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MEMBERSHIP lNiFORMATlON FORM

In order to generate reports that will give us characteristics about our membership and assist us in
identifying changing trends, we need as much information about each Pilot as possible.  We urge you to
complete all questions so that we may have a complete profile of the makeup of our membership.

(Please Print)
Membership Type: Active 1 E- Member 1 Member—At—LargeEl Associate [ ] Provisional [__]

New [] Reinstated []
Pilot Club of District.
(Former Club, If M.AL)
Name
(First) (Middle) (Last) (Suffix - Jr, St, etc)
Nick Name Salutation
(Mr,Ms,Mrs,Dr, The Honorable,etc)
Mailing Addzress

(City, State, Province /Pref. Zip) (If mailingaddress is P O Box, list street, city, state & zip for UPS delivery)

Country, Residence Telephone ( )

FAX ( ) Business Telephone ( ) Ext.
E-Mail

Address

List membership in other organizations/
charities

(over)





RECORDING SECRETARY
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The duties of the Recording Secretary are particularly specific. The club relies on the accuracy, preciseness, dependability and promptness of the recording secretary in the matter of its records, as well as in its dealings with the district and Pilot International.

If a club does not have a Corresponding Secretary, the Recording Secretary is also responsible for discharging the duties of that office.  (See Corresponding Secretary's responsibilities.)

Duties of the Recording Secretary
It is the responsibility of the Recording Secretary to:

   1.
Go over the business meeting agenda with the President to ensure that no unfinished business has been omitted.

   2.
Work closely with the President to ensure that all records and materials needed for the meeting are available.

  3.
Determine the number of members present who are eligible to vote and, in consultation with the parliamentarian, determine the number required for a quorum at board and club business meetings.  Privileged and Emeritus members and members on leave of absence are NOT counted when determining the quorum.  These members do not have the right to vote.

  4.
Record and transcribe minutes of club and board meetings. (For details see “Minutes” in this section.)

   5.
Summarize minutes, then distribute copies at meetings or publish in your club 
newsletter.  Reading of minutes at club meetings is not recommended.
   6.
Work closely with the Treasurer to be sure that membership records are in agreement so 



that the proper amount of dues can be sent with forms to the district and Pilot 
Headquarters.

   7.
Serve as a member of the PEP committee.  Be prepared to discuss the activities of each 



month and how they apply to the PEP report.




Duties of the Recording Secretary (continued)

   8.
Send "Notification of Change in Membership Information" form to Pilot Headquarters immediately when any change in membership occurs.  Be sure to attach Membership Information Forms, dues, initiation and insurance payment for new members. See the prorata chart shown under "Duties of the Treasurer" item 7.  (Send copies as designated.)

   9.
Notify the District Chaplain immediately of the death of a Pilot or a family member.  Also notify the International Chaplain immediately of the death of a Pilot member.

 10.
Maintain a file of members including home and business addresses, telephone & fax numbers, e-mail address, classification, firm name and position.

 11.
Keep attendance records IF required by club standing rules.

 12.
Encourage members resigning from club to become Members-at-Large.  

 13.
Call a meeting to order in the absence of the President, President Elect, and Vice President (optional) and preside until a chair pro tem is elected.

 14.
Become familiar with parliamentary procedure, especially with regards to the duties of the Recording Secretary.

Report resignations promptly.  If you fail to report a resigned member, Pilot International and the district will continue to carry the person as a club member, and the club will be responsible for the member's dues.


MINUTES
The minutes record only action taken during business meetings of the club.  They need to be written carefully and preserved for future use.

Discussion should not be recorded.  Any "nay" votes should be recorded by name.

Each club should have a suitable Minutes Book in which the Summary of Board Action should be recorded in chronological order.  

The minutes belong to the club -- not to the President or the Recording Secretary.  A member who was absent at the previous meeting may request a copy of the minutes.

Summarized minutes can be read at club meetings but publishing them in the club's newsletter saves time.

The minutes should contain the following:

1.
Name of club and kind of meeting (regular or special - this is usually written in the first sentence as "The business meeting of the Pilot Club of       was held, ...")

2.
Date of meeting (day, month, and year)

3.
Place of meeting

4.
Time of Call to Order

5.
Number present

6.
Who presided

7.
Reports of officers, divisions and special committees

8.
Record of business transacted

9. Time of adjournment


HELPFUL SUGGESTIONS FOR THE RECORDING SECRETARY
1.
For minutes: record the exact wording of all motions and the name of the person who made the motion.  Give results of vote.  A verbatim account of every item addressed during the meeting is unnecessary.

2.
Lost motions must be recorded as well as those which carried.

3.
Motions which are withdrawn are not recorded, nor is any mention made of the fact that they were withdrawn.

4.
When a motion to rescind some previous action is made, it is entered in the minutes.  Refer to minutes of the meeting in which the previous motion was made and in the margin write in red ink, "this action rescinded on (date)."

5.
A copy of all reports should be given to the Recording Secretary for the files, but only important ones are incorporated into the minutes.  Just mention by whom the others were given, and file them.

6.
The minutes should include the signature of the Recording Secretary, or if someone else is serving as Secretary, the signature of the "Secretary Pro Tem."

7.
The minutes are to be kept by the Recording Secretary and are to be made available to the members, if requested.  The minutes of the Executive Board are available to the members of that body only.

8.
After the minutes have been approved, they should be signed by both the President and the Recording Secretary.

Minutes should be readable for easy reference.  Use CAPS or underlines to locate certain materials easily.

[image: image5.jpg]NOTIFICATION OF CHANGE IN MEMBERSHIP INFORMATION

Pilot Club of District Today's Date

w: Complete this form when changes (additions, deletions, change of a member's
name, address or membership status) occur. ail original with appropriate funds to Membership
Records Dept., Pilot International, P. O. Box 4844, Macon, GA 31208-4844. Send a copy with the

appropriate funds, to the District Treasurer and a copy to the District Governor and District Secretary.

CHANGES SINCE PREVIOUS NOTIFICATION:

A. Addition of New Member(s) . Membership Information Form for each new, transferred or reinstated
member with a check for dues, initiation/reinstatement fee and liability insurance must be included with this
report.

Date Dues
Membership Amount Amount {Refer to
Began Initiation Insurance Proration
($25 ($4) Chart) Total

Name

Address

City/State/Zip

Name

Address

City/State/Zip

Name

Address

City/State/Zip

Name

Address

City/State/Zip

Name

Address

City/State/Zip

Total

(OVER)
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QUESTIONS ON GENDER, MARITAL STATUS, AND BIRTH YEAR ARE OPTIONAL AND
WILL NOT BE REVEALED ON AN INDIVIDUAL BASIS.

Sponsored by:

(Who invited you to join Pilot?) (Club)
Date of Birth  Month Day Year
Charter Member Y N __ Which Club
Sex M____F Former Anchor Y/N Former Pilot Y/N
Marital Status _____ (Married, Single, Divorced, Widowed) Spouse
Classtfication
Career Status (Full/Part-Time, Retired)
Position Title
Profession
Education (High School, BA, MA, PhD)

Languages in which you are fluent

Expertise/Awards (Public Speaking, Leadership/Management, Fundraising, Volunteer of the Year)

Why are you mterested in being a Pilot?

I subscribe to THE PILOT LOG and understand that the annual subscription fees are paid
through membership dues to Pilot International.

Signature

This confidential information is for the use of Pilot International only.
DIRECTIONS: Club Recording Secretary

Please keep a copy of this form for your club files and mail a copy to the District Secretary and to the
District Treasurer and PI Headquarters with appropriate funds.

Pilot International Headquarters
P. O. Box 4844
Macon, GA 31208-4844
478-477-1208 FAX (478) 477-6978

NOTE: A copy of the NOTIFICATION OF CHANGE IN MEMBERSHIP INFORMATION FORM
should also be sent with this form.

Date Entered Club

3/08






[image: image3.jpg]B. Changes in member's name, address, phone/fax or membership status. List change from and change to:

Change From: Change To:

Name Phone/Fax/Email Status Name Phone/Fax/Email | Status
Address Address

City/State/Zip City/State/Zip

Name Phone/Fax/Email Status Name Phone/Fax/Email | Status
Address Address

City/State/Zip City/State/Zip

Name Phone/Fax/Email Status Name Phone/Fax/Email | Status
Address Address

City/State/Zip City/State/Zip

C. Deletions: List member(s) who have been removed from membership roll. Indicate reason: transferred to another
Pilot Club, moved, deceased, voluntary resignation or club requested resignation.

Name and address Reason Date

D. Total number of members as of this report

# of Members

Active

E-Members

Honorary

Privileged

Emeritus

* How many 50 year members
* Total

Signature of Club Recording Secretary 03/08






tc ""Transfer Form

A Transfer In Membership Is Being Requested By:

Name:________________________________________________________________________
 Address:______________________________________________________________________
From Pilot Club of: ____________________________________________________________
To Pilot Club of:______________________________________________________________
Date joined Pilot:_________________________

Offices held:

Club____________________________________________________________________

District _________________________________________________________________                                       


International _____________________________________________________________
Appointments Held:  

Club ___________________________________________________________________

District _________________________________________________________________

International_____________________________________________________________
PI Dues Paid:  ________________________________                                                                                                                                           
District Dues Paid:  ___________________________

______________________________________________________________________________
To be completed by club accepting transfer:
Accepted membership on _______________________

President  ___________________________________

Recording Secretary  __________________________

c: Club File



03/08
INFORMATION FOR THE DISTRICT CHAPLAIN

NOTE TO CLUB RECORDING SECRETARIES:
This form should be completed and forwarded to the District Chaplain.

(Form may be reproduced as needed.)

Name of deceased:________________________________ Pilot/family member: _________________

If family member, what is relationship to Pilot member: _____________________________________

Pilot Club of:  _______________________________________________________________________
If Pilot member, name of closest relative:  _________________________________________________

Address of Closest Relative:  ___________________________________________________________                  

         

___________________________________________________________________________________
Offices held by deceased Pilot:  __________________________________________________________
____________________________________________________________________________________
Name of  deceased Anchor member:  ______________________________________________________

Anchor Club name: ____________________________________________________________________
Letter of sympathy to be sent to: 
___________________________________________________________________________________
____________________________________________________________________________________
To enable the District Chaplain to send a personalized letter of sympathy to the closest relative of a Pilot or Anchor, or in the event of the death of a Pilot's spouse or family member, the above information should be promptly furnished to the Chaplain (name and address below).

District Chaplain:  _____________________________________________________________


                              _____________________________________________________________

                              _____________________________________________________________

                        03/08
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