(a) The President-Elect shall, subject to the approval of the Board-elect, appoint Committee chairs to oversee the following areas of service: 

· Club Service 
· Community Service  
· International Service 
· Youth Service
· Fund Raising
· Financial

(b) The President-elect shall appoint subcommittees on particular phases of club service, community service, and international service, and youth service as are deemed necessary. 


(c) The President shall be ex officio a member of all committees and, as such, shall have all the privileges of membership thereon. 

(d) Each committee shall transact such business as is delegated to it in the bylaws and such additional business as may be referred to it by the President or the Board.


Section 2  -  Sub-Comittees
The following sub-committees shall devise and carry into effect plans which will guide and assist the members of this Club in discharging their responsibilities.  The chairs of these sub-committees shall be responsible for regular meetings of their committee and shall report to the board on all sub-committee activities.

· Club Service
· Attendance
· Fellowship
· Membership
· Vocational
· Programs
· Nomination
· Community Service 
· Community Sevice
· Public Relations/Marketing
· Scholarships
· International Service 
· Rotary Foundation/Paul Harris
· World Community Service
· Youth Service
· New Generations
· Interact
· Fund Raising 
· Procurement
· Raffle
· Marketing
· Financial
· Endowment
· Investments
· Financial Oversight

The Club recognizes the need for a Fund Raising Committee to provide the financial means to undertake all of our international, civic, scholastic, and human service projects. 
The Fund Raising Committee is responsible for developing fund raising events and the planning and execution of all the related activities that culminate in the fund raising event.
The Fund Raising Committee chair has a time-consuming task that runs throughout the Rotary year. It is recommended this position be for a 2 year duration, with a plan for continuity.


Article VIII – Leave of Absence
 
Upon written application to the Board, setting forth good and sufficient cause, leave of absence may be granted excusing a member from attending meetings of the Club for a maximum of six (6) months at any one time.  Such leave of absence, in the case of illness, military service in the time of war or national emergency, or other reasons that the Board of Directors determines to be appropriate, may be further extended at the discretion of the Board.  
 
Such leave of absence does operate to prevent a forfeiture of membership: it does not operate to give the Club credit for the member's attendance. Said members will pay annual dues.   

Excused Absence: A member’s absence shall be excused if 

(a) The absence complies with the conditions approved by the Board. The Board may excuse a member’s absence for reasons which it considers to be good and sufficient, or 

(b) The aggregate of the member’s years of age and years of membership in one or more Clubs is 85 years or more and the member has notified the Club secretary in writing of the member’s desire to be excused from attendance and the Board has approved.

Article IX  - Finances
 
[bookmark: 8]Section 1  - The treasurer shall deposit all funds of the Club in a Board approved insured financial institution named by the board. The responsibilities of and the accounting for fund raising activities will be governed under our Foundation with our Fundraising Event activities being the major source of funding. All fundraising financial activities for the purpose of charitable use proceeds and related expenses are to be processed through the Foundation account (501c3) vs. the Club account (501c4). 

However, the Club is the entity that reports to the Washington State Gaming Commission all fund-raising activities that are recognized as gambling.
 
Section 2  - All bills must be authorized in writing by a Club officer or committee chair using the document known as the “payment authorization form”.  Following authorization the bill (s) shall be paid by debit card and/or checks signed by the Treasurer as a single signer.

Section 3  A bond is maintained to protect Club funds against financial malfeasance. 

Section 4  - The fiscal year of this Club shall extend from July 1 to June 30th with the payment of per capita dues, invoiced by Rotary International, divided into two (2) semiannual periods extending from July 1 to December 31st and from January 1 to June 30th. These payment periods are established by Rotary International invoicing on the basis of the membership of the Club on those dates. In addition to Club dues owed to Rotary International, our Rotary District, 5030, will also bill our Club for their annual dues payment based on our members totals for the beginning of our Rotary year on July 1st. To comply with Rotary International and Rotary District 5030 invoicing, the Treasurer will bill all active Club members on July1st for their annual dues.
 
Section 5  -  Prior to the beginning of each fiscal year, the President-Elect shall prepare a budget of estimated income and expenditures for the year, to be approved by the Board, which shall stand as the limit of expenditures for these purposes, unless otherwise ordered by action of the Board. All committee expenses to be paid over $2,500, even within the committee’s approved budget, must be approved by the Board unless previously approved as a budget line item. 
 
Section 6 - Financial Committee  The financial sub-committees (Art VII, Sect 2) shall devise and carry into effect plans which will guide and assist the members of the Club in discharging their fiscal responsibilities.  The Board will select members in good standing with appropriate qualifications to serve as Trustees of the Club. The trustees shall supervise all investments of Club funds and report such investments monthly to the Board.
 
Section 7 - A thorough review by the President, President-Elect, and Treasurer shall be made at the end of the Rotary year (not later than June 30) of all of the Club’s financial transactions. This report will be presented to the Board of Directors within 60 days of the end of the Rotary year. 

The intent of the review is two fold:  First, to exercise oversite of the Club finances.  Second, to provide the incoming President an overview of revenue sources and expenses to assist in creating the new Club budget.  

Section 8 – An annual financial statement of the Club shall be available to Club members.


Article X- Method of Electing Members

Section 1 - “Membership Proposal and Initial Board Approval” a prospective member may be proposed by any active member. The proposal will be submitted to the Membership Chair, and must provide at a minimum, the applicant’s name and e-mail address, preferably including a best phone number.

The Membership Chair will input this information into DACdb, and DACdb will electronically send an application email to the applicant to fill out and return to DACdb.
Once done and sent back to DACdb a new column heading appears in “MY Club” titled “Prospective Member” and the applicant’s information will be under their name.
The Membership Chair will submit all or a portion of this data (copy and paste), including the club sponsor name to the board distribution via e-mail. The Membership Chair can, with President’s approval ask for the members to reply via e-mail for approval or wait until the next board meeting to discuss/approve. 

The board will review the applicant’s qualifications and approve or disapprove the proposal no later than thirty (30) days of its submission. The membership proposal will be kept confidential except where necessary to secure the information needed to process the application.

If there are Board objections, the Board will discuss in detail and by secret ballot vote for approval or disapproval by simple majority. If the Board disapproves the applicant for membership, the Membership chair will so notify the applicant. 

If the Board approves see Section 2.

Section 2 - “Membership Proposal and Club Membership Approval” once the board has approved the membership application, the Membership Chair will put out the same applicant’s data via p-mail (in DACdb) to the full Club membership for review. This p-mail will indicate to the membership that they must review and respond within seven (7) days if they have comments.

After seven (7) days the Membership Chair will communicate the responses to the board.  If there are objections from the membership see Section 3.  If there are no Club member objections, the applicant will be considered elected to membership. The Membership chair will notify the applicant of their approval for membership and proceed to set up an orientation meeting with the applicant (see Section 4).

Section 3 - “Club member Objections to Proposed Membership.” If there are any objections to membership, the objections must be in writing and state the reasons for the objection. 
The Membership chair will present the objections to the board at its next meeting. The Board will consider the objection(s) and will decide by secret ballot whether to approve or disapprove proposed membership, determining by simple majority.

 If the applicant is disapproved for membership, the Membership chair will inform the Club membership and the applicant of the Board’s decision.


Section 4 - “Orientation of Prospective Member.” At the orientation meeting, the Membership chair will go over the Club’s structure, operations, rules and expectations, and financial requirements. 

Section 5 - “ Notification of Dues.” The Membership chair will notify the Treasurer that the orientation meeting has been completed, and the Treasurer will invoice the newly elected member (still identified as a Prospective Member in DACdb).

Section 6 - “Updating DACdb with the new member’s information.” When the dues have been paid, the Treasurer will notify the Membership chair, and the Membership chair will change the newly elected member from “Prospective Member” to “Active Membership” in DACdb and input the start date for applicant’s membership. When this is done the new member will be moved to Active Member designation in My Club and automatically DACdb will notify Rotary International.
At this update the new member’s data will not include their Rotary International identification number.

Section 7 - “Full Membership.” When Rotary International provides the new member’s identification number, it will appear by their name under MY CLUB Active Membership.
The Membership chair will notify the new member that their Rotary Identification number is now in DACdb and go over the process for accessing DACdb.

Section 8 - “Introduction of New Member.” Concurrent with the new member having full access to DACdb, the Membership chair will schedule and set up the formal induction of the new member into the Club at a regular club meeting.
The Membership chair, with the active support of the new member’s sponsor, will be responsible for the introduction of the new member to the club, including meeting other members, participation in Club activities, joining a service committee, and fulfilling the expectations explained in the orientation meeting and governed by the Club bylaws.

Section 9 - “Honorary Members.”  The name of a proposed candidate for this kind of membership shall be submitted by application to the Board of Directors in writing and the election shall be in the same form and manner as prescribed for the election of an active member provided, however, that such proposal may be considered at any regular or special meeting of the Board and that the Board may, at its discretion, waive any of the steps as set forth in Section 1 of this Article and proceed to ballot on the proposed member.  If no more than three (3) negative votes are cast by members of the Board in attendance at the regular or special meeting, the proposed honorary member shall be considered duly elected. 

When the proposed candidate(s) has/have been approved, the Secretary will update DACdb accordingly.
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Rights and Privileges  Honorary members shall be exempt from the payment of admission fees and dues, shall have no vote, and shall not be eligible to hold any office in this Club. Such members shall be entitled to attend all meetings and enjoy all the other privileges of this Club. 
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Article XI -  Resolutions
 
Section 1  Projects, activities, or endeavors  No member of the Club may obligate or commit the Club to any project, activity, or endeavor without explicit prior approval of the Board. The Club will not consider any resolution or motion to commit the Club on any matter until it has been approved by the Board. If such a resolution or motion is offered at a Club meeting, the motion will be referred to the Board without discussion. 

Section 2  Procedures for Approving Club Projects  The following procedures are intended to guide the process for approving Club projects: 

(a) The Board has sole authority to approve or disapprove projects that involve only Club activities (i.e., no fund raising). 

(b) The Board has sole authority to approve or disapprove projects that involve fund raising but do not require any expense to be drawn from the Foundation. 

(c) Per the Foundation Bylaws, the Board may also review projects that involve fund raising and expenses to be paid by the Foundation.

[bookmark: 11](d) Any project which involves a significant commitment of members' time, or expenses exceeding $500, or any public notice which may reflect on the Rotary Club of Federal Way, requires advance approval of a written project plan to the Board of Directors. 
At a minimum, such a plan must include: 

· A brief description of the project, 
· its purpose, 
· effort and expense estimated to complete, 
· and benefits to accrue 
 
(e). The President may appoint a Board member who will review project proposals to ensure that they are in appropriate form and do not conflict with existing projects. The Board member will make regular reports to the board on the progress of approved projects. 

(f). The Board reserves the right to appoint a project liaison for the project.

(g.) The Board should be made aware of any grant opportunities available to the club through district funds.

(h.) Individuals responsible for collecting the mail shall deposit any checks to our bank account promptly, and provide source documentation to bookeeper. Checks should be filed chronologically and provided to Treasurer for reconciliation.


Article XII  -  Order of Business
 
Recommended order: 
 
· Members Welcome one another 
· Pledge of Allegiance 
· Thought of the Day
· Four Way Test 
· Introduction of visiting Rotarians and Guests 
· Announcements 
· Committee reports, if any 
· Brief organized Social Time (eg: fines, happy $$,……)
· Introduction of Program 
· Adjourn 

Participation of Members -- Members are expected to arrive on-time at all Club meetings wearing a Rotary pin.  Members are encouraged to socialize with guests and visiting Rotarians, and member hosts will aid guests in signing in and paying meal fees. Members are expected to remain for the entire meeting. Members who must leave early are expected to pay a fine and leave quietly. If possible, the member (s) should excuse themselves to the Program speaker. 

  
Article XIII  -  Amendments
 
[bookmark: 12]These bylaws may be amended at any regular Board meeting, a quorum being present, by a two thirds vote of all Board members present, provided that notice of such proposed amendment shall have been provided to each Board member at least ten days before such meeting. No amendment or addition to these bylaws can be made which is not in harmony with the Club constitution and with the constitution and bylaws of Rotary International. 

Article XIV  -  Conflict Resolution
 
Any conflict concerning the operations and procedures of the Club shall be resolved in accordance with the guidelines as outlined in the Standard bylaws listed in the Current Rotary International Manual of Procedures. 
 
Article XV  -  Indemnification of Officers, Directors
 
Rotary International provides insurance to indemnify club officers, directors, employees and agents to the greatest extend permitted by law.  


