June 2008
HANDBOOK FOR CLUB OFFICERS

The Club and the Executive Board


The Pilot Club
1

Duties of the Executive Board 
3-4

Agenda for Meetings 
5


General Information
6

Pilot Year at a Glance
7-8

Standing Rules
9-10

Protocol
11-14

Seating Charts
15-16
President, President Elect, Vice President

Duties of the President
17-18

Duties of the President Elect
19

Duties of the Vice President (optional)
20
Corresponding Secretary


Duties of the Corresponding Secretary
21

Instructions Concerning Letter of Invitation
22


Sample Letter of Invitation
23

Sample New Member Initiation
24

Sample Pilot Club Fact Sheet
25-26

Values and Benefits of Pilot Membership
27

Club and District Resources
28-32
Recording Secretary
Duties of the Recording Secretary
33-34
Minutes and Helpful Suggestions 
    for the Recording Secretary
35-36
Membership Information Form 
37-38
Notification of Change in Membership Information
39-40
Transfer Form
41

Information for the District Chaplain
42

Treasurer
Duties of the Treasurer
43-44
The Budget
45-47
Sample Pilot Club Budget
48
Dues Invoice and Club Roster
49
The Audit Committee
50-51
Annual Renewal of Incorporation for
52 
       US Pilot Clubs and Districts

(over)

Treasurer (cont’d)
Financial Responsibilities of a Pilot Club to 
    Pilot International and the District
53-54
Tax Information For US Pilot Clubs and Districts
55-58
Directors

Duties of the Director
59


Divisions


Focus For Club Divisions
60


Division Responsibilities of Club Officers
61-63

Club Division Coordinators’ Responsibilities
64

Club Division Form
65

Activities Director (President)
66
Program Director (President Elect)
67
Treasurer
68
Club Division Coordinators
69-70

Vice President
70

Division Members
71

Community Needs Assessment
72

Helping Our Communities/Helping Our Clubs
73

Community Needs Assessment Interview Form
74

Club Evaluation of Programs/Projects 
75

First Meeting of the Incoming Executive Board
76

Brainstorming Session
77

Brainstorming Tips
78

Division Planning Meeting
79

Plan of Work Form
80

Turning Dreams into Goals
81

Budget Committee Meeting
82

Second Meeting of the Incoming Executive Board
83

July Club Business Meeting
84

Procedure for Revising Club Approved Division Plans
85

Brain Awareness Week
86

Sample News Release – Brain Awareness Week
87
Important Foundation Dates
88
Club Representative for the Foundation
89-90
