[image: image1.jpg]LONITA
DISTRICT 10





PRESIDENT’S HANDBOOK

2011-2012

WWW.ZONTADISTRICT10.ORG
TABLE OF CONTENTS
IDEALS OF ZONTA ...................................................................................................................................................1 
DISCTRICT 10 BOARD .............................................................................................................................................2
DISTRICT 10 COMMITTEES ..................................................................................................................................3
PART I 
GETTING ORGANIZED ...........................................................................................................................................5
YOUR RESPONSIBILITIES .....................................................................................................................................6
PUBLICATIONS AND INFORMATION MAILINGS ...........................................................................................7
DISTRICT 10 DUES & FEE INFORMATION ........................................................................................................8
ZONTA INTERNATIONAL MEMBERSHIP DUES & FEES ..............................................................................9
DISTRICT 10 PROGRAM SUGGESTIONS ..........................................................................................................10
PLANNING FOR THE CLUB YEAR

May ................................................................................................................................................................11

June…………………………………………………………………………………….................................12

July………………………………………………………………………………………..............................13

August ............................................................................................................................................................13

September ......................................................................................................................................................14

October…………………………………………………………………………………...............................14

November………………………………………………………………………………...............................14

December .......................................................................................................................................................15

January ...........................................................................................................................................................15

February .........................................................................................................................................................15

March .............................................................................................................................................................16


April ...............................................................................................................................................................16
PART II
LEADER’S CREED ..................................................................................................................................................17
DELGATING RESPONSIBILITY

OFFICERS ....................................................................................................................................................18

COMMITTEES .............................................................................................................................................18


Status of Women Service Committee .............................................................................................19


Organization, Membership, and Classification Committee ............................................................19


Public Relations and Communications Committee .........................................................................19


United Nations Committee ..............................................................................................................20


Finance Committee .........................................................................................................................20


Nominating Committee ...................................................................................................................20
PART III
YOUR LIFE PRESERVER:  MANUALS, BYLAWS AND RULES OF PROCEDURE

MANUALS ....................................................................................................................................................21

BYLAWS ......................................................................................................................................................21


Model for Zonta Club Bylaws .........................................................................................................21

RULES OF ORDER ......................................................................................................................................21


Motions ............................................................................................................................................21


Resolutions ......................................................................................................................................22


Standing Rules .................................................................................................................................22
ZONTA MEETINGS ………………………………………………………………………………………………23
PART IV
DUES AND FEES ......................................................................................................................................................24
CEREMONIES ..........................................................................................................................................................24

INSTALLATION OF OFFICERS AND INDUCTION OF NEW MEMBERS ...........................................24
PART V
DISTRICT 10 STANDING RULES OF PROCEDURE ........................................................................................25
PART VI
DISTRICT 10 FOUNDATION, INC. BY-LAWS ...................................................................................................30
APPENDIX A.

ZONTA INTERNATIONAL FORMS .......................................................................A-1

http://www.zonta.org
APPENDIX B. 

DISTRICT 10 REPORT FORMS ...............................................................................B-1


PRESIDENT’S REPORT .............................................................................................................................B-2


MEMBERSHIP ............................................................................................................................................B-3


MEMBERSHIP RETENTION AWARD .....................................................................................................B-4


SERVICE ......................................................................................................................................................B-5



STATUS OF WOMEN SERVICE AWARD CRITERIA .............................................................B-6


PROGRAMS/SCHOLARSHIPS/EVENTS .................................................................................................B-7



Club Newsletters Judging Criteria .................................................................................................B-9



Publicity Books Judging Criteria ...................................................................................................B-10


UNITED NATIONS .....................................................................................................................................B-11


FINANCE .....................................................................................................................................................B-12



FINANCIAL REPORTING CRITERIA ........................................................................................B-14



FINANCIAL ACCOUNTABILITY AND RESPONSIBILITY POLICY ....................................B-14


PROSPECTIVE MEMBER RESPONSE FORM (PRESIDENT) ...............................................................B-16


PROSPECTIVE MEMBER RESPONSE FORM (GOVERNOR) ..............................................................B-17


PROSPECTIVE MEMBER FORM .............................................................................................................B-18


SUBMITTING INFORMATIO NFOR THE DISTRICT 10 WEBSITE .....................................................B-19


SUBMITTING INFORMIATION TO THE LOCALCLUBS FROM THE DISTRICT 10 WEBSITE.......B-19

APPENDIX C.

SCHOLARSHIP APPLICATIONS ...............................................................................C-1

http://www.zontadistrict10.org
CLUB OFFICERS REPORT FORMS .....................................................................................................................D-1


CLUB OFFICERS REPORT FORM .............................................................................................................D-2


ADDENDUM TO CLUB OFFICERS REPORT FORM ..............................................................................D-3

APPENDIX E.

FORMS .............................................................................................................................E-1


CLUB REPORTING ......................................................................................................................................E-2


PLANNING GUIDE FOR EFFECTIVE ZONTA CLUBS ...........................................................................E-3


RESIGNING MEMBER QUESTIONNAIRE ...............................................................................................E-8

[image: image2.jpg]LONITA
DISTRICT 10





Ideals of Zonta 
ZONTA INTERNATIONAL is a global organization of executives and professionals working together to advance the status of woman worldwide through service and advocacy.  

The Objects of Zonta International are:  

(a)
To improve the legal, political, economic, education, health and professional status of woman through service and advocacy.

(b)
To work for the advancement of understanding, goodwill and peace through a world fellowship of executives in business and the professions;

(c)
To promote justice and universal respect for human rights and fundamental freedoms;

(d)
To be united internationally to foster high ethical standards, to implement service programs, and to provide mutual support and fellowship for members who serve their communities, their nations, and the universe. 

http://www.Zonta.org
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DISTRICT 10 BOARD 

2010 – 2012

JANIS WOOD
DEBRA SILVERTHORNE
GOVERNOR
AREA 2 DIRECTOR

3 Surrey Lane
1414 Brassie Way

Mcloud, OK   74851
Longview, TX   75605

H:  405-273-3918
C:  903-241-5952

C:  405-823-5137
FAX:  903-663-2277

B:  405-736-7039 
Email:  debrasilverthorne@gmail.com
FAX:  405-734-1127


Email:  Jawood55@aol.com


            Janis.wood@tinker.af.mil
SHARON ILLHARDT


AREA 3 DIRECTOR

DONNA DODGEN
3270 N Hwy 46

LT GOV
Seguin, TX   78155-0132

822 Elm Street
H:  830-557-5131

Seguin, TX   78155
W:  830-303-6467

H:  830-303-5075
C:  830-832-6946

C:  830-305-2546
FAX:  830-303-4097

Email:  donnadodgen@sbcglobal.net
   Email:  sharon.illhardt@bluebonnetmhmr.org

Sillhardt@gmail.com
CAROLYN SMITH
PRISCILLA TRUESDELL

TREASURER
SECRETARY

1007 N Buffalo
5214 King Edward St.

Cleburne, TX   76033-5812
San Antonio, TX   78229

C:  817-556-8255
H:  210-614-2336

W:  817-645-4366 ext. 281
C:  210-364-4715

FAX:  817-645-5358
Email:  pmtrues@satx.rr.com
Email:  carolyn.smith@walls.com
SHERYL FLANAGIN
JUDY KAUTZ

AREA 1 DIRECTOR
PARLIAMENT ARIAN

6325 Remington Ct
5501 Royal Drive

Ft. Smith, AR   72916
Oklahoma City, OK   73150-4031

C:  479-414-5190
H:  405-869-9685

FAX:  479-648-8088
C:  405-831-3935

Email:  Sherylflan@aol.com
Email:  jkautz@cox.net
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DISTRICT 10 COMMITTEES
2010 – 2012

ORGANIZATION, MEMBERSHIP
STATUS OF WOMEN/SERVICE

CLASSIFICATION
Kim Vann

Donna Dodgen
Zonta Club of Fort Smith,

Zonta Club of Seguin
PO Box 1251

218 Romberg
Roland, OK   74954

Seguin, TX   78155
C:  479-739-8123

H:  830-303-5075
B:  479-788-4000 ext. 6126

C:  830-305-5075
F:  479-709-7411

F:  830-305-2546
Email:  djkavann@sbcglobal.net
Email:  donnadodgen@sbcglobal.net

STATUS OF WOMAN/SERVICE 

FINANCE 
SUBCOMMITTEES

Carolyn Smith


Zonta Club Johnson County
AMELIA EARHART

1007 N Buffalo
Donna Couch

Cleburne, TX   76033-5812
Zonta Club of Parker County

C:  817-556-8255
311 S Elm St

B:  817-645-4366 ext. 281
Weatherford, TX   76086

F:  817-645-5358
H:  817-756-9146

Email:  carolyn.smith@walls.com
B:  817-594-8820


F:  817-594-8373

FOUNDATION AMBASSADOR
Email:  djcouch@sbcglobal.net
Barbara Yoder
Zonta Club of Johnson County
Z CLUB/GOLDEN Z CLUB

716 Chisholm Ct.
Barbara Yoder

Burleson, TX   76028
Zonta Club of Johnson County
H:  817-447-3814
716 Chisholm Ct.

B:  817-202-1110
Burleson, TX   76028

F:  817-202-1463
H:  817-447-3814

Email:  Barbara.Yoder@cleburne.k12.tx.us
B:  817-202-1110


F:  817-202-1463



Email:  Barbara.Yoder@cleburne.k12.tx.us
UNITED NATIONS 
Elizabeth Angelle (Libby)


Zonta Club of Lafayette
LEGISLATIVE AWARENESS &

504 Alice Drive 
ADVOCACY

Lafayette, LA   70503
Judith Strothmann
H:  337-981-8532
Zonta Club of Central Oklahoma 

Email:  langelle@bellsouth.net
107 Red Bird Circle


Midwest City, OK   73110


H:  405-737-7540


C:  405-245-8519


Email:  judyborh@cox.net
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YWPA
IT/WEBMASTER
Donna Wiley
Judy Kautz

Zonta Club of San Antonio
Zonta Club of Central Oklahoma 

9022 Rio Sedona Dam
5501 Royal Drive

Helotes, TX   78023
Oklahoma City, OK   73150-4031

H:  210-695-8037
H:  405-869-9685

B:  210-345-3584
C:  405-831-3935

C:  
Email:  jkautz@cox.net
F:  210-345-4747


Email:  wileyd@sbcglobal.net
DISTRICT NEWSLETTER EDITOR



Priscilla Truesdell

JANE KLAUSMAN
Zonta Club of San Antonio

Connie Stierstorfer
5214 King Edward St.

Zonta Club of Fort Worth
San Antonio, TX   78229

5253 Fallworth Court
H:  210-614-2336

Fort Worth, TX   76133
C:  210-364-4715

C:  817-294-7227
Email:  pmtrues@satx.rr.com
F:  817-294-3553


Email:  connieathome@flash.net
NOMIATING (ELECTED)


Sharon Hebert, Chair

District 10 ROSE SCHOLARSHIP
Zonta Club of Central Oklahoma

Cathy Williams
13149 Whitebud Place

Zonta Club of Fort Smith
Choctaw, OK   73020

3201 South O Street, #5
H:  405-259-8021

Fort Smith, AR   72903
B:  405-734-0408

H:  479-785-2686
C:  405-255-1840
B:  479-785-2501
Email:  shebert9@cox.net
F:  479-784-8156


C:  479-420-4439
NOMINATING (ELECTED)

Email:  cwilliams@fortsmithschools.org
Ann McNallen Makowski


Zonta Club of West Hidalgo County

BYLAWS & RESOLUTIONS
2109 Colorado

Ruth Hunter
Mission, TX   78572

Zonta Club of Brownsville
B:  956-330-1456

80 Fort Brown
H:  956-583-0086

Brownsville, TX   78520
F:  956-583-1669

B:  956-882-6797
C:  

F:  956-882-6726
Email:  theirlady@aol.com
C:  956-212-4107


Email:  rhunter814@aol.com
NOMINATING (ELECTED)


Danita Utsman

PUBLIC RELATIONS &
Zonta Club of Longview

COMMUNICATIONS
1410 Dartmouth

Jo Salmon
Longview, TX   75601

Zonta Club of Longview
H:  903-757-3125

1111 Yates Drive 
F:  903-234-2213


Longview, TX   75601
C:  903-445-5333

H:  903-757-6297
Email:  dustman@cablelynx.com
C:  903-720-7269

Email:  josalmon@sbcglobal.net
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Part 1
Getting Organized 

Now You Are A Zonta President

You have switched roles – no longer a follower but now a leader.  Zonta service deserves our best dedication and methods.

A good president will:  

Be Responsible:


You must be willing to make decisions.

Communicate: 


There is magic in the spoken word.  If you can communicate you will be a better leader. Effective public speaking is the ability to “thing on one’s feet”.

Do Your Homework: 


Each President must study the goals of Zonta on all levels.


A good beginning is a review of the Zonta Club Manual (October 2006).


Read all correspondence from the Area Director, District Governor and International Headquarters.  Act on all issues that are presented and do this as quickly as possible.  (Don’t handle your mail twice.  Make it a rule to open and act on what is needed at that time.  This may be accomplished by designating a “day” of special time to open Zonta mail...say, once a week on Tuesday, etc.  “Don’t let mail pile up on your desk!”)
Be Interested In and Understand Your Club Members: 


You are now responsible for getting things done through other Zontians.

Be Dependable:  


“The best ability is dependability.”  Faithfulness and loyalty are closely related to dependability.  A dependable person is one you can always count on, one who always comes through on her word.

Be Organized:  


A good leader is constantly developing other leaders.  This implies willingness to let the group members make their own decisions on part, encouraging them to work together in assigned tasks.  

Have a Willingness to Work:  


Leadership is often a thankless and never ending task.  Her example in the nitty-gritty work of the organization often will be the inspiration necessary to motivate the members of her group.

Courage and Patience:  


Leaders are rarely the most popular people.  It takes lots of courage and patience to be a good leader and get along with every kind of person.

Creative:  


A creative person has the ability to bring into existence something unusual.  An imaginative mind- a dreamer – a creative person is MADE, not BORN, and that creativity, basically a capacity for the restructuring and reforming of ideas, can be learned and taught.

Each of the above leadership traits can be developed from study, patience, and consistent learning.  Leadership is the coordination of the energy and motivation of a group to accomplish its purposes.  Strive to be competent and dynamic as a Zonta President, YOU CAN DO IT!  BUT, I think the most important ingredient has been left out:  

“BE ENTHUSIASTIC AND HAVE A GOOD TIME!”

5
YOUR RESPONSIBILITIES
Article XIV Section 5(a) of the Zonta International Bylaws describes the President’s duties: 

a) President.  The president shall preside at all meetings of the club and of the board and shall be the chief executive officer of the club.  Subject to approval by the board, the president shall appoint chairmen of the standing committees and all other committees except the Nominating Committee.  The president shall be ex-officio a member of all committees except the Nominating Committee.  

Usually the most important duty of a president is to preside at all business meetings, but as president of a Zonta club you are also responsible for: 

· Assisting club members in realizing and appreciating the International aspect of Zonta. 

· Assisting club members in reaching their full potential as members and as club and district leaders by: 

1. seeing that club officers, committee chairmen, and board members have copies of the relevant sections of the The Zonta Club Manual October 2006 (ideally a copy of the entire manual, which is accessible at www.zonta.org for download); 
2. ensuring that club committee chairmen understand what their responsibilities are;

3. mentoring the president-elect and/or vice president who will assume the duties of the office of the president.  

· Keeping club members informed of district and international activities by: 

1. distributing the District Governor’s and the Area Director’s communications to each member;

2. appointing a club newsletter editor.

3. appointing a club webmaster.

4. Advise club members to register on ZI website and check district website. 

· Becoming involved in District and Internal affairs by attending area meeting, district conference, convention, workshops, and leadership training. 

· Ensuring the timely submission of reports and dues to district and international.

· Informing the Area Director and District Governor of club activities and problems.  

6
PUBLICATIONS AND INFORMATION MAILINGS
Monthly Zonta International E-Newsletter 

Zontian Magazine published twice a year and electronically. 
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District Dues Transmittal


The Zonta Club of 




















Full Year

Half Year










 
(6/1 To 11/30)

(12/1 To 5/31

Dues 2011 – 2012 @ $24.00 per

members

$
24.00

$
12.00

Conference Assessment @ $4.00 per 
  members

$
 4.00

$
 4.00

Total @ $28.00 per 


members


$
28.00

$
16.00


Be sure to include a copy of your club roster when paying renewing dues for the next year or the new member set up form for new members joining during the year.  

Mail to: 
Carolyn Smith

1007 N. Buffalo Avenue 

Cleburne, TX   76033

carolyn.smith@walls.com
Submitted by:

Club Name: 









Name: 








 Title: 




Address: 















Phone: 















Email Address: 
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Zonta International Membership Dues & Fees
1211 West 22nd Street, Suite 900
Oak Brook, IL   60523
Tel. No. 630-928-1400    Fax No. 630-928-1559

www.zonta.org
1 JUNE 2011 TO 31 MAY 2012

SCHEDULE OF 

INTERNATIONAL MEMBERSHIP DUES AND FEES

RENEWING MEMBERS:




FULL YEAR
HALF YEAR
Per Capita Dues






US$ 80.00


Add:  Club Liability Insurance




US$   3.00

(North American Clubs Only)
NEW MEMBERS:

Per Capita Dues






US$ 80.00

US$ 40.00


Add:  New Member Fee





US$ 15.00

US$ 15.00

Add:  Club Liability Insurance




US$   3.00

US$   3.00

(North American Clubs Only) 

NEW CLUBS:

Per Capita Dues






US$ 80.00

US$ 40.00


Add:  Charter Member Fee (One time only)



US$ 15.00

US$ 15.00

Add:  Club Liability Insurance




US$   3.00

US$   3.00

(North American Clubs Only)

MEMBER REINSTATEMENTS:  

Per Capita Dues






US$ 80.00


Add:  Reinstatement Fee





US$ 15.00

Add:  Club Liability Insurance




US$   3.00


(North American Clubs Only)

NOTE:  

Full Year Dues – Dues payment received at Headquarters from 1 June to 30 November 

Half Year Dues – Dues payment received at Headquarters from 1 December to 31 May (for new members only).  

Per Capita Dues – Include Member Services, The Zontian magazine subscription and Convention Support Club Liability Insurance – Necessary for North American clubs only. 
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District 10 Program Suggestions 
Month
Program





Responsible Committee

June 

Club Outing





Fellowship Committee

July

Long Range Plan




Board and Entire Club

August 



September
Membership/Orientation



Membership & Organization Committee

October
United Nations




United Nations Committee
November 
Zonta International Birthday



Status of Women Service Committee

December 
Holiday Party




January 
Amelia Earhart 




Amelia Earhart Subcommittee

February 
Young Women in Public Affairs


Z Club and/or YWPA Subcommittee

March

Violence Against Women and Children 

ZISVAW Subcommittee

April

Environment/Women’s Health/Literacy

Appropriate Subcommittee

April/May
Annual Reports & Installation of Officers 

Board 
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Planning for the Club Year
General Guidelines

May

Now is the time to make plans for the coming Zonta year.  Study the The Zonta Club Manual (October 2006).  It gives you good information on Zonta and on the responsibilities of each officer and committee within the club.  

1. Installation of Officers if applicable.

a. Arrange for joint meeting of incoming and outgoing board at May/June board meeting.

b. Have PR chair arrange for newspaper announcement of club’s new leadership.

2. Outline your goals for the year.
3. Develop goals in conjunction with your board and/or committee chairs.

a. For this year/biennium,

b. For club long-range goals.

c. For budget- be sure to include recommended 1/3 service money as contribution to ZI Foundation.

4. Share goals with board, committee chairmen, and with the club members.

5. Think about committee selections.

a. Standing committees are subject to approval of the board of directors.  Don’t delay this process. 

b. The president can select other committees.

c. Review leadership and service capabilities of members with outgoing president.

d. Each club member should be a member of a committee.

e. Assign new members to a committee as soon as possible.

6. Plan an orientation for board, officers, and chairmen following the June board meeting.

a. Do officers have records and relevant material from their predecessors?

b. Let chairmen know when reports are due.

c. Develop a time line for goals and reports.

d. Prepare a packet of information for each officer and chairman:

1) Name, address, phone numbers, and email address of officers and board.

2) List of committees with names, address, phone numbers and email address.

3) Copy of international and club bylaws.

4) Manual of Procedures.

5) District board roster.

       7.  Appoint a yearbook editor and newsletter editor.  Copies of club newsletter should be sent to each 

member of the District 10 Board and each club president.  

       8.  Appoint club webmaster.

       9.  Confirm with the treasurer that: 

   a.  Dues and fees have been sent to District and International along with Dues Transmittal Form 
 

and Membership Report Form.  

Important Dates

May 1 
  District Rose Scholarship announced.

May 1    Club Officers Report Form due to Headquarters, to the Governor and to the Area 


Director, and 
Club Officers Report Form – Addendum to Governor, District Secretary, and 
District Treasurer.


May 1
  YWPA entries due to ZI Headquarters.


May 1    Club Achievement checklist due (www.zonta.org) 

May 15  District 10 newsletter published.

May 31  Zonta International Foundation club contributions due to Headquarters with a copy to the District Foundation Ambassador (use the Foundation Transmittal Form).

May 31  District dues must be postmarked or sent via courier on or before June 1.

May 31  Sara Metcalf local winners to District Z Club and Golden Z club chairman.

11
June

Confirm with the treasurer that:
a.  Dues and fees have been sent to District and International along with Dues Transmittal.

b.  If new officers have been installed, the new signature forms have been signed at the 


bank.
1. With board approval, appoint committee chairmen and members.

2. Appoint a club parliamentarian.

3. Prepare club calendar for the year.

4. Provide the Club Year Book editor with the following information for the yearbook:

a. Dates and location of regular meetings.

b. Special club events with dates and locations.

c. District Conference dates and locations.

d. International Convention dates (even years).

e. Area Meeting dates and locations.

      5.  Have program committee begin planning for the year, include the following events:

      6.  Plan to attend the Zonta International Convention (even years).

      7.  Complete Club Inventory (Outgoing President).

      8.  Plan the Long-Range Planning Session. 

Important Dates

June 1    Committee chairman report form to area director.


June 
   Emma Conlon Award recipients are announced (Z Club & Golden Z Club) 

June 1
   Zonta International updated club roster must be received on or before June 1.



        Zonta International dues sent to :




Zonta International
1211 West 22nd Street, Suite 900, Oak Brook, IL 60523



        District Dues and updated club roster sent to: 




Carolyn Smith   1007 N Buffalo Ave.   Cleburne, TX   76033


June 1    Deadline for submission of permanent club email address and club website information.


June 30  President’s Report and Standing Committee Reports due to the District Secretary.  The  

               President’s report issued by the Governor for her ZI reports.  The Standing Committee 


   Reports will be judged for award purposes for District Conference – two copies please. 

12
July

1. Plan new members’ recruitment and orientation.

2. Finalize plans for the club year.  Programs should emphasize service and express the International biennium theme and goals.

3. Remind club convention delegates that a written report for presentation to the club is expected at the meeting following International Convention (even years).

4. Complete Planning Guide for Effective Zonta Clubs – use as planning guide for Strategic Planning Session.  

5. Distribute membership yearbook/roster and other information to members.
a. One copy of yearbook for each member (some clubs provide two to their officers and board members).

Important Dates
July

ZI Headquarters closed

July 1

YWPA International Recipient announced by ZI and District.

July 1 

Jane M. Klausman candidate application due to the District  JMK chairman.

July 1 

Planning Guide for effective Zonta Club to Lt. Governor.
July 30
Amelia Earhart Fellowship Awards are announced.

July 31
Mail copies of the yearbook/roster:  Include name, address, email, 




phone, and fax numbers – 1 to Governor, 1 to Lt. Governor, 1 to Area Director.

August

1. Make plans for celebrating UN Day, October 24.

2. Check with committee chairmen to confirm that:
a. They have all the materials necessary for their committee.

b. They have scheduled a committee meeting.

3. Have delegates to Convention give report to club.  (even years)

4. Plan for membership recruitment.

5. Review Convention actions, using Program Issue of the Zontian.  (even years)

6. Encourage District Conference attendance.  

7. Vote on delegates to District Conference.

8. Send Credentials Report to the Credentials Chair.

Important Dates

August 15
District 10 Newsletter published.

August 
Submit Delegate credentials for District Conference to Credentials Chair.  




(Depending on actual date of conference, credentials may be due in either August or 


September). 




**Number of delegates are based on the number of active paid members enrolled in 



the club 60 days prior to the District Conference.  (0-40- 1 delegate, 41-80- 2 




delegates, 81 and above – 3 delegates) 2008 By-Laws-Article XIII, Section 11(4)(a)


August 31
US District Financial Statements due to HQ for Group IRS 990 filing.

13
September
1. Remind members of District Conference.

2. Finalize plans for District Conference.

3. If applicable, have Treasurer file Form 990 by October 15.  (See The Zonta Club Manual, Section 18, page 160)

4. Finalize plans for UN Day, October 24.

Important Dates

September 1

District Jane M. Klausman Scholarship recipients application to ZI


September 8

International Literacy Day


September 21

International Day of Peace


September 30

International slate for ZI officers, board and nominating committee sent to 



clubs.


Third Tuesday
Opening of UN General Assembly.

October

1. Finalize plans for Zonta’s Birthday, November 8.

2. Read and discuss the International President’s message (even years).

3. Attend District Conference.

4. Bring Zonta International Foundation club pledges/contributions to District Conference.

Important Dates

October 15

Confirm that the Treasurer has filed Form 990, if applicable.


October 15

International Day of Rural Women 

October 17

International Day for Eradication of Poverty.


Mid October

JMK Scholarship recipient announced by ZI.

October 20-22
District 10 Conference in Ft. Smith

October 24

United Nations Day

November

1. Report on the District Conference.

Important Dates

November 8

Celebrate Zonta’s Birthday

November 15

AE Fellowship Applications due


November 15

District 10 Newsletter Published


November 25

Recognize International Day for the Elimination of Violence Against Women


November 25

Plan for 16 days of Activism Against Gender Violence

14
December
1. Finalize plans for Amelia Earhart Day, January 11.

2. Review classifications; implement plans for inviting and initiating new members.

3. Implement plans for inducting new members.

4. Plan a special fellowship event: have each member invite a potential member.

Important Dates
December 1

World Aids Day
December 2

International Day for the Abolition of Slavery/Suppression of the Traffic In 




Persons

December 10

International Human Rights Day

December 10

Last day of 16 days of Activism Against Gender Violence
January
1. International and district nominating committee’s requests for international and district offices mailed to club presidents.

2. Elect nominating committee for the club if not done during regular elections.  Remember that the President is NOT a member of this committee.

3. Plan International Women’s Day Observance, March 8.

Important Dates 

January 11

Observe Amelia Earhart Day


January 31

Sara Metcalf application packets mailed to Clubs.

February

1. Emphasize public affairs:  programs on local government or current community issues.

2. Recognize an outstanding community leader with an award.

3. Submit nominations to district nominating committee for district offices (even years).

4. Review and finalize service project plans.

5. Announce District 10 Rose Scholarship – nominations due March 1 to District 10 Rose Scholarship chairman.
6. Finalize Young Woman in Public Affairs awards and submit to Governor on or before April 1

7. Remind officers and committee chairmen that annual written reports are due at April or May meeting.

8. Present proposed budget for coming year for approval at annual meeting.

9. Confirm club treasurer has mailed dues notice to membership – dues are due to club by April 1 (Zonta International Bylaws Article XIV, Section 3b).
Important Dates 


February 15

IRS Group Subordinate Form due to International

February 15

District 10 Newsletter Published

February 15

Emma Conlon Award Recipient reports to ZI as to how award money was 




spent 
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March
1. Encourage attendance at the Area Meeting; plan to attend as president.

2. Elect delegates and alternates to International Convention (even years).

3. Nominating committee report due.

4. Submit Rose Scholarship applications to District 10 Rose Scholarship chairman.

5. Receive written reports from officers and committee chairman.

6. Begin Annual Club Report and form (due to Headquarters, Governor and the Area Director on or before May 1), President’s Report and Standing Committee Reports (due to the District Secretary on or before June 30).

7. In Convention year, discuss with club, issues, elections, etc. that will be covered.

Important Dates

March 1
District 10 Rose Scholarship due to District 10 Rose Scholarship chairman


March 8
International Woman’s Day/Zonta Rose Day

April

1. Conduct club annual meeting (April or May).

a. Election of officers.

b. Approval of club budget for coming year.

c. Report of officers and committee chairmen (written report received earlier).

d. Present President’s annual report.

e. Recommendations for coming year.

2. Remind finance committee to conduct an annual examination for the fiscal year ending May 31.

Important Dates

April 1
Young Woman in Public Affairs applications.


April 30
Emma Conlon Award applications due ZI Headquarters
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Part II
Leader’s Creed

TO
Share with others the enthusiasm I have for the group and make it a top priority so that others will be challenged to do the same

TO
Help each member realize his/her worth to the organization by involving each in some capacity.

TO
Set an example for others to follow; to place respect above popularity and honor above all else.

TO
Be able to deal with the unpleasant as well as the pleasant, and be unafraid to admit my mistakes as I work to correct them

TO
Learn when flexibility is an asset or a liability; to reject what’s popular unless it works for good, and to be willing to stand alone when necessary in order not to sacrifice my integrity.

TO
Positively support policies which strengthen the group; to rise above intimidation, and be willing to accept the fact that leadership can at times be lonely.

TO
Constantly search for new ideas which may or may not be better than the old ones, and to take advantage of every opportunity to develop skills needed in my leadership position.

May I dare to be different, dare to be courageous, dare to be creative, dare to challenge others as I am challenged, and dare to make time for this important task.

Hopefully, I will fulfill my leadership role in such a way that when my term of service is over I can feel a sense of pride and satisfaction in knowing I have done my best.













Joanne VanSant













District 5
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Delegating Responsibility
Officers

You have a team of officers and board members who can help you on your task of charting a direction for the club during your term of office and committees that should be responsible for carrying out the work of the club.  But you must know what each officer or committee chairman is responsible for and ensure that they have that information.  The Zonta Club Manual (October 2006 Part 1, Sec 2, pg. 25-31) provides a description of the role of each officer.  This manual should be part of the tools and resources provided to club officers and board members and they should be encouraged to use the manual as a reference guide.  

Committees 
Committees assist you in seeing that the club is well run and that each member plays a part.  All members should be assigned to a committee.  Committees may consist of one person, and committees may have subcommittees.  Zonta International Bylaws mandate the following committees: 

· Status of Women Service

· Organization, Membership, and Classification

· Public Relations and Communications

· United Nations

· Finance

· Nominating Committee (an elected committee, see Zonta International Bylaws, Article XIV, Section 8)

Clubs may also establish additional committees as necessary, such as a program committee, inter-city committee, archive committee, etc.

Please note:  Per Zonta International Bylaws (Article XIV, Section 5a). The president shall be ex-officio a member of all committees except the Nominating Committee.  Ex-officio is defined as “A position held because of one’s office.  An ex-officio member has all the rights of any other member of the committee, including the right to vote, but is not counted in the quorum”.  

Committee Chairs:  Appointment of committee chairmen is the responsibility of the club president subject to the approval of the club board (Bylaws Article XIV, Section 5a).

The Zonta Club Manual provides a description of each committee’s responsibilities, resource available to the committee and suggestions for activities (The Zonta Club Manual, October 2006, Part 1, Sec. 3, pg. 36-46).  Each member should be provided with a copy of these guidelines to insure the smooth functioning of the committee.  
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Status of Women Service Committee
This committee is responsible for the following programs:

· International Service Projects.

· Local Service Projects

· ZISVAW

· Young Women in Public Affairs Awards

· Jane M. Klausman Awards

· Z and/or Golden Z Clubs

· Legislative Awareness and Advocacy

· Amelia Earhart Fellowship Award

Activities of this committee are to:

· Recommend action and service projects to support Zonta’s objects, mission, and goals

· Raise the awareness of status of women issues

· Provide education and development of women

· Publicize and raise funds for local status of women projects, award programs, and international projects

· Send Committee Report to District Secretary by June 30. (2 copies)

Organization, Membership, and Classification Committee 

This committee is vital for the future of a club.  Their responsibilities include:

· Developing a plan for identifying and recruiting new members

· Encourage every member to invite prospective new members to a meeting

· Planning and conducting information sessions about Zonta for prospective and new members

· Developing, implementing, and overseeing a mentoring program for the club

· Send Committee Report to District Secretary by June 30. (2 copies)

Public Relations and Communications Committee

The responsibilities of this committee are:

· Media Relations

1. Develop a comprehensive plan to create external and internal awareness of Zonta

2. Create and sustain relationships with local media to accomplish the above

3. Identify or recruit members who work in the media and are willing to assist the club

· International Relations

1. Promote professional and youth exchanges

2. Support inter-club projects

· Archive and History

· Club Newsletter and Yearbook

· Send Committee Report to District Secretary by June 30.  (2 copies)
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United Nations Committee

This committee provides information to club members on Zonta International’s work with the United Nations and their agencies.

· Send Committee Report to District Secretary by June 30.  (2 copies)

Finance Committee

In many clubs the treasurer may do the work of this committee.

· Prepare and submit the budget to the club board and with their approval to the club for approval at the annual meeting.

· Monitor the budget versus actual income and expenses for the year.

· Arrange for the club’s financial records to be complied, audited, or reviewed by a CPA or qualified member of the club.

· Recommend suitable investments for the club.

· Report at the annual meeting.

· Send Committee Report to District Secretary by June 30.  (2 copies)

Nominating committee

The nominating committee is elected NOT appointed.

· Encourage club members to nominate candidates for vacant positions.
· Contact prospective nominees and obtain their consent for nomination.

· Nominate one or more qualified members for each position to be filled.

· Report the slate of officers, directors, and nominating committee if it is elected at the same time.
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Part III
Your Life Preserver:  Manuals, Bylaws and Rules of Procedure

Manuals
There are a number of manuals that are provided by International and by the District to help keep you on track during your tenure as President.  These should be part of the President’s tool and passed from one President to the next.  


The Zonta Club Manual {Club Manual} (Zonta International, October 2006)


District 10 President’s Handbook (District 10, revised April 2011)


Zonta International Membership Manual:


Marion de Forest Membership and Classification Manual and Organization and Extension 
Manual (Zonta International, November 2010)


Zonta International Bylaws (Zonta International, published even years)


Club Bylaws (every club should have their own bylaws {See Zonta Club Manual, October 2006, 


Part 1,
Section 15 (pages 138-146); and every member should have a copy of the bylaws}.


Zonta International Protocol Manual (February 2010)


International Directory


www.zonta.org – online store and member resources


www.zontadistrict10.org – online informational site

Bylaws
Bylaws prescribe how an organization will function.  They may not be suspended, except in very specific circumstances.  Article XIV of the Zonta International Bylaws contains the bylaws governing the operation of clubs.  These bylaws are mandatory for all clubs, except for the sections designated as “club options”.  Refer to the The Zonta Club Manual, Part 2, Section 15, pp. 137-146 for a full discussion on which sections may be amended by the club.

Model for Zonta Club Bylaws

· For Model for Zonta Clubs Bylaws, please refer to the The Zonta Club Manual, October 2006 pages 137-146.
· For Review of the Zonta Club Bylaws Options, please refer to the The Zonta Club Manual, October 2006, pages 137-146.

· For Suggested Club Bylaws Option Form, please refer to the The Zonta Club Manual, October 2006, pages 137-146.

Rules of Order
Rules of Order cover the orderly transaction of business and are usually contained in the adopted parliamentary authority.  In the case of the Zonta Clubs in the United States, Robert’s Rules of Order Newly Revised.  

Motions

Ordinary motions are introduced by “I move” followed by the proposal to be considered.  Motions require a second before they can be discussed.  
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Resolutions

Resolutions are motions where the member wishes to express a sentiment or a conviction, or to be sure that a motion is meticulously stated, or to phrase a motion for publication or for transmittal to another body.  Resolutions are introduced by “Resolved, that...”  If there is a preamble to the resolution, then each clause is written as a separate paragraph and begins with the word “Whereas, ...” 

Standing Rules

Standing rules relate to details of administration and are adopted as the need arises.  (What are often erroneously referred to as “Club Resolutions”) 

Rules 


To Adopt


To Amend or Rescind










w/out notice 



w/notice



Bylaws

Majority 

Majority of membership

Two-thirds 


Rules of Order 
Majority 

Majority of membership

Two-thirds


Standing Rules 
Majority 

Two-thirds or majority

Majority








  of entire membership 

22

Zonta Meetings 
As the presiding officer you set the tone for the meetings.  The first meeting of a new term tends to set the tone for all meetings to come. It may affect, thereby, the degree of interest and enthusiasm with which members, especially new members, will want to participate in the organization. The first meeting should therefore be most carefully planned and conducted.  

Start on Time.  A meeting should begin promptly even though some important member or personage has not arrived.  To open a meeting, only two conditions need be met:  

1. the scheduled hour must be at hand

2. the required quorum of members present.

Starting on time is a courtesy to those present that were considerate enough to arrive on time.  When other members learn that the meetings are starting promptly, they will begin to arrive on time also.

Order of Business/Agenda.  Good business meetings don’t just happen.  They grow out of good planning and careful preparation.  

The agenda or order of business is the sequence of subjects to be considered at a meeting.  This should be prepared in advance of the meeting by the president and/or secretary.  

Possible Meeting Sequence:

· Call the meeting to order and welcome

· Recite the Zonta Mission Statement

· Approval of the agenda 

· Reading and approval of minutes from the previous meeting, asking for “corrections” and including all changes.  Until approved, the minutes constitute a draft document.

· Correspondence

· Business arising from the minutes or unfinished business

· Reports of the board, treasurer, and standing committees

· New business on the agenda

· Any other business and general discussion

· Guest speaker

· Announcements/date of next meeting

· Closure

Note:  Do you start your meetings with mission statement:  Please consider doing so, having the entire membership recite the Zonta Mission statement.  This reinforces the goals, objects and mission of the organization.

Note:  Do you have a record of all your meetings, both general membership and board?  The secretary should have minutes of the meetings, as they become a permanent document of the club.  (See The Zonta Club Manual, October 2006, Part 1, Section 2, pages 28-29)

For a detailed discussion on Zonta Meetings including rights and responsibilities of members and chairmen, parliamentary procedures, conducting club business, duties of presiding officer/chairman, contents of minutes, presenting motions, voting terms and protocol standards see The Zonta Club Manual, October 2006, Part 1, section 5, pages 53-60.   
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Part IV

Dues and Fees

In accordance with Club and International Bylaws, dues and fees for the coming year are to be paid to the club treasurer by 1 April.  (International Bylaws Article XIV, Section 3b) 

International dues and fees and district dues and fees are due by 1 June to International Headquarters and the District treasurer, respectively.  Dues and fees received after 1 June are subject to a late fee of $15 per individual for International.  Failure to pay timely may result in loss of voting privileges, the right to a delegate and/or proxy, and the right to nominate.



District 10 Dues and Fees Schedule 
Page 8



International Dues and Fees Schedule
Page 9

Dues payments MUST ALWAYS be accompanied by a Dues Transmittal Form AND a Membership Roster or New Member Form.  These forms may be found in the appendix of this handbook, in the Manual of Procedures for Zonta Clubs, or may be printed from the Zonta International homepage www.zonta.org.  Please be sure your Treasurer and Membership Chairman are using the current forms.  

New members who joint a club after 1 December pay prorated dues to International and District. See pages 9 and 10 for a breakdown of the half-year dues and fees.

Ceremonies

Installation of Officers and Induction of New Members 

Ceremonies for the installation of officers and induction of new members can take many forms from the very formal to informal.  What is important is the function these ceremonies serve; they bring before the members the aims and ideals of the organization.  In the case of installation ceremonies they also serve to challenge the new officers to lead the club toward those goals.  In the case of induction ceremonies, it gives the membership a chance to formally recognize the admission of new members into the club and affirm their acceptance of them.  

Sample ceremonies can be found in the The Zonta Club Manual, October 2006, Part 2, Section 17, pages 153-157.
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Part V

STANDING RULES OF PROCEDURE 

DISTRICT 10 ZONTA INTERNATIONAL

1.  NAME AND TERRITORIAL LIMITS

This organization shall be known as District 10 of Zonta International.  Its territorial limits shall be defined by Zonta International.

2.  OFFICERS

Per international Bylaw (IBL), Article XIII, Section 6, 6(b) and 6(d), The Officers of the District shall be a Governor, a Lieutenant Governor, the Area Directors, a Treasurer, and a Secretary.  Officers, with the exception of the Secretary, shall be elected at the District Conference immediately preceding the Zonta International Convention.  Area Directors shall be elected by the delegates from the clubs in that Area.  The Governor shall appoint the Secretary who shall be an Officer and member of the District Board without vote.  The Governor shall also appoint the Parliamentarian who shall be a member of the District Board without vote.  The term of office of the Secretary and Parliamentarian shall coincide with the term of the Governor who made the appointment.  

3.  FINANCES 

Dues and Fees:  Per capita dues and fees shall be voted at District Conference by a majority of the Delegates and Proxies and shall be postmarked by the USPS or departed via overnight carrier addressed to current District Treasurer, by each club prior to June 1.

For members admitted June 1 through November 30, Clubs shall pay full year dues and conference fees.  For members admitted December through May, half the annual dues and full conference fees shall be payable.  

Clubs in arrears for District dues and fees not postmarked by the USPS or deposited via overnight carrier by each club prior to June 1 will forfeit the right to vote at District Conference.

An extension may be requested and approved at the discretion of the District Office.  A Late Fee will be assessed in the amount of $25 per 40 members.

Funds:  The District shall maintain, and the District Board shall manage, a fund for District operations (General Fund), a District Organization and Extension Fund and such other funds as the Board/membership may approve.
General Fund

The income of the General Fund shall be dues as approved at District Conference and other Income not specifically designated to another fund.  

The District budget shall provide for the following expenses from the General Fund:

a. District Board to attend Board Meetings

b. Area Directors for official visits to Clubs and to Area Meetings

c. The Governor or the Lt. Governor officially attending Area Meetings

d. Honoraria and gifts

e. Assist outgoing Governor and incoming Governor to attend International Convention

f. District Committees

g. District Board in fulfillment of duties (phone, postage, etc.)

h. Other expenses as approved at District Conference.

i. Financial review

j. Bonding of Treasurer

9/6/10
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The Lieutenant Governor shall approve expense vouchers for the Governor.  The Governor shall approve all other expense vouchers.

The cost of Area Meetings shall be covered by the registration fee.  Any surplus, except from the evening function hosted by the host Club, shall inure to the General Fund, and the General Fund shall cover losses as approved by the District Board.

District Organization and Extension Fund

The Purpose of the fund is to provide financing for the formation of new Clubs, the retention of existing clubs and the activities of the Long Range Planning Committee.  Clubs wishing to form new clubs will submit a request and budget to the District Organization, Membership and Classification Committee, for approval of the District Board.  The Long Range Planning Committee will submit a budget to the District Board for their activities.  

Conference Assessment

The Conference assessments are approved at District Conference.

The Host Club will receive the Conference assessment funds after the District Board has approved the conference budget presented by the Host Club.  The Host Club shall document all expenditures from the conference assessment funds.  

The following are some of the expenses that Conference assessments and registration fees may be used to cover:  

a. Expenses for District Board members, International Representative and Scholarship/Award recipients

b. Planning meetings expenses

c. Printing and mailing costs

d. Supplies

e. Speaker expenses, including travel and room

f. Handouts and packets

g. Flag expense

h. Other expenses as approved in the Conference budget

Any surplus, except from the evening function hosted by the host Club, shall inure to the General Fund, and the General Fund shall cover losses for expenditures as approved by the District Board.
4.  MEETINGS
District Board:  The District Board shall meet at least two (2) times annually.  Up to three (3) additional Board Meetings may be held yearly if needed.  Each member of the Board is expected to attend all Board meetings.  Such other person(s) as the Board may need for assistance may be invited to attend a Board meeting but shall have no vote.  

Article XIII, Section 10(e) Zonta International Bylaws states the District Board may transact business by mail, or through the use of a conference telephone or other communication equipment.  Action by telephone or other communication equipment means that board members may participate in a meeting by means of conference call, video conference or similar communication equipment by means of which all persons participating in the meeting can hear each other.  Action by mail requires a unanimous vote of the entire board. 

9/6/10
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Voting Board Members of the Conference:  Pursuant to Article XIII 6(b), each area director is elected by the clubs in that area.  Thus, only delegates, not district officers, may vote for Area Directors.

District Conference;  A District Conference shall be held annually to promote the objects of Zonta International and conduct the business of the District.  Notice of proposed changes affecting the District or Zonta International shall be included in the Call to Conference sent to each Club President of the district at least sixty (60) days before the Conference.  No act of the District Conference may conflict with the bylaws or actions of Zonta International.  The location and date of a conference are by invitation of a club or clubs and submitted to the District Board for approval.  The Governor shall administer the District Conference.   

To allow for new members acquired after June 1, the total number of members who dues and fees were paid to District 10 as of August 15 will determine the number of votes and delegates at Conference.  However, if the club did not pay the dues for the renewing members by June 1 as per Standing Rule (3.  Finances, Dues and Fees), they will have no votes or delegates at Conference.  

Proxies.  A club may be represented by one (1) proxy at district conference.  No club may be represented by proxy at more than two (2) consecutive conferences.  A club may carry the proxy votes from no more than two other clubs.  

Area Meeting:  Each Area shall hold at least one (1) meeting annually during March, April or May.  This function shall promote the objects of Zonta International, emphasize leadership, and provide opportunity for participants to become more aware of the structure and functions within the various levels of the Zonta organization.  The location and date of an Area Meeting are by invitation of a club or clubs and submitted to the District Board for approval.  The Area Director shall administer the Area Meeting.  
5.  NOMINATING COMMITTEE

Per IBL, Article XIII, section 13(a), at the District Conference at which District Officers are elected, a District Nominating Committee of three (3) members shall be elected.  The nominee receiving the highest number of votes shall act as Chairman.  No member of the Committee shall be eligible for nomination at any level of Zonta International while serving on the Committee.  The term of members shall be for two (2) years.  In the case of a vacancy or the inability of a member to serve, nominees not elected shall be selected to fill the vacancy in the descending order of the number of votes received.  

The duties of the Nominating Committee shall be to: 

a. Stress qualifications required; receive and secure suggestions for nominees for the positions to be filled; 

b. Secure for each proposed nominee a consent to serve if elected;

c. Nominate one (1) or more qualified candidates for each office to be filled at the next election of district officers;

d. Nominate at least five (5) candidates for the District Nominating Committee;

e. At least sixty (60) days before the District Conference at which elections are to be held, send its report to each District Officer and to each club in the District; 

f. This report shall include a summary resume of each candidate;

g. Work with the Zonta International Nominating Committee to recruit qualified Zontians for International Officers, Directors and Nominating Committee.  
9/6/10
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6.  COMMITTEES

There shall be at least the following standing committees and such other standing and special committees as District Board may authorize.  The responsibilities of two (2) or more committees may be combined.
Section 1.  Standing committees shall be the Bylaws and Resolution Committee; Finance Committee; Organization, Membership and Classification Committee; Public Relations and Communications Committee; Status of Women Service Committee; and United Nations Committee.

Section 2.  Appointment:  The Governor shall appoint Committee Chairmen and Zonta International Foundation Ambassador, with the exception of the Nominating Committee, subject to approval by the District Board.  

7.  CLUBS

Each Club President shall, by June 1, submit an annual report of Club activities to the District 10 Secretary who shall distribute the reports to the District Board.  The names and addresses of newly elected officers must accompany this report.  Names and addresses of Committee Chairmen shall be submitted to the Area Director by July 1.  

Clubs are encouraged to publish a regular newsletter and the newsletter mailing list should include District Officers, Area Directors, and Zonta International Liaison.  Clubs are expected to keep District advised of potential nominees for District Officers and Committee Chairmen.  

Each Club should invite the Area Director to attend one meeting per biennium for which District will cover costs.  Expenses for additional visits are at Club expense.  Clubs are encouraged to hold intercity events on a regular basis.  

The host Club(s) for a District Conference shall be responsible for any deficit resulting from expenditures beyond those approved by the District Board unless such deficit is a result of circumstances deemed justifiable by the District Board 
8.  AMENDMENTS
These Rules of Procedure shall remain in effect until rescinded or changed by a majority of the voting members and proxies at future

District Conference.  In the interim between District Conferences the District Board may adopt rules of procedure and shall inform the clubs of these rules and their rationale.  These new rules may remain in effect until District Conference, at which time they shall be recommended by the District Board and presented to District Conference for ratification. If the District Board rescinds a rule of procedure, that rule may not be adopted by the immediately succeeding District Board.  

Any rule of procedure submitted and ratified by District Conference shall remain in effect until rescinded or otherwise disposed of at a District Conference.  

Proposed amendments to these rules of procedure may be submitted by a Club to the District Board or by the District Board.  Notice of such an amendments(s) shall be given to each club at least sixty (60) days prior to District Conference.  
Technical correction to these rules of procedure due to changes made by Zonta International may be approved by the District Board and reported at District Conference.  
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PARLIAMENTARY AUTHORITY 

The rules contained in the latest edition of Robert’s Rules of Order, Newly Revised shall govern the District in all cases in which they are not inconsistent with these rules of procedure and bylaws or rules of procedure of Zonta International.  

*NOTE:  THESE STANDING RULES OF PROCEDURE WERE REVIEWED AT THE D10 CONFERENCE NOVEMBER 12, 2010.  
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PART VI

Zonta International 

District 10 Foundation, Inc. Bylaws

ARTICLE ONE – Purpose 

1.1 PRIMARY PURPOSE

The primary purpose for which this corporation is organized is to carry out the charitable and educational purposes of Zonta International District 10.

ARTICLE TWO – Members and Meetings

2.1 MEMBERS

The members in good standing of Zonta International District 10 shall be members of the corporation.

2.2 MEETINGS

Unless otherwise designated by the Board of Directors, at least one meeting per biennium will be held during the Zonta International District 10 District Conference for the purpose of transacting any business as may come before the meeting. 

2.3 PLACE OF MEETING

Regular meetings of the members shall be held at the same meeting place as the District Conference of Zonta International District 10.

2.4 PLACE OF MEETING

No notice of a regular meeting shall ever be required, but notice may be given as the Governor of the Foundation may direct.  

2.5 VOTING OF MEMBERS

The voting of members shall be the Zonta International District 10 elected district officers and the delegates of each club in good standing of Zonta International District 10 per the procedures established for the Zonta International District 10 Conference.  
ARTICLE THREE – Board of Directors

3.1 GENERAL POWERS

The affairs of the Foundation will be managed by its Board of Directors.  The Board of Directors shall have the power and authority to receive gifts and legacies on behalf of the Foundation and to make gifts and donations of capital as well as of income in pursuance of the objectives and purposes of the Foundation.  

3.2 HOW CONSTITUTED

The elected officers of Zonta International District 10 (Governor, Lieutenant Governor, Treasurer and Area Directors) and the appointed secretary of Zonta International District 10 shall constitute the Board of Directors.  Foundation Directors will take office at the time they take office on the District Board.  In the case of a vacancy, the individual filling the vacancy on the Zonta International District 10 Board will fill the positions.  
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3.3 VOTING MEMBERS

The voting members of the Board of Directors shall be the voting officers of District 10 (Governor, Lieutenant Governor, Treasurer and Area Directors).

3.4 QUORUM

A majority of the voting members of the Board of Directors shall constitute a quorum for the transaction of business.  The act of the majority of the Directors present at a meeting at which a quorum is present shall be the act of the Board of Directors.  However, action may be taken without a meeting as provided by Article 1306-9.10 and Article 1396-9.11 of the Texas Non-Profit Corporation Act if all the Directors sign aconsent in writing, setting forth the action to be taken.  This consent may be given by email.  Similarly, telephone conferences or other conferences conducted whereby all Directors can hear each other and participate in the meeting shall constitute presence in person at such meeting.  

3.5 REGULAR MEETINGS

Regular meetings of the Foundation Board will be held at the same time and place as the regular meetings of the Zonta International District 10 Board of Directors.

3.6 SPECIAL MEETINGS

Special meetings of the Board of Directors may be called by or at the request of the Governor or any two Directors.  The place for holding any special meeting of the Board shall be determined by the Governor.  Meetings may also be held by conference telephone call or electronic conferencing.  

3.7 COMPENSATION

No Director shall receive any salaries for their services, but by reimbursement of the actual expenses of attendance is allowed for each regular or special meeting of the Board, if not reimbursed from another source.  

ARTICLE FOUR – Officers

4.1 OFFICERS

The Officers of the Foundation shall be the officers of Zonta International District 10 (Governor, Lieutenant Governor, Treasurer, the Area Directors, and Secretary).  Officers whose authority and duties are not prescribed in these Bylaws shall have the authority and perform the duties prescribed, from time to time, by the Board of Directors.  

4.2 GOVERNOR

The Governor shall be the principle Executive Officer of the Foundation, and, subject to the direction and control of the Board of Directors, shall be in charge of the business and affairs of the Foundation.  The Governor shall see that the resolutions and directives of the Board of Directors are carried into effect except in those instances in which that responsibility is assigned to some other person by the Board of Directors; and, in general, shall discharge all duties incident to the office of Governor and of the Members and of the Board of Directors.  The Governor shall execute for the Foundation any contracts, deeds, mortgages, bonds, or other instruments that the Board of Directors has authorized to be executed.  The Governor shall vote all securities that the Foundation is entitled to vote.  
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The Governor shall submit a report of the operations of the Foundation for the year at the District Conference.  

4.3 LIEUTENANT GOVERNOR 

The Lieutenant Governor shall assist the Governor in the discharge of duties as the Governor may direct and shall perform such other duties as from time to time may be assigned by the President or by the Board of Directors.  In the absence, inability, or refusal of the Governor to act, the Lieutenant Governor shall perform the duties of the Governor and when so acting, shall have all the powers of and be subject to all the restrictions of the Governor.  

4.4 SECRETARY
The Secretary shall record the minutes of the meetings of the members and Board of Directors; be custodian of the corporate records; perform all duties incident to the office of the Secretary and shall perform such other duties as may be assigned by the Governor or by the Board of Directors.  

4.5 TREASURER 

The Treasurer shall be the Chief Financial Officer of the Foundation and shall

a) Have charge of and be responsible for the maintenance of adequate books of account for the Foundation;

b) Have charge and custody of and be responsible for all funds and securities of the Foundation and for receipt and disbursement therof: and 

c) Perform all the duties incident to the office of Treasurer and such other duties as from time to time may be assigned by the Governor or by the Board of Directors.

ARTICLE FIVE – Funds, Books and Records

5.01 GIFTS
The Board of Directors may accept on behalf of the Foundation any contribution, gift, bequest, or device for the general purposes of or for any special purpose of the Foundation. 

5.01 BOOKS AND RECORDS

The Foundation shall keep correct and complete books and records of account and shall also keep minutes of the proceedings of its Members and Board of Directors.  Any Director or member may inspect all books and records of the Foundation for any purposes at any reasonable time.  

5.02 INVESTMENT ADVISORS

The Board of Directors may employ investment advisors to assist the Board in investing the funds of the corporation.  

5.03 SEGREGATION OF FUNDS 

The Board of Directors may designate funds not previously designated and may accept donations of funds designed for specific purposes.  Funds designated for a specific purpose and the earnings accruing thereto may not be used for any other purpose without the written consent of the donor or an order of a court of competent jurisdiction.
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5.04 FUNDS

The following funds of the Zonta International District 10 Foundation shall exist.

Zonta International District 10 Educational Fund.

The Zonta International District 10 Educational Fund includes

· Young Women in Public Affairs Award

· Jane M. Klausman Business Scholarship

· Sara Metcalf Z Club/Golden Z Club Scholarship

· District 10 Rose Award for a Non-Traditional Student

Each scholarship will be given annually by District 10 to each winner in the amount of at least $500 and no more than $1000, the amount to be determined by the District Board on an annual basis.  

The Foundation Board will determine the income for this fund.  The Board may establish fundraisers for the fund.  Donations will be accepted.  

The respective District 10 Committee will determine criteria for award selection with the approval of the District Board.  
ARTICLE SIX – Committees

6.01 COMMITTEES

The Governor shall, subject to the approval of the Board of Directors, appoint such other committees as deemed necessary.  Each committee shall transact such business as is referred to it by the Governor or the Board of Directors.  The Governor shall be an ex-officio member of all committees, and, as such, shall have all the privileges of membership thereon.  

6.02 ELIGIBILITY TO BE A COMMITTEE MEMBER

Any member of a Zonta Club in District 10 is eligible to serve on a committee.

ARICLE SEVEN – Miscellaneous 

7.1 FINANCIAL INSPECTION

The Foundation Treasurer shall cause the books of the Foundation to be inspected annually by a qualified individual, independent of the Foundation Board, for the fiscal year ended May 31.  The financial statement, audit report, inspection report and any recommendations shall be sent to the Foundation Board of Directors and presented at District Conference to the members.  

7.2 FISCAL YEAR

The Fiscal Year of the Foundation shall be from June 1 to May 31.
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7.3 AMENDMENTS

These by-laws may be amended by a two-thirds (2/3) vote of the members and proxies present and voting at any District Conference provided that the proposed amendments have been sent to the members at least ninety (90) days before Conference.  

7.4 PARLIAMENTARY AUTHORITY

The Rules contained in the current edition of Robert’s Rules of Order Newly Revised shall govern the Foundation in cases in which they are not inconsistent with these bylaws or with the rules of procedure adopted by the foundation. 

7.5 POLICES AND PROCEDURES

The foundation shall enact Policies and Procedures with which to conduct its affairs.  A majority vote by the members and proxies present and voting at any District Conference shall be required to adopt any new Policies or Procedures.  In the interim between conferences, the Foundation Board may adopt polices and procedures and shall inform the clubs of these polices and procedures and their rationale.  These new policies and procedures will remain in effect until District Conference by which time they shall be rescinded by the Foundation Board or presented to the members for ratification.  If the Foundation Board chooses to rescind a policy or procedure, the immediately succeeding board may not adopt the rule.  Any policy or procedure submitted to and ratified at Conference shall remain in force until rescinded or otherwise disposed of by a Conference.  

ARTICLE EIGHT – Dissolution

8.01 DISSOLUTION

Upon the dissolution and liquidation of the assets of the corporation, after paying all liabilities and obligations of the corporation, and after returning all assets held by the corporation upon condition requiring return, transfer or conveyance with those terms and conditions, any assets remaining shall be distributed or transferred to one or more non-profit groups, corporations, or organizations engaged in or organized for charitable, educational, or benevolent purposes or activities, which themselves are exempt as organizations as described in Sections 501© (3)  and 170 (c)(2) of the Internal Revenue Code of 1954, or corresponding sections of any prior or future Internal Revenue Code.  The particular groups, organizations, or corporations shall be determined by a majority vote of the Board of Directors.

These District 10 Foundation By Laws were revised at District 10 Conference 10-07-05.
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Appendix A. 
ZONTA INTERNATIONAL FORMS
a. Member Report Form B

Due as appropriate

b. Dues Payment Transmittal Form C

Due on or before June 1

c. Mary E. Jenkins 1919 Society Form

d. ZI Foundation Contribution Form

Due to ZI Headquarters on or before May 31

e. ZI Foundation Recurring Gift Options

Forms are available to you at the Zonta International website www.zonta.org. 

A-1
Make Check payable to Zonta International District 10








