Mission Statement
The mission of the SaddleBrooke Genealogy Club is to promote interest in the study of genealogy, to help others in their pursuit of ancestors and to encourage fellowship among the members.

Standing Rules
Resolutions of a permanent nature which are binding on a society until they are rescinded or modified and can be adopted by a majority vote at any meeting, as are prescribed by Roberts Rules of Order.  No standing rule can be adapted which conflicts with Bylaws.

· The business meetings of the Club from June through May shall begin at 1:00 PM, unless otherwise specified.

· The annual dues are based on the budget and voted upon at the annual meeting each year.

· In place of its regular membership meeting each December, the Club shall present a luncheon to promote good relations among its members and to recognize its volunteers.

· Reservations for Club sponsored meals, classes, and seminars shall be made in advance.  A member’s check constitutes a reservation.  Members are responsible for any meal reservation not canceled 48 hours before the event, unless stated otherwise.

· A joint sponsorship of an event by the Club requires an agreement in writing between the Board of Directors and the cosponsoring organization.

· No officer, board member, or member of the Club shall use Club records, lists, or information generated in the course of its activities for personal financial gain or for any purpose other than Club business unless specifically authorized by the Board of Directors.

Duties of officers:
President:
Duties of the President are defined in the Bylaws ARTICLE VIII Section 1.

Additionally:

· Shall secure a room for monthly meetings in the SaddleBrooke Clubhouse at least one month prior to the expiration of said reservation.
· Prepare a list of notes to pass on to the incoming president.

· The president shall provide as soon as possible after the May election an orientation for all officers and committee chairs to introduce them to the Club’s Bylaws, standing rules, policies, procedures, and current activities.

· The president will encourage all committee chairs to attend board meetings with a voice but no vote.

Vice President:
Duties of the Vice President are defined in the Bylaws ARTICLE VIII Section 2.

Secretary:
Duties of the Secretary are defined in the Bylaws ARTICLE VIII Section 3.

Treasurer:
Duties of the Treasurer are defined in the Bylaws ARTICLE VIII section 4.

Additionally:

· Shall ensure that the signature card at the bank is up to date with signatures of the current president and treasurer.

· Shall request new Debit cards from the bank as president and treasurer change.

· Shall prepare the records for the audit committee (outgoing treasurer).

· Shall prepare a draft budget by March which is presented to the Board for review, comment and approval.

· Shall keep details to support each deposit made and check written.

· Shall keep details of the job and pass them off to the next treasurer.

Director-At-Large:
Duties of the Director-At-Large are defined in the Bylaws ARTICLE VIII Section 5.

Nomination and Election Committee:
The first responsibility of the committee is to find the best candidate(s) for each office.  The second responsibility of the committee is to conduct the election at the annual meeting each year.  
Nominations:
The secretary will give the committee a list of all current members, a copy of the Bylaws, a description of the duties of each office, and eligibility requirements.  

The committee will:

· Review the membership list to determine the eligibility of each member position
· Review duties of each officer
· Determine which member(s) best meet the requirements for each office.

· If no eligible candidate is found for an office, that slot can be left open for nominations from the floor or solicited candidates by publicly asking for a volunteer.

After the list of eligible candidates is written, the committee will determine how they will contact those on the list and ask if they will serve in the office recommended.  The committee should also attempt to ask most active members if they are willing to serve on the board in some capacity.  The committee must receive verbal consent from each proposed candidate.  After canvassing the active membership, a list of candidates for each office will be given to the secretary and the list will be emailed to all members.

Elections:
· At the annual meeting the nominating/election committee chair will read the list of candidates for each office and submit the list to the president.  After accepting the list from the committee the president will ask if there are any nominations from the floor

· If there are no nominations from the floor and there is only one candidate for each office, the chair will ask for a motion to accept the slate by acclamation.  The motion must be seconded and a voice vote taken.  If the vote is in the affirmative, the officers are elected.

· If there are no nominations from the floor but at least one office has more than one candidate, the committee will hold a ballot vote for each office with more than one candidate.  The committee will prepare in advance the ballots with the officer(s) and names of those nominated.  After the ballots are cast members of the committee will count the ballots.  The winner is determined by a simple majority vote.  If there were more than two candidates for an office and no one receives a simple majority of the votes, there will be a second vote between the two candidates receiving the highest number of votes.  After all votes are cast, ballots will be placed in a sealed envelope and signed by the chair.  The ballots will be kept for 30 days.  The chair will then ask for a motion to accept the remaining unopposed slate by acclamation.  The motion must be seconded and a voice vote taken.  If the vote is in the affirmative, the officers are elected.

· If there are nominations from the floor resulting in more than one candidate for any office then the committee will proceed with a ballot vote, as previously outlined.
· If at the end of the nomination and election process there is a vacant office, the president will ask for a volunteer from the floor.  If no one volunteers, it becomes the responsibility of the newly elected president to find someone to fill the vacant position.

Program Committee:  

The responsibility of the Program Committee is to schedule programs for the monthly membership meetings.

· For the months of September through May the programs will be formal since the club meets for general meetings during these months. 

· During the months of June, July and August the programs will be informal, or could be simple question and answer sessions since the club usually does not meet during these months.

Education Committee:  

The responsibility of the Education Committee is to present educational classes of interest to the membership.

· Instructional classes can be offered by selecting a professional to present the classes
· Instructional classes can be offered by the committee researching and putting together their own course work.

Research Committee:   

The responsibility of the Research Committee is to present workshops and/or trips of interest to the membership.

· The committee will be responsible for presenting a quality workshop each year.  The length of the workshop is up to the committee.

· The committee will schedule at least one trip each year to a genealogical library, research facility or genealogical conference.  Trips may be in the Tucson area, out of the area or out of state.
Website Committee:  

The responsibility of the Website Committee is to update and maintain the website with information of interest to the club.

· The website belongs to the Genealogy Club and as such, any work created becomes the property of the club.

· The website will evolve to meet the needs of the club.

· At least 2 people will have access to the site at all times and have copies of all data that is on the site.

· The site will have a general section which is open to the public and a private section which is for members only.

· Club specific material will be posted in the members only areas which will be password protected.

· Personal information and photos will not be posted on the site without permission of the owner(s).

Newsletter Committee:  

The responsibility of the Newsletter Committee is to publish newsletter of interest each month and distribute it to the members.

· The newsletter should publicize the program that will be presented at the monthly meeting.

· The newsletter should publicize upcoming events within the club and/or offered by other clubs that may be of interest to the members.

· The newsletter committee may be asked to publish special bulletins regarding upcoming events of interest to the membership or notices on specific topics at the direction of the board. 

Publicity Committee:  

The responsibility of the Publicity Committee is to publish notices each month advising the community of activities of the club.

· The committee will publish a notice in all SaddleBrooke publications which states the date of our next general meeting and the topic of the monthly presentation.

· The committee will publish notices of special events such as workshops, education classes and research trips if they are open to the general public.

Membership Committee:  

The responsibility of the Membership Committee is to maintain a list of current members and keep a record of those attending each monthly meeting.

· The committee will keep a list of all members attending each meeting.
· The committee will keep a list of guests attending each meeting.

· The committee will advise the Board of the current number of paid members upon request.

· The committee will make the membership list available to other committees as requested.
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