
March 2025       5 

  
THE PRESIDENT SHALL PRESIDE AT ALL MEETINGS OF THE CLUB AND BOARD AND SHALL BE AN EX-OFFICIO 
MEMBER OF THE FINANCE COMMITTEE.    

• As president it is your duty to keep order, expedite the business of the membership, and see that rules 
are enforced. It is necessary to know the fundamental rules of parliamentary procedure (Robert’s Rules 
of Order), bylaws, and club policy and procedures. See that the meetings are friendly, informative, and 
fun so friendships can be established.  Keep the informational business of the meeting brief. 

o Develop and provide agenda for board & membership meetings   
o Send the agenda via email or printed copy prior to the meeting.   
o Have executive board seated together at membership meetings   
o Allow for additional agenda items from attendees 
o Approve previous meetings minutes 
o At board meetings have officers and committee chair report as needed  
o At club meetings have vice president introduce speaker 

 
• Send all official communication emails to the membership, (e.g., newsletters, minutes, special meetings, 

any changes of date/time of regular meetings).  Send draft of the minutes of the board and membership 
meetings to the membership for input.  Then present minutes for approval at subsequent meeting via 
consent agenda.  Results are documented by recording secretary. 

• Secure committee chairs for standing and ad hoc committees and assist those chairs in ensuring overall 
club objectives are met.  Chairpersons should be called for their consent.  The president should be 
available to provide guidance to committees as needed and help the chairperson to understand the 
requirements and obligations of the particular job. 

o Committee chairs shall include the president on all meeting notices, agendas, and minutes for 
their committee, except the Nominating Committee, and provide the president with an annual 
report at the end of the year. 

o Request each chairperson submit a written annual end-of-the year report to be filed in the 
archives and/or chairperson’s book.  Distribute a copy to the next year’s committee chair.  

o The president is an ex officio member of the Finance Committee and is welcome, but not 
required, to attend any of the various committee meetings, except the Nominating Committee. 

o Other than the Finance Committee, the president is not required to sign up as an active member 
of any other committee, but is welcome to join any committee in which they have an active 
interest. 

• Work on the budget with the Finance Committee in September. The budget for the following year must 
be presented by the Finance Committee by the last meeting of the current year.  Be sure that the 
financial books are reviewed at the end of every year by two members of the club. 

• Approve and sign all vouchers that exceed $350. 

• Sign all contracts on behalf of the club. 

• Ensure that complete club records are turned over to incoming club officers (e.g., recording secretary 
minutes, treasurer’s reports, etc.) 

PRESIDENT 



March 2025       6 

 
 

• Attend the state convention in the spring. The president and vice president are each given $150 toward 
registration, room and board. Any additional money spent during the convention is the responsibility of 
the officer.   
  

• Attend the district meetings held in the spring and fall of the year. The officer is responsible for any costs 
incurred.  
  

• Whenever possible, attend events, projects, and activities sponsored by the club.   
  

• Work with the media as needed as the president is the official spokesperson for the club.  
  

• Work with the newsletter chair each month to approve the information submitted by committee chairs 
before it is sent out.  The president will distribute the newsletter to all members every month from 
March-November.  
  

• Stay in contact with the district director, attend monthly District V president’s meetings, and relay any  
pertinent information received from the state and district to the membership.   
  

• Complete and submit any necessary reports to the district director, state president or other requesting 
parties. (e.g., President’s Report, Club of Distinction Report).  DEADLINE March 1 to District V Director.   
Work with the roster manager--MGC for Membership and Dues Report. Keep copies for the president’s 
file.   
  

• Install new officers at the end of the term.   
  

• The past presidents and current president and vice president may hold a meeting following the end of 
the outgoing president’s term in office, which is usually two years. The new president will select the time 
and place and notify the past presidents.  The purpose of the meeting is to review past practices and 
objectives and suggest areas needing strengthening, expansion or changing.   Club objectives, mission 
statements, and long-range planning should be reviewed and suggestions for changes or refocusing 
made.  Input should be sought from all present and notes taken and filed in the secretary’s book for 
safekeeping and easy access.  

  
• (Optional) Plan a get together with the board for a luncheon, tea, etc. (This can be at the regular board 

meeting normally held in July).    
  

  


