November 2000

Dear District 3 Club President,

It is my pleasure to present to you this updated version of the District 3 Club President’s Manual. The first manual was compiled by 1992-1994 Governor Donna Lane and later updated by Governor Mary Ellen Bittner in 1998.  It has been considered an extremely helpful tool; I hope this latest revision will likewise be useful. Much of the material in this manual comes from the 1992 and 1998 versions and, like Donna’s manual, this one is meant as a looseleaf format so you can add new information from District 3 and/or Zonta International and material specifically relevant to your club (your bylaws, roster, or list of committees, for example). 

This manual is intended to be passed on from each club president to the next; if you find it useful, so will your successor. However, the manual is not intended as a resource only for the president: much of the information here pertains to other officers and/or to directors, committees and members, so please share whatever is relevant with other members of your club. Since it is now available as a resource on the District website, it should be very easy to circulate among your relevant club members. 

The manual lays out basic functions that every club should perform. Nonetheless, you should adapt the information here to suit the needs of your own club. 

Enjoy your term as president!

Yours in Zonta,

Barbara J. Lippa







2000-2002 Governor
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Introduction
Congratulations on your election as club president! It is one of the most important positions in Zonta and can be both demanding and challenging. It can also, and I hope will be, one of the most satisfying experiences you will have in this organization. 

The purpose of this manual is to help you fulfill the responsibilities of your position as effectively, efficiently and painlessly as possible. Please become acquainted with this manual so you will be familiar with its content and layout and will know where to find information when you need it. This manual is not by any means your sole resource, but is intended to supplement publications and other information from Zonta International, the district and other sources. And please remember that one of your best resources is the district board: the district officers are experienced, caring Zontians who want to help clubs function as effectively as possible, so please use them!

In presenting the first District 3 President=s Manual in 1992, then-Governor Donna Lane explained her concept of a great Zonta Club, and it is worth repeating here:

· The president is capable, committed, enthusiastic

· The members Acatch@ the enthusiasm and pass it on

· Officers and committee chairs serve willingly

· Business meetings are run efficiently

· Service projects combine the giving of both time and money

· Fund-raisers require the participation of everyone

· Meetings are set for the same time each month

· Guest speakers are worth taking the time to hear

· The club budget contains money for delegates to attend workshops, conferences, conventions C and it is used!

· The club budget contains money for postage, copying

· Zonta comes first, followed closely by fellowship


The President
The position of Club President is one of the most important in Zonta, for the President is the individual member=s link to the district and to Zonta International. Consequently, you have responsibilities to the members of your club, to District 3 and to Zonta International. In other sections of this Manual you will find tools and information to help you fulfill these responsibilities, but occasionally you should review the following summary:


The President=s Responsibilities to the Club
The Zonta International Bylaws specify that the president is the chief executive officer of the club, and require the president to

· Preside at meetings of the club and of the club board

· Subject to the approval of the club board, appoint chairmen of standing committees and all other committees, except the Nominating Committee

· Serve as an ex-officio member of all committees except the Nominating Committee

The Zonta International Manual of Procedures for Zonta Clubs (available from Zonta International Headquarters) provides more detail about these responsibilities. It emphasizes that the president needs to

· Know Zonta=s Objects, projects and policies

· Commit time and energy to leading the club

· Attend Area Workshops, District Conferences (including, in our District, the Governor=s Event), and International Conventions

· Encourage club support of local and international service projects and participation in public affairs

· Assist in efforts to recruit and retain members 

· Show concern for the welfare of every member 

· Communicate information from the district and Zonta International to the club

· Lead the club in planning for the future, and monitor implementation of the plan

· Ensure that other officers, directors, and chairman fulfill their responsibilities

· Follow progress of club committees toward achieving their goals

· Countersign checks and payment orders

· Present a written report at the club=s annual meeting

· Prepare your successor to assume office


The President=s Responsibilities to the District
The Zonta International Manual of Procedures for Zonta Clubs specifies that the president should

· Provide the area director and governor complete information about club committee chairmen immediately after they are appointed

· Invite the area director to a club meeting

· Keep the area director informed about club activities 

· Submit an annual report to the area director by May 1 each year

· Ensure that the club elects delegates to the district Conference

· Ensure that club members attend the Area Workshops

· Ensure that the club treasurer timely sends per capita dues to the district treasurer (by June 1 each year in this district)

Club presidents should also 

· Send the Club Officer Report Form (usually included in the December Headquarters Club Mailing) by May 1 to the current governor, listing the president and treasurer who will take office June 1

· Distribute achievement forms (which the governor will provide to you) to the appropriate committee chairmen 

· Collect the achievement forms from the club committee chairmen at the end of the club year and forward them to the appropriate district committee chairmen and to the area director

· Ask the treasurer to order supplies and materials from Zonta International Headquarters as needed

· Ensure that mailing labels for all club members are provided as requested by the governor or the area directors (generally, the area director asks for one set of mailing labels in the late winter to use for mailing the call to area workshop, and the governor asks for one set in the late spring or early summer to use for mailing the call to conference or governor=s event)

· Ensure that copies of the club newsletter are sent to the governor, the lt. governor, and the area director, and if possible, to the other district board members and to presidents of other clubs

· Facilitate communication between district committee chairmen and club committee chairmen

· Make a brief oral report at the District Conference and perhaps at the Governor=s Event

· Provide a written report to be included in the conference minutes


The President=s Responsibilities to Zonta International
The Zonta International Manual of Procedures for Zonta Clubs directs the president to

 

Ensure that Headquarters promptly receives information on newly elected officers, new members, and name and addresses changes of current members

 

Ensure that the club elects delegates and alternates to the international convention

 

Submit credentials or proxy forms for the international convention to Headquarters, the governor, and your area director


Leadership
Leaders maintain organizations, and while leadership functions only in a group, it always begins with an individual. Every Zontian is a leader, for every member helps maintain solidarity and cohesiveness. As president of your club, however, you have a special leadership role. This section offers suggestions to help you fulfill that role.


Successful Leaders
· Concern themselves with the optimum development of each member

· Encourage others to participate, whether by chairing a committee, mentoring a new member or organizing a project

· Welcome new members and participate in their orientation

· Create a friendly atmosphere

· Offer reassurance 

· Know their own strengths and weaknesses

· Recognize and rely on those who are strong in areas where the leader is weak

· Know what resources are available to them

· Allow themselves to grow and to learn their jobs

· Listen to what others say

· Keep an open mind

· Wait until they have all the facts before judging the issue

· Are readily accessible

· Stimulate members’ interest in accepting higher office

· Prepare themselves to accomplish the task at hand

· Do not let jobs accumulate

· Caution against wasted effort on irrelevant projects

· Focus on projects and programs which advance Zonta’s goals

· Clarify the situation when confusion arises

· Delegate appropriately

· Give clear direction

· Help when needed

· Follow up to ensure that tasks are accomplished

· Recognize others’ accomplishments

· Train their successors


Delegation
The ability to delegate successfully is crucial for leaders. However, for many of us it is difficult to do. Here are some hints.*

· Determine the importance of what you are delegating and the order in which is to be accomplished and convey that information to the persons to whom you are delegating

· Make sure your delegatees understand the purpose of their task and how it fits into the larger picture

· Match the job to be done with the interests and skills of the delegatees

· Spread the work among as many of your members as possible

· Provide the requisite authority, information and training to do the task

· Establish realistic deadlines for interim goals and for completion

· Remember that your delegatee will not do the task in exactly the same way you would

· Follow up on your delegation: provide assistance as needed, monitor progress, and establish a mechanism for feedback

· Acknowledge and appreciate your delegatee’s accomplishment

* Adapted from a publication of the American Association of University Women, 1988


Dealing with Problem People
The saying, “It takes all kinds” is certainly true in Zonta. Here are some of the problems you may face, and some suggestions for handling them.

Behavior

Solution





Talks too much

Summarize the discussion so far and direct a question to someone else. If the talker continues, say, “Let’s hear what Zelda thinks.” If the talker is difficult, recruit the other participants by asking what they think about what the talker is saying.





Too quick and helpful

This participant often has the right answer, but may prevent others from participating. Thank her and direct a question to someone else or suggest, “Let’s get several opinions.”  Make sure she knows that you appreciate her help; ask her to summarize the discussion.





Rambler

When she stops for breath, thank her, rephrase one of her comments, and move on.





Arguer

If this participant is trying to make trouble, make sure she sits in the blind spot next to you and pretend not to hear. If her objections are legitimate, recognize and deal with them. Sometimes the group will deal with this type of participant. If all else fails, talk to her privately and ask for her help.





Obstinate

Maybe she does not understand where you are going; if so, rephrase the issue and/or ask her to explain her objection. If that does not work, tell her you will discuss the issue further with her after the meeting.





Wrong subject

Acknowledge the point, and say that you will discuss it at the appropriate time.





Participant’s own problem

Address the problem if it is pertinent to the subject; otherwise ask to discuss it privately.





Side Conversations

Ask everyone to focus on the subject under discussion. If that does not solve the problem, pause and let others hear the side conversation. Try to draw the sidebar speakers into the main discussion. 





Unable to express ideas cogently

Help out by rephrasing the idea in your own words: “Do you mean. . . .?” Protect the participant from ridicule.





Definitely wrong

Do not belittle the speaker, but make a noncommittal comment. Then go on.





Clashing personalities

Ask a question directly on the topic under discussion. Bring in another participant. Direct that comments be addressed to the chair, not to other participants. If dispute continues, frankly ask that personalities be left out of the discussion.





Question you cannot answer

Say so, and direct the question to the group. Offer to get the answer.





Bored participant

Ask a question related to her experience.





Never participates

Ask a direct, provocative question.





Shy, unsure of self

Ask a direct question you are sure she can answer, or ask if she agrees with direction discussion is taking.





Complainer

Isolate the problem. The first complaint articulated is often not the real one. Exhibit genuine concern for her problem






Relinquishing Authority
One of the most important responsibilities of the club president is to leave office gracefully, and it is not always an easy responsibility to fulfill. The job of club president is extremely demanding, and it may be difficult to step back and let your successor pursue her own agenda. Some suggestions:

· Offer to serve the club in any capacity the new president considers appropriate

· Try not to feel personally rejected if your advice is not sought or followed

· After you leave office, refer comments and questions from members to the appropriate officer or chairman

· Try to avoid feeling threatened by changes the new administration makes

· Avoid criticizing new ideas on grounds that “we’ve never done it that way,” or “we tried that before and it didn’t work.”  If in fact a proposed project has been tried in the past without success, say why; maybe circumstances have changed.

Duties of Other Officers, Directors, Committee Chairmen and Members

Directors and the Club Board
The Zonta International Bylaws require clubs to have at least two directors. The officers and directors of the club comprise the club board. The Zonta International Bylaws specify that the board 

· Generally supervises the affairs of the club between meetings of the club, provided that none of the board=s acts shall conflict with action taken by the club

· Acts upon routine questions in carrying out established policy

· Holds regular monthly meetings unless otherwise ordered by the board 

Note that the Board does not determine policy, authorize projects and donations, or adopt the budget.

The Zonta International Manual of Procedures for Zonta Clubs provides additional details about the board=s responsibilities, i.e., that it should

· Develop goals and measure progress

· Review financial reports

· Approve standing committee appointments (note, however, that the Zonta International Bylaws require the club board to approve the president=s appointment of committee chairmen, only; usually the appointment of members of committees is left up to the president)

· Receive committee reports

· Upon election of a new club board, hold a joint meeting 

· Review and approve proposals for membership in the club

· Fill vacancies on the board (except for president) and on the Nominating Committee

· Work to disseminate information from Zonta International to all members

· Consider the budget prepared by the Finance Committee and present it to the membership with the board=s recommendation

· Investigate all charges against a member which have been filed in writing

· Review unexcused officer and director absences, unexcused member absence if there is an attendance requirement in the club bylaws, leave of absence requests and member resignations

In addition, all officers and directors should 

· Acquire a thorough knowledge of Zonta at the local and international levels 

· Attend all business meetings of the club and the board

· Train their successors and turn over club materials to them within a reasonable time after they take office


President-Elect
A club may have a president-elect if the club bylaws provide for that office. The office of  president-elect must not be confused with that of vice president: the president-elect automatically becomes president upon the expiration of the president=s term and has such other duties as the club bylaws assign. The president-elect does not substitute for the president in the latter=s absence; the vice president does. Note that because the president-elect automatically becomes president, if your club has one-year terms for the president and has a president-elect, the president may not run for a second term.

The Zonta International Manual of Procedures for Zonta Clubs details the duties of a president-elect:

· Perform duties as assigned by the president

· Prepare to assume the presidency

· Attend Area Meetings (called Area Workshops in our district), District Conferences, and, if possible, International Conventions

· Submit an annual report for inclusion in the president=s annual report to the area director


Vice President(s)
The Zonta International Bylaws require the vice president to 

· In the absence or inability of the president, perform the duties of the president

· Perform such other duties as assigned by the club board

· Assume the office of president in case that office becomes vacant

The Zonta International Manual of Procedures for Zonta Clubs details the duties of the vice president(s) (the club may provide for two vice presidents in its bylaws). The most important of these, in addition to those specified in the Zonta International bylaws, is to perform duties assigned by the president, including serving as a committee chairman


Secretary
The Zonta International Bylaws require the secretary to

· Keep a record of the proceedings of meetings of the club and of the board

· Conduct correspondence not specifically assigned to other officers or committees

· Perform other duties as assigned by the board

Clubs have the option of having separate recording and corresponding secretaries, or of combining the two positions. The Zonta International Manual of Procedures for Zonta Clubs details the duties of the recording secretary; among the most important of these are the duties to:

· Bring to meetings a binder containing the minutes of club and board meetings for the year and any minutes that have not been approved

· Maintain and bring to meetings a policy book, which records motions which have been adopted and have become policy of the club. The policy book should be divided by topics (finance, service, committees, etc.) and motions should be recorded under the appropriate topic, along with the date of the action and a notation as to whether it is action taken by the club or the board

· Prepare the minutes for the president to review and discuss proposed changes before distributing at the next meeting (sample minutes are in the Samples section of this manual)

· Make enough copies of proposed minutes for distribution at the next club or board meeting

· Maintain permanent files of (but see suggestions for the History and Archives Committee in the Committees section of this manual)

· Minutes

· Club bylaws and rules of procedure

· Club newsletters

· Governor=s newsletters

· Club archives

· Zontian magazines

· Train her successor and turn over club materials to her within a reasonable period of time after she takes office

Among the most important duties listed in the Zonta International Manual of Procedures for Zonta Clubs for the recording secretary are the responsibilities to 

· Maintain an up-to-date club roster (but see suggestions for a club Database Committee under the Committees section of this manual)

· Report new member information and changes in information regarding current members to Zonta International Headquarters promptly (but see duties of the Attendance Committee in the Committees section of this manual)

· Keep a record of attendance at meetings (but see suggestions for the club Membership Committee in the Committees section of this manual)

· Immediately following their election, send a list of new club officers and their addresses, telephone and fax numbers and email addresses to Zonta International headquarters, the area director, and the governor

· Conduct such correspondence as may be required

· See that news articles or other recognition of club members or activities are sent to the editor of the Zontian at Zonta International headquarters  (but see suggestions for the club Public Relations Committee in the Committees section of this manual)

· See that the area director, the governor, and Zonta International headquarters are sent copies of the club=s newsletter


Treasurer
The Zonta International Bylaws require the treasurer to

· Be responsible for the funds of the club and administer them in accordance with the approved club budget

· Make monthly reports to the club and the board

· Serve as an ex-officio member of the Finance Committee

· No later than 45 days after her term of office ends, turn all records over to her successor. 

The Zonta International Manual of Procedures for Zonta Clubs details the duties of the treasurer; among the most important of these, in addition to those listed in the bylaws, are the duties to

· Keep an accurate record of the collection and disbursements of all club monies

· Receive all club funds and deposit them in the club=s bank account(s) and reconcile bank statements to monthly financial reports

· See that authorized signatures are on file with the club=s bank (the outgoing treasurer is to obtain these cards for the incoming treasurer)

· Pay properly approved bills by check or bank transfer 

· Send dues statements to each member well in advance of April 1, the dates dues are payable*

· Send dues delinquency notices

· Forward members= international dues and (and new members= fees) to Zonta International on or before June 1 each year**

· Forward members= district dues to the district treasurer on or before June 1 each year**

· File Form 990 with the Internal Revenue Service if required

· Close the club=s books at the end of the fiscal year (May 31) and have them ready for the annual audit, compilation or review within 30 days thereafter

· As an ex officio member of the Finance Committee, participate in preparing the club budget, to be reviewed and recommended to the membership by the club board and adopted by the club

· Ensure that club financial records are maintained for at least seven years

* Club dues should be set high enough to cover the district and international dues (as of April 1998, $52.00 and $13.00 per member, respectively).

**Note that district and international dues are prorated: members who join between June 1 and November 30, inclusive, pay a full year=s dues; those who join between December 1 and May 31, inclusive, pay half the international and district dues. Clubs may opt to have members who join between December 1 and May 31 pay half the remaining club dues.

In addition, the treasurer should

· (if she handles large sums of money) be bonded for the largest amount for which she may be responsible 

· Issue receipts to members for payment of dues, including the due date and the delinquency date

· Have copies of the financial statement for both the president and the secretary

· Be prepared to answer questions about the financial reports

· Prepare an annual financial report covering the fiscal year (June 1 - May 31)

· Order supplies and materials from Zonta International Headquarters for the club as requested by the president or other authorized person 

The treasurer=s report (which is the financial statement) should show

· Balance on hand at the beginning of the period the report covers

· Receipts (money received) 

· Disbursements (money paid out)

· Balance on hand at the close of the period the report covers 

Note that the treasurer=s report is never adopted; it is read for information only, the president asks for questions (which any member may ask), and after all questions (if there are any) have been answered, the president says, AThe treasurer=s report will be referred for audit.@ The auditor=s report is a statement accompanying the annual financial report: AThe records for the above financial report have been audited and found correct,@ and dated and signed by the person(s) conducting the audit. It is the annual auditor=s report that is adopted.


Committee Chairmen
The Zonta International Bylaws require only that committee chairmen report regularly to the club board and to the club. Among the most important other responsibilities of committee chairmen specified in the Manual of Procedures for Zonta Clubs are those to 

· Schedule regular committee meetings with adequate notice to committee members, including the president and other ex officio members

· Prepare an agenda before each meeting

· Give each member of the committee responsibility and encourage each member to contribute

· Adhere to the approved committee budget

· Attend all club business meetings

· Present a written report covering the year=s activities 

A Committee chairman should also 

· Know the purpose of her committee

· Discuss with the president guidelines or input she wishes to provide

· Formulate ideas to share at meetings

· Get to know the people on her committees

· Be aware of their needs

· Learn their strengths and weaknesses

· Know procedures for conducting a meeting

· If there is a District 3 achievement form pertaining to her committee, be familiar with the goals stated in the form and prepare the form for the president to submit to the appropriate District 3 chairman and to the area director 

· If there is a district committee parallel to the chairman=s club committee (e.g., membership or service), maintain contact with the appropriate district committee chairman (note that the Manual of Procedures for Zonta Clubs states for some club committees that the committee chairman should keep the Zonta International Committee chairman apprised of the club=s activities. However, it is generally better for the club committee chairman=s point of contact to be the club president and the appropriate district committee chairman)


Committee Members
The Manual of Procedures for Zonta Clubs states that committee members are expected to 

· Attend committee meetings

· Participate in committee discussions and decisions

· Accept assignments and responsibilities

· Complete committee assignments

· Support committee projects and decisions


Club Members
Members of Zonta Clubs have rights and responsibilities. Members have the Rights to
· Attend meetings

· Receive all notices

· Participate in deliberations, present motions, debate, and vote

· Nominate candidates

· Be a candidate

· Hold office

· Resign if all obligations to the organization have been fulfilled
· Have a hearing before expulsion

· Inspect club records at a reasonable time

· Insist on the enforcement of rules of parliamentary procedure adopted by the club

· Be informed of the business that is before the organization

Members have the Responsibilities to
· Pay all dues and assessments promptly

· Attend meetings regularly

· Arrive before the meeting is called to order and stay until it is adjourned

· Participate, introduce business, enter discussions, vote, nominate candidates for office or for committee assignments

· Accept the responsibility of serving in the capacity for which they are best suited

· Be loyal to the elected leadership; avoid undue criticism of the programs

· Express appreciation for the work of the leaders, committee members, and others

· Further the objects of the organization

· Insist on enforcement of the bylaws, rules of procedure, and rules of the parliamentary authority adopted by the club

· Learn the bylaws, rules of procedures, duties of officers and directors, responsibilities of members and the essentials of parliamentary procedure


Meetings

In General
Meetings provide an opportunity to 

· Discuss issues

· Decide what action to take

· Disseminate information

· Check on progress of projects

· Accomplish a task as a group

· Socialize

The formality, length, appropriate setting and degree of preparation for and follow up to a meeting largely depend on its purpose: a meeting to stuff envelopes with invitations to the club fashion show will differ in a variety of ways from the club=s annual membership meeting. The emphasis in this section is on club board meetings and club membership meetings C the two kinds of meetings at which the president presides. Committee meetings are discussed in the Committees section of this manual.

Some basic rules for a successful meeting:

· If the meeting is not a regularly scheduled one, pick a time and place that will be convenient for as many participants as possible.

· Remember the Rule of Forty: if there will be more than forty people in the room, use a microphone, regardless of room size. If you have forty or fewer participants, you may still want amplification if

· One of the speakers has an unusually soft voice

· The room is large and acoustics are poor

· A speaker will be using special vocal effects, e.g., whispers or dialects

· A stage presence will add to the impact of the presentation

· If in doubt, use a microphone

· Begin and end meetings on time

· Provide as much information as possible in writing

· When appropriate (particularly at board and committee meetings) sum up at the end of the meeting what the participants have decided to do and who will carry out which tasks

· After a meeting, think about whether it worked: did it accomplish what it was supposed to do? 

· Avoid these common problems

· Lack of involvement in planning by participants C make sure your members feel Aownership@
· Too much sameness C maintain a balance between stability and a fresh approach

· Nonfunctioning equipment C have extra bulbs and cords, and a contingency plan

· Illegible visual aids

· Inappropriate seating C arrange the seating according to the formality of the meeting and the need for participants to spread out materials

· Overly long presentations C give speakers a time limit

As a further tool in managing meetings, there is a Checklist for Planning Meetings in the Checklist section of this manual.


Club Membership Meetings
The membership meeting is generally the most formal meeting over which you will preside, and probably requires the most attention to details, such as

· Facility C noise level, table arrangement, head table if you have one (see Protocol section), accessibility within the facility and convenience for your members in terms of transportation, microphones, lighting, audiovisual equipment if necessary*

· If the guest speaker takes questions, either ask the speaker to repeat questions or repeat them yourself

* Note C as president, you should not be the person responsible for making these arrangements, but you do need to ensure that they are made


Club Board Meetings
The officers and directors are the voting members of the club board and should attend all club board meetings. In most clubs, committee chairmen also attend the board meetings, report on their committees= activities, and participate in the discussion. However, a committee chairman may not vote unless she is also a director or officer. 

The club board meeting is generally not as formal as a membership meeting, but it is nonetheless important to

· Hold the meeting in an appropriate facility where there is enough room for all participants to sit at a table

· Follow appropriate parliamentary procedure (but note that different rules apply; see section on Parliamentary Procedure in this manual)


Agendas
The importance of the agenda cannot be overstated. It 

· Sets the parameters of the meeting

· Advises participants of the meeting=s purpose, which is crucial to a successful meeting. (If the treasurer thinks the meeting is solely to decide whether to raise dues, and the vice president thinks the meeting is a social event, the president has a problem.)

· Provides a checklist to ensure you cover all necessary business

Even if the meeting is primarily a social event, having an agenda will ensure that you follow appropriate protocol (introducing guests, for example) and accomplish what you set out to do.

The agenda will prove especially helpful if you

· Ask participants in advance of preparing it if they have any items to added

· Distribute it in advance where feasible

However, the agenda will be useless if you don=t follow it!


Minutes
It is important to

· Ensure that minutes are timely distributed; if at all possible in advance of the next meeting so that the participants will not have to take meeting time to read them

· Use minutes to reinforce assignments and as a checkup at subsequent meetings

More information on minutes is in the Samples section of this manual and in the section on Duties of Other Officers, Directors, Committee Chairmen and Members with reference to the secretary.


Parliamentary Procedure
 
Parliamentary law assists groups to reach decisions with due regard for the rights of:

· The majority,

· The minority (especially a minority of more than one-third),

· Individual members,

· Absentees, and

· All of these together.

Parliamentary procedure consists of a set of rules that assist in the handling of a meeting. 

Remember that the purpose of parliamentary procedure is to ensure that decisions are made in accordance with the principles of 

· Courtesy to all

· Justice to all

· Rule of the majority

· Right of the minority

· Partiality to none

· Protection of the absentee

· One thing at a time

If you remember these principles, the various parliamentary rules will make sense.

The Zonta International Bylaws require each club to adopt a recognized parliamentary authority; as a practical matter, clubs in District 3 should specify the current edition of Robert=s Rules of Order Newly Revised in cases where they are not inconsistent with the Zonta International Bylaws or the club=s bylaws. (There is more information on bylaws in the Bylaws section of this manual.)


Some Basic Definitions
· Quorum: the minimum number of members who must be present for business to be legally transacted.

· Bylaws: the basic regulations governing the organization. They are amended infrequently and only after considerable deliberation. Zonta International requires that club bylaws may be amended only by a two-thirds vote of club members present and voting.

· Motion: a formal proposal by a member during a meeting that the organization take certain action.

· Main motions: a motion that brings business before the assembly.

· Presiding officer: the member who conducts the meeting and sees that the rules are observed.


The Parliamentarian
The Zonta International Bylaws do not require clubs to have a parliamentarian; nonetheless, it is highly recommended. The parliamentarian is appointed by the president, and should be someone with a good working knowledge of parliamentary procedure. Remember that the parliamentarian is an advisor. When the president requests her to give an opinion on parliamentary law, she does so; however, this opinion is not binding and the final ruling on the question is always with the chair. 


The Order of Business
The basic order of business at a club meeting is:

Call to order

Invocation (if there is one)

Pledge to the flag (if used)

Action on the Minutes

Reports of Officers

Reports of Standing Committees

Reports of Special Committees

Special Orders

Unfinished Business

General Orders

New Business

Announcements

Adjourn






Duties of the Presiding Officer
The presiding officer should

· Know parliamentary procedure and put it into practice

· Be courteous

· Use common sense, tact, a sense of humor and kindness

· Appreciate and respect other people=s attitudes

· Work with the members

· Guide the group; do not order it

· Call the meeting to order promptly

· Announce the business in proper order

· State each motion clearly after it is seconded and before allowing discussion

· Recognize members entitled to speak 

· Show impartiality

· Keep the discussion germane to the motion

· Keep the members informed as to what the immediate pending question is 

· Make sure the members understand all the proposals and their effect

· When putting the question to a vote, restate it so that the members are sure what they are voting on

· Enforce the rules of debate and decorum

· Assist in expediting business

· Use the simplest and most direct procedure to achieve the purpose

· Answer parliamentary inquiries

· Expose parliamentary trickery


Main Motions
The main motion is the basis on which all other motions rest; as noted above, it bring a matter of business before the assembly. There are eight basic steps to take in handling a main motion:


1.  Member       
Obtains the floor


2.  Chair

Assigns the floor


3.  Member

States the motion

           4.   Another Member
Seconds the motion


5.  Chair

States the motion


6.  Members

Debate a debatable motion or question


7. Chair

Puts the question (to a vote)


8. Chair

Announces the vote

A motion should be carefully phrased should be written out. The presiding officer should state what action will occur as a result of the vote. 

The procedure for handling a motion and putting the questions is as follows:

Member rises and addresses the chair: AMadam (or Mister) President.@
Chair recognizes member by name.

Member states the motion: AI move that . . . .@
Another member seconds the motion: AI second the motion.@
Chair states the motion: AIt has been moved and seconded that. . . .Are you ready for the question?@ (Note that this query at this point asks the members if they are ready to debate the issue, not whether they are ready to vote on the motion.)

When the motion is a debatable one, this opens the debate by the members. The chair has the duty to see that both sides of the question are debated. If the debate offered by a member supports the question, the next member to debate should oppose the question. If not, the chair should ask the assembly if there is anyone who wishes to speak against the motion. If there is not, the supportive debate may continue. 

When sufficient time of debate has occurred, the chair should ask, AIs there further debate?@ If there is no further debate offered, then the vote is taken: the chair states, AAre you ready for the question? As many as are in favor of [restating the question so the members know what the issue is] say aye. Those opposed say no.@ If the motion is one that requires more than a majority vote of the members present, the chair should say, AAs many as are in favor of [the question] please rise. Be seated. As many as are opposed please rise. Be seated.@ 

When the vote has been taken, the chair announces the vote: AThe ayes have it and the motion is adopted.@ Or, AThe noes have it and the motion is defeated.@ Or, AThere being two thirds in the affirmative, the motion is adopted.@ Or, Athere not being two thirds in the affirmative, the motion is lost.@ The chair then announces the action that will occur because of the vote.


Amendments
Primary Amendments propose a change in the content of another motion because it is poorly worded, has too much or too little detail or is just not right in some way. Generally, a motion can be amended in the same way as an ordinary sentence can be changed: by adding something, deleting something, or both. The three processes of amending which make it possible to modify, within certain limits, the meaning of a pending motion are:

1. Inserting words in a sentence or passage, adding words at the end, or inserting or adding a paragraph

2. Striking out words or a paragraph

3. Striking out and inserting (accomplishing both process through the same motion)

1. Words may be struck out of a sentence or passage and different words inserted in a another part

2. Words may be struck out of a sentence or passage and different words inserted in their place

3. A paragraph or the entire text of a resolution or main motion may be struck out and another inserted in its place. This complex combination of the process of striking out and inserting is called amending by substitution, a term used only in respect to an entire paragraph, main motion, or resolution.

Like all motions, the motion To Amend should be carefully phrased and written out. 

To be considered, an amendment must be germane, i.e., directly related to the motion it proposes to modify. The correct terminology is, AI move to amend by . . .,@ stating how and where the amender wishes to change the pending motion. After the motion to amend is seconded, the amendment is stated by the chair, debated by the members, and may be amended itself. When brought to a vote, the amendment requires a majority; if it is adopted, the amendment becomes part of the main motion. 

Secondary Amendments propose a change in the primary amendment. The secondary amendment is handled in much the same way as the primary amendment. The point to remember is that the secondary amendment pertains to the primary amendment, and is used to get the main motion perfected so that it is best suited to the organization=s needs. 

There may be only two amendments pending at any one time. The secondary amendment must be disposed of before another can be proposed. After all amendments have been disposed of, the main motion is voted on as amended.


Parliamentary Procedure for the Club Board
In a small board meeting the formality required for a larger group is not necessary. According to  Robert=s Rules of Order Newly Revised section on Procedure in Small Boards (pages 477-478 of the 1990 edition), at a small board meeting

· Members need not obtain the floor before making motions or speaking and may do either while seated

· Motions need not be seconded

· There is no limit to the number of times a member may speak to an issue

· Motions to close or limit debate are generally not entertained

· A subject may be informally discussed while no motion is pending

· If it is perfectly clear what a proposal is, a vote can be taken without a motion being introduced

· The chairman (president) may speak and can usually make motions and can vote


Planning
It is all too easy to get so involved in the day-to-day activities of our clubs that we neglect to plan for the future. Planning is crucial, however, because without it we lose our vision. This section offers some suggestions on the planning process and how to fit it into your clubs schedule. 


When to Plan
All the time! But in any event, as soon as possible after the election, the president who will take office on June 1 should discuss goals and objectives with the officers, directors and committee chairmen who will serve with her. See the June page in the Calendar section of this manual for suggestions on planning for the club year.


Brainstorming
The purpose of brainstorming is to stimulate creative thinking and problem solving by encouraging participants to think the unexpected, arrange knowledge in new and productive ways and produce effective new ideas. A successful brainstorming session requires

· Participants who operate well in a group, are team players, are willing to commit the requisite time and consider the subjects to be discussed important

· Ground rules: 

· All participants are equal

· No belittling anyone else’s ideas

· The leaders should have ideas to introduce

· Encourage others to be daring

· Atmosphere is important; select a meeting place where participants will not be distracted, dress comfortably, keep it casual

· Set specific beginning and ending times for the session

· State no more than a few specific purposes for the session ideas for service projects, fund-raising, membership recruitment/retention, problems in the club

· Share the first ideas that come to mind and be daring!

· Encourage everyone to participate

· No idea is too trivial to express

· Document the ideas and assign someone to write them down

· Develop and build on the ideas expressed

· Take a break when you need it; do some exercise or have refreshments; and then return to the meeting, restate your objective, and review the ideas presented so far

· When the group decides it has covered a topic adequately, write down the final recommendations

· Use what you need and file the other ideas for the next session

· Remember, only 6% of ideas are any good. You need lots of ideas. The ones you do not use now may work later


Retreats
Many clubs have found that holding a retreat helps provide an opportunity to resolve issues within the club and to plan for the future. Judith Johnston, 1994-1996 District 3 Governor, strongly encouraged clubs to hold annual retreats. Here are some of Judy’s suggestions on how to conduct a successful retreat: 

· Keep the atmosphere informal; leave business clothes, status and seniority at home

· Brainstorm for an hour about what your members like about your club, what they do not like, what they wish the club did more and what they wish the club did less

· Spend another hour reviewing how your club raises money and how your club spends it

· Review your club’s service projects; do they continue to interest your members?

· Build a consensus on which problems are the most important and what to do about them

· “Allow dissonance but not disruptiveness”

· After the brainstorming and discussions, develop a more formal plan of action, including time targets

Remember that unless the retreat is called as a special meeting or the regular meeting is changed to the retreat, the retreat is not a regular meeting of the club and action proposed at the retreat must be voted on at a regular meeting. 


Seven Steps to Setting Goals
Identify the goal.

List your personal benefits from achieving the goal.

Identify the major obstacles you must overcome to reach this goal.

Determine what skills or knowledge are required to reach this goal.

Identify the individuals you must work with to reach this goal.

Develop a specific plan of action to achieve the goal.

Decide on a realistic time limit for achievement.


Incorporating Zonta’s Program Into Club Planning
In planning your goals, use the Zonta International Program Goals for the biennium that are adopted at the International Convention. Also, consider the possibilities of 

· Organizing a new club

· Forming a Z Club or Golden Z Club

· Hosting an Area Workshop

· Hosting a District Conference or Governor’s Event

· Hosting an Inter-City meeting (at least one per year)

· Recognizing an outstanding community leader with an award at the Inter-City meeting


Resources, Records and Supplies
No organization can function without appropriate records and supplies. Listed below are the materials each member needs in order to carry out assigned responsibilities. Some of these items are records that should be maintained by the club and handed down from one office holder to the successor; others are materials generated by the club or the district, and still others are available from Zonta International Headquarters. At the beginning of the club year the president should ascertain what supplies from Headquarters are needed and ask the treasurer to order them. 

All members should have 

· Copies of the club bylaws 

· A roster of the names, addresses, telephone and fax members and email addresses of club members 

· A list of the officers, directors, committee chairmen and members on each committee

All officers and directors should have 

· Copies of the Zonta International Bylaws

· Copies of  the club bylaws

· The current edition of Robert’s Rules of Order Newly Revised (unless your club has adopted some other parliamentary authority)

· If the club can afford them, copies of the Zonta International Manual of Procedures for Zonta Clubs
All officers, directors and committee chairmen should have 

· Written job descriptions, including their responsibilities as set forth in the Zonta International Bylaws and Rules of Procedure, District 3 Rules of Procedure, your clubs bylaws and rules of procedure, Zonta International manuals, and this manual. These job descriptions should also include your club’s goals for the year with respect to that committee, dates when reports are due, and timelines for accomplishing specific tasks

· Copies of the District 3 Club Achievement Forms if there is a form covering their committee

· The names, addresses, and contact information for the district officers and committee chairmen

· Club stationery

The president should also have

· The Zonta International Manual of Procedures for Zonta Clubs
· All Headquarters club mailings pertaining to her term of office

· All District 3 club mailings pertaining to her term of office

· This manual

The recording secretary should also have (see Secretary in the Responsibilities of Other Officers, Directors, and Members in this manual)

· The binder containing the minutes of club and board meetings for the year and any minutes that have not been approved

· The club policy book

· The permanent files listed under Secretary in the Responsibilities of Other Officers, Directors, and Members in this manual

· If there will be balloting at a Board of Club meeting, paper ballots; a shoe box makes a good carrying case and doubles as a ballot box. 

The treasurer should have  (see Treasurer in the Responsibilities of Other Officers, Directors, and Members section in this manual)

· The budget for the current fiscal year

· The club’s check book

· Financial statements for at least the seven previous years. 

The membership chairman should have (see Membership Committee in the Committees section of this manual) 

· The Marian de Forest Membership and Classification Manual (available from Zonta International Headquarters)

· Copies of the Zonta International Member Report Form (see the Samples section of this manual)

· Copies of membership proposal forms  (see the Samples section of this manual)

The organization and extension chairman should have (see Organization and Extension Committee in the Committees section of this manual) 

· The Organization and Extension Manual (available from Zonta International Headquarters)

The public relations chairman should have (see Public Relations Committee in the Committees section of this manual) 

· Promoting Your Zonta Club (available from Zonta International Headquarters)

The Z Club chairman should have (see Z Club Subcommittee in the Committees section of this manual) 

· The Z Club Manual (available from Zonta International Headquarters)
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