WOMEN’S GROUP BY-LAWS

ARTICLE I

Name

This organization, an integral part of Shadan Hojin Tokyo American Club (hereinafter

referred to as “Club”), shall be called the Tokyo American Club Women’s Group. Any

reference herein to the “Women’s Group” shall be constituted as being the “Tokyo

American Club Women’s Group”.

ARTICLE II

The object of the Women’s Group shall be to:

a) Promote social contact amongst its Members.

b) Further intellectual and cultural interest in the community through all Women’s Group programs and events.

c) To raise funds in support of:

· Women’s Group programs and events

· Women’s Group charitable organizations

· Club and community service initiatives

ARTICLE III

Membership

SECTION 1: Membership in the Women’s Group shall be open to all Members of the

Tokyo American Club who reside in Japan and who have reached the age of 20.

SECTION 2: Resignation from Membership of the Club will automatically resign

Membership from the Women's Group. Women’s Group Members are automatically billed for a full year’s dues with effect from September 1 each year; therefore, those resigning Membership after August 31 of a given year will still be obligated to pay their full dues. Members wanting to resign from the Women's Group, but not the Club must do so by mailing a signed Resignation Form to the Women’s Group Office   or by completing one in person.

SECTION 3: Members, on being advised in writing of their admission, may vote and

engage in the Women’s Group activities.

SECTION 4: Honorary Membership may be granted at the discretion of the Women’s Group Board.

ARTICLE IV

Government

SECTION 1: The purpose of the Women’s Group Board (hereinafter referred to as the “Board”) shall be to facilitate ongoing functions of the Women’s Group. The Board shall oversee day-to-day operations of the Women’s Group, solve problems, filter ideas to the various committees and suggest future direction of the Women’s Group.

SECTION 2: The Women’s Group Board will be comprised of the following elected officers: President, Vice Presidents, Directors of Social Programs, Programs, Community Events, Membership, Finance, Communications, Fund-raising, Charities, Administration and Director/s at Large.

SECTION 3: The Women’s Group may have the following committees: Nominating, Volunteer Appreciation, Get Acquainted Coffee, Finance, Communications, Monthly Programs, Social Programs, Tours, Tokyo: Here and Now, Classes, Community Events, Fund-raising, Sales, Vendors, Gala and Charities.

SECTION 4:  Board meetings will be held monthly on the first Monday of the month. Dates of the meetings may be changed at the discretion of the Board. Business meetings of the general Membership may be held at the discretion of the Board. Such business meetings will be announced in the newsletter or on the website.

SECTION 5: Each officer of the Board will attend all meetings of the Board, maintain

a procedural notebook, and communicate actions/progress with the person to whom

they report or supervise on a regular basis and file an annual report at the end of their

term of office.  If more than three meetings are missed in one calendar year, then said Board Member may be removed from office by majority vote of the Board.

SECTION 6: No person will be elected to fill the same office for more than two

consecutive terms; (a term being one year) however if a person is appointed to fulfill a vacancy, she will be eligible to hold the same position for two additional consecutive terms.

SECTION 7: Each Board Member will have one vote, however, the President will vote

only in the case of a tie vote.  It is recommended that there be an odd number of Board Members.

ARTICLE V

Quorum

Two-thirds of the Board Members are needed in attendance to constitute a quorum.

A majority vote of the Board Members comprising the quorum will be decisive.

At general Membership meetings, a two-thirds vote of the Members present will be

decisive.

ARTICLE VI

Elected Board Officers & their Duties

1. PRESIDENT:

· Will be a citizen of the United States of America

· Will hold the designated spouse voting right and will have previously served as a Women’s Group Board Member for at least one year

· Will be an ex-officio Member of all committees

· Will attend and preside over all Board meetings

· Will countersign disbursements of funds over stipulated amount

· Will fill vacancies on the Board with the support of other Board Members

· Will represent the Women’s Group as a member of the Tokyo American Club Board of Governors

· Will be responsible for notifying Board Members of meetings

· Will attend or send a substitute to all Women’s Group functions

· Will represent or send a substitute to all Tokyo American Club special events such as the 4th of July celebration, Bon Odori, distinguished achievement recognitions, New Member’s Welcome Parties, etc

· Will oversee the activities of the Women’s Group through open communication with the Vice Presidents and other Board Members

· Will review the monthly financial statements for the Women’s Group and will initiate meetings with the Director of Finance to stay informed concerning the fiscal aspects of the Women’s Group

· Will maintain a continuing procedural account of suggestions, improvements and general information to be compiled in an annual report to assist in a smooth transition for the next Women’s Group President

· Will identify the VP who is next in line for succession purposes

· Will undertake the duties of Women’s Group Board social secretary or appoint a substitute.

2. VICE PRESIDENTS:

There will be at least two Vice Presidents.

· Will report directly to the President or will assist the President and act as her substitute when the situation is warranted

· Will assume the duties of the President should she be unable to complete her assigned term and duties or need temporary relief from duties for a specified period of time (The Vice President selected must be an American citizen)

· Will serve on the Board and attend all meetings

· Will attend all Get Acquainted Coffees or send a substitute

· Will serve on the budget committee

· Will be authorized to countersign checks when necessary

· Will assist the President and Director of Membership to fill in any vacancies in the organization

· Will support the activities and programs of the Women’s Group through attendance as events warrant

· Will maintain open communication with their Directors and the President

· Will review monthly financial statements as they pertain to the assigned responsibilities

· Will review all information concerning their respective areas of responsibility to be published in regards to public relations

· Will maintain a continuing procedural account of suggestions, improvements, and general information to be compiled in an annual report to assist in a smooth transition for the next Women’s Group Vice Presidents

3. DIRECTOR OF  ADMINISTRATION:

· Will report directly to the President

· Will oversee the Women’s Group Office Manager, Office Assistant and office activities 

· Will be responsible for organizing Board dinners and Board gifts in liaison with the Director of Membership

· Will be responsible for overseeing the Board access to the Women’s Group website

· Will serve as the Women’s Group liaison as assigned to a Club committee

· Will be responsible for all general Women’s Group administration and parliamentarian duties, including By-Laws reviews and updates.

4. DIRECTOR OF PROGRAMS

· Will report directly to a Vice President

· Will serve on the Board and will attend all meetings

· Will oversee, mentor and support the committees responsible for Tours, Tokyo: Here and Now, and Classes

· Will assist in recruiting volunteers to these three committees

· Will attend all programs presented by these committees

· Will meet or communicate with the committee chairs on a regular basis to assure timely event planning, publicity and implementation

· Will review monthly financial statements as they pertain to her responsibility

· Will keep a continuing record of information to aid the next Director to ensure continued quality and improvement in programs

· Will serve as the Women’s Group liaison as assigned to a Club committee

5. DIRECTOR OF SOCIAL PROGRAMS:

· Will report directly to a Vice President

· Will serve on the Women’s Group Board and will attend all meetings

· Will oversee, mentor and support the committees responsible for monthly programs and other social programs 

· Will assist in recruiting volunteers to serve on her committees

· Will attend all programs presented by her committees

· Will meet or communicate with the committee chairs on a regular basis to assure timely event planning, publicity and implementation

· Will review monthly financial statements as they pertain to her responsibility

· Will keep a continuing record of information to aid the next director to ensure continued quality and improvement

· Will serve as the Women’s Group liaison to a Club committee as assigned.

6. DIRECTOR OF COMMUNITY EVENTS:

· Will report directly to a Vice President

· Will serve on the Women’s Group Board and will attend all meetings

· Will oversee and support the committees responsible for the following events:

· Disaster Awareness Day, International Preschool and Kindergarten Fair, Birth Preparation Classes and Friendship Circles

· Will assist in recruiting volunteers to serve on these committees

· Will attend all programs presented by these committees

· Will meet or communicate with the committee chairs on a regular basis to assure timely event planning, publicity and implementation

· Will review monthly financial statements as they pertain to her responsibility

· Will keep a continuing record of information to aid the next director to ensure continued quality and improvement

· Will serve as the Women’s Group liaison as assigned to a Club committee.

7. DIRECTOR OF MEMBERSHIP INVOLVEMENT:

· Will report directly to a Vice President

· Will serve on the Women’s Group Board and will attend all meetings

· Will oversee, mentor and support the Volunteer Appreciation Committee and the Get Acquainted Coffees

· Will attend the Club’s New Member’s Welcome Parties or designate someone as her representative

· Will recruit Members for and name the Chair for the Women’s Group Nominating Committee

· Will assist the President in filling any Board position which may become vacant

· Will assist in recruiting volunteers to serve on these committees

· Will attend all programs presented by these committees

· Will meet or communicate with committee chairs on a regular basis to assure timely event planning, publicity and implementation

· Will review monthly financial statements as they pertain to her responsibilities

· Will keep a continuing record of information to aid the next Director and to ensure continued quality and improvement

· Will serve as the Women’s Group liaison as assigned to a Club committee.

8. DIRECTOR OF FINANCE:

· Will report to the President and Vice Presidents

· Will supervise the preparation of the Women’s Group budget to be presented to the Board at the September meeting

· Will prepare an annual financial report at the close of the fiscal year

· Will oversee the investment funds for the Women’s Group

· Will oversee, mentor and support the finance team which will be made up of a treasurer, comptroller and a Finance Committee

· Will attend all programs represented by a Sales Committee and assist in the balancing of fundraising events

· Will meet or communicate with the committee chairs on a regular basis to assure timely preparation, execution and follow through of all financial matters

· Will review all monthly financial statements as they pertain to her responsibility

· Will keep a continuing record of information to aid the next Director to ensure continued quality and improvement

· Will be responsible for the budgeting process and for submitting an annual budget to the Club’s Finance Department

· Will maintain open communication with the President and other Board Members regarding the financial issues of the Women’s Group

· Will serve as the Women’s Group liaison to the Club’s Finance Committee.

9. DIRECTOR OF COMMUNICATIONS:

· Will report directly to a Vice President

· Will serve on the Women’s Group Board and will attend all meetings

· Will oversee, mentor and support the communications team which will be responsible for public relations, publicity both internal and external, for the Women’s Group website and the Club website as it pertains to the Women’s Group

· Will liaise with the Club’s Communications Department in matters concerning the Women’s Group communications

· Will attend those programs presented by the committee as pertinent

· Will meet or communicate with the committee chairs on a regular basis to assure timely event planning, publicity and implementation

· Will review monthly financial statements as they pertain to her responsibilities

· Will keep a continuing record of information to aid the next Director to ensure continued quality and improvement

· Will serve as the Women’s Group liaison as assigned to a Club committee.

11. DIRECTOR OF FUND-RAISING:

· Will report directly to a Vice President

· Will serve on the Women’s Group Board and will attend all meetings

· Will oversee, mentor and support the committees responsible for sale events, vendors’ relations and all other annual fund-raising events sponsored by the Women’s Group

· Will attend all programs presented by these committees

· Will meet or communicate with these committee chairs on a regular basis to assure timely event planning, publicity and implementation

· Will review monthly financial statements as they pertain to her responsibilities

· Will keep a continuing record of information to aid the next Director to ensure continued quality and improvement

· Will serve as the Women’s Group liaison as assigned to a Club committee.

11. DIRECTOR OF CHARITIES:

· Will report directly to a Vice President

· Will serve on the Women’s Group Board and will attend all meetings

· Will oversee, mentor and support the committees responsible for charity drives, charity relations and the annual disbursement of funds to charitable recipients.

· Will attend all programs presented by these committees

· Will support the committees responsible for sale events and all other annual fund-raising and social events

· Will meet or communicate with her committees on a regular basis to assure timely event planning, publicity and implementation

· Will review monthly financial statements as they pertain to her responsibilities

· Will serve as the Women’s Group liaison as assigned to a Club committee.

12. DIRECTORS AT LARGE:

· Will report directly to the President or substitute

· Will assist the Board with special projects and events as appointed

· Will work to learn all aspects of Board and event leadership

· Will be available to temporarily fill an open Board position if one were to suddenly become available

· Will serve on the Board and attend Board meetings as required

· Will support activities and programs of the Women’s Group through attendance as events warrant

· Will maintain open communication with all Members of the Board

· Can serve as the Women’s Group liaison to a Club committee as assigned.

ARTICLE VII

Election Procedures

SECTION 1: The Nominating Committee will present a slate with one (1) candidate for each elected officer on the Women’s Group Board. The President will serve on the Nominating Committee as a non-voting Member. The Director of Membership Involvement will appoint a Chair of the Nominating Committee.

SECTION 2: The chair of the Women’s Group Nominating Committee must be a current Women’s Group Board Member or a Women’s Group committee chair who is not standing for election in the following year. The remaining four (4) Members shall be appointed by the Director of Membership Involvement; and must be chosen from Women’s Group Members of at least two (2) years or who have chaired or served on one (1) Women’s Group committee. The Director of Membership Involvement will also select two (2) alternate Nominating Committee Members. The two (2) alternates shall attend the orientation meeting and be available to assume full Nominating Committee responsibilities should any Member become unable to complete these obligations. The Nominating Committee will present a slate of names for each elected office. The slate of Board officers will be presented no later than one week before the Women’s Group general Membership is to vote at the November monthly luncheon. The elected officers will be elected at the November meeting (monthly luncheon) under the direction of the Director of Membership Involvement and a Vice President.

SECTION 3: Changes to the election date may be made at the discretion of the Women’s Group Board.  Additional nominations may be made by the Membership with the Committee’s prior consent. Such a nomination must be made in writing to the Director of Membership Involvement at least 72 hours prior to the scheduled vote. Officers shall assume their respective duties on January 1st.

ARTICLE VIII

Amendments

Either the Board or the general Membership of the Women’s Group may initiate amendments to the by-laws. Upon recommendation of the Board, amendments shall be taken to the Membership at least one (1) week prior to the vote. The changes must be presented in writing through the newsletter and/or website with an explanation or justification for the change. The proposed changes will be voted on at a monthly luncheon or a called general Membership meeting. An amendment will be ratified with a two-thirds vote of the Members present.  The rules and recommendations contained

in the most recent edition of Robert’s Rules of Order will govern this organization in all

cases in which they are applicable and so not conflict with these by-laws.

