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Pilot International is a global organization of executive, business and professional leaders working together to improve the quality of life in local communities and throughout the world.  Pilot volunteers are committed to improving their communities and assisting those in need.  Each club holds a charter from Pilot International, which is founded on principles of friendship and service.

In 1992 Pilot International made a long term commitment to helping people with brain-related disorders.  This remains the service focus of our organization.  Since 1975, the Pilot International Foundation has served as the charitable arm of Pilot.  The Foundation actively supports our organization's service focus, and disburses grants to support projects that benefit people with brain-related disorders.

Obligation to Pilot International:
By officially chartering a Pilot Club, Pilot International vests in it all the privileges and responsibilities of an affiliated club.  By accepting the charter, a Pilot Club agrees to comply with the bylaws and policies of Pilot International.

Club Duties Include:
1.
Reach out to other leaders in the community who are interested in Pilot’s service and fellowship.

2.
Choose various service projects that utilize the talents of the membership in order to meet the needs of the community.

3. Hold at least one club meeting each month, and a monthly or quarterly meeting of the Executive Board. The club meeting may include a program, business session, or both.  A quorum must be present in order to transact business.


4.
Submit reports promptly in accordance with the duties of the respective offices.

Club Operation:
The Pilot Bylaws encourage flexibility which makes it possible for each club to govern its affairs autonomously, according to its membership and community needs.  What will work in one club and community may not necessarily work in another.  Matters at the club level require a decision by the club; therefore, the Executive Board should act responsibly in handling club business.

The Pilot Club (cont'd)

Club Operation: (cont’d)

After careful consideration, the Executive Board recommends to the membership what it considers best for the club.  If any matters arise that cannot be resolved by the Executive Board or club, these should be referred to the Governor (who supervises the work of the clubs).  If further assistance is needed by the club, the Governor will confer on behalf of the club with the President, President Elect or other Executive Committee member of Pilot International.

Club Obligations To The Community
Politics:  Participation in PARTISAN politics in the name of the club is contrary to Pilot International Articles of Incorporation and Bylaws.  It is the responsibility of the Executive Board and club to determine which activities are classified as PARTISAN.  The interpretation may vary in different geographical locations.  Each club determines what it will or will not support as an organization, remembering the bylaws requirement that states "a Pilot Club is NONPARTISAN (does not support a faction, party, or candidate)."

Other Service Clubs:  Close cooperation among service clubs in the community is highly desirable. Group action councils, made up of representatives from all service clubs within the community, are effective networking channels.  Pilot Clubs are encouraged to spearhead the organization of such a group if one does not already exist.

Established organizations in a city where a Pilot Club is located should feel they can depend on the cooperation of the Pilot Club to promote projects of mutual interest contributing to the community welfare.  While the Pilot Club has its own projects and maintains its distinct identity, it should always be interested in helping other groups with community activities.

Pilot International is a member of the World Service Club Leaders Conference.  

Voting Power
Aside from club activities, a President, Pilot member, or group of Pilots cannot exercise  voting power in the name of Pilot without the approval of the Executive Board and/or the club membership.

“Coming together is a beginning; keeping together is progress; working together is success.”







Theodore Roosevelt


THE EXECUTIVE BOARD


The Executive Board is the governing body of the Pilot Club and is comprised of the elected officers.  

Each member of the board is expected to:

1.
Commit the time necessary to attend board and club meetings regularly.

2.
Make unbiased decisions in the best interest of all members and the club.

3.
Fulfill assigned duties. 

4.
Use personal talents to assist the club.

Monthly or quarterly meetings of the Executive Board are held prior to the club meeting, at a time and place set by the Executive Board.  A time limit should not be placed on the Executive Board meetings because all agenda items to be presented to the club must be considered (or postponed).


The Board will:

· conduct all routine business of the club

· approve division plans and the club budget

-
supervise the organization of new clubs


A brief summary of action taken, as well as recommendations from the Executive Board, are presented to the club at the next business meeting.

The Executive Board (continued)

Incoming Executive Board
In the interim between the election and installation of club officers, it is the responsibility of the incoming officers to become familiar with the details and duties of the office.

Each incoming officer should also study the duties of the incoming Board relating to 

club division activities which are outlined in this section. 

All Board members are encouraged to attend the annual district convention and the Pilot International convention and should also encourage all club members to attend both conventions as well.

As club leaders, you have in your hands a member’s most valuable possession . . . THEIR TIME!  Don't waste it.  Know what you want to accomplish before each meeting, whether a board, committee, or club meeting.  If you don't know why you are meeting, valuable time may be wasted.  

Always keep in mind, that successful Pilot Club leaders:

· Set the tone and pace for the club year;

· Allow others to succeed;

· Try to handle paperwork or correspondence only once.  Pass on forms and materials to the responsible club leader or appointee!

Nonsectarian Policy

According to Pilot Bylaws, Pilot International and its clubs are nonsectarian.  Every effort should be made to respect all religions by keeping invocations, memorial services, and references in club newsletters ecumenical.  (See the resource section of the Club Manual for examples of appropriate material.)
AGENDAS

FOR


BUSINESS, EXECUTIVE BOARD AND PROGRAM MEETINGS


(These are samples only - use is optional)


Business Meeting
Executive Board Meeting

Call to Order
Call to Order


Invocation                     
*Roll Call


National pledge
Brief disposition of 


condensed minutes (action only)


*Roll Call

Brief disposition of 
Communications not


condensed minutes (action only)
requiring action


Reports of Officers
Reports of Officers:


 Treasurer's report
   Recording Secretary --

      

review of attendance


Communications not requiring action
   Treasurer -- financial

 
    

report any outstanding

     

accounts


Summary of Executive Board action
Reports of division activities:

    

President - Activities

    

President Elect - Programs


Brief reports of division activities
Report of PIF Representative


Brief report of PIF Representative
Reports of special committees


Brief reports of special committees
Unfinished business


Unfinished business
New business

    
Communications requiring
 action


New business
Announcements

   
Recommendations from Executive

   
Board requiring action
Adjournment


Announcements

      Adjournment 

Program Meeting

Call to Order

Invocation

Breakfast, Luncheon or Dinner

Presentation of program

Announcements

Adjournment

*A quorum is necessary to transact business


GENERAL INFORMATION


Code of Ethics:
No applause should follow its reading or recitation.
The District or International Officer as a Member of a Pilot Club:

A District or an international officer has the same privileges and responsibilities as any other member of the Pilot Club.   Such as:


Pays regular dues and serves on a club division.


Does not expect to be consulted concerning club, district, or international activities any more than any other active member.


Is knowledgeable about Pilot International Policies and Bylaws, and if consulted by the club of which the officer is a member, a specific and adequate reply would be expected.

Special Invitations to PI and District Officers to Participate in Club Activities:
PI Officers, District Officers, and Headquarters Staff appreciate receiving invitations to speak at special club meetings such as anniversaries, Civic Nights, Installations of Officers, etc.

The invitation should be issued as early as possible to avoid scheduling conflicts.

Expenses to be paid by the Pilot Club issuing the invitation are:

Cost of airline ticket, if travel requires flying or mileage when driving (current IRS reimbursement rate).


Lodging and Meals

These expenses should be considered when planning begins and included in the club budget.

Visiting Other Clubs:
When traveling, Pilots often visit cities where other clubs exist.  Visiting other clubs is a rewarding experience.  However, Pilots should always pay their own way when visiting other Pilot Clubs or members.

Interpretations re Parliamentary Procedure:


If assistance is needed, the club president may contact the Pilot International parliamentarian 

regarding questions pertaining to parliamentary procedure.  The address, phone, fax numbers and e-mail address of the International Parliamentarian  are included in the Club Directory published annually by Pilot International.


PILOT YEAR AT A GLANCE

This “Year At A Glance” reference provides an overall view of the club year.  See the THINGS TO DO CHECKLISTS under the Calendars tab of the Club Manual for more information.

JULY

Outgoing treasurer pays current club indebtedness no later than July 1

Division plans, programs and budget presented to club

Club approved plans, program and budget to District Governor

Treasurer’s books to Audit Committee

Club Yearbook completed

AUGUST

Club Yearbook sent to District Governor, Governor Elect, Regional Lt. Governor

Pilot Excellence Program Report (PEP) to PI Headquarters, copy to District Governor

Select PIF Sweetheart

Complete PIF Grant Application

SEPTEMBER

Foundation Month

Plan Founders Day program and community recognition of event

PIF Sweetheart nominations & contributions to PIF Headquarters
Send PIF Grant application to District PIF Rep (by Oct. 1).

OCTOBER

Membership Month
Founders Day celebrated

“Make a Difference Day”  4th Saturday – see USA WEEKEND for more information or

www.makeadifferenceday.com

NOVEMBER

IRS Form 990 (U.S. Clubs and Districts.  Beginning 11-08, all clubs must file.)

Anchor Club Annual Treasurers Report and Dues
District Officers nominated

DECEMBER

District Officers nominated

JANUARY

Pilot International and District Officers nominated

Complete and send in Evaluation of Club Manual

Anchor Adviser of the Year nominated

PIF contributions and Pacesetter recognition no later than February 1
FEBRUARY

Pilot International and District Officers nominated

Send PIF Scholarship applications to District PIF Rep.

Outstanding Anchor Club entry to District Awards Jury Chair no later than March 15
MARCH

Complete PIF Scholarship applications

Membership Month
Brain Awareness Week

BrainMinders Month

Delegates and Alternates to District Convention named

Nominating Committee elected

Outstanding Anchor Club Award entry to District Awards Jury Chair no later than March 15
Pilot International Officers Nominated

APRIL

Elect club officers – complete and send Club Officer form to PI Headquarters by May 1
Proposed amendments to Pilot International Bylaws sent to PI Headquarters

COED sponsored Outstanding Anchor Club Award entry

Anchor Club officers list prepared and submitted

Pilot International convention registrations sent to Headquarters

Pilot International Officers nominated

MAY

National Mental Health Awareness Month

Installation of Club Officers planned

Pilot International convention registrations sent to Headquarters

JUNE

Treasurer pays all current indebtedness including annual International dues

Audit committee appointed

Incoming Executive Board meets prior to July business meeting

Treasurer delivers books to Audit Committee by July 31

Officers’ records and materials delivered to successors following term of office

Installation of Club Officers prior to July 1


STANDING RULES


The club may establish standing rules which are pertinent to local club activities.  These rules shall not be in conflict with Pilot International Bylaws, Policies, or District Standing Rules.  A Standing Rules Committee should be appointed by the incoming president.  This committee will review the club's Standing Rules which should reflect the requirements of options offered in the Pilot International Bylaws.

Following is a list of Pilot International Bylaws that offer options or would affect a club's standing rules.

AMENDING THE CLUB'S STANDING RULES
The Pilot Club's Standing Rules may be amended at any regular meeting by majority vote of eligible voters.  (PI Bylaw ART XVI Sec. 2)

ARTICLE VII MEMBERSHIP

Section 2 (b)  Types of Membership - Privileged
Amount of dues will be determined by the club and must include District and International dues.

Section 4(a)  Responsibilities of Membership - Attendance
The Executive Board may determine if a member has excessive absences.  The club standing rules may include attendance requirements including make-up meetings and perfect attendance.

ARTICLE X PILOT CLUB OFFICERS
Section 1 Officers
Pilot Club officers will be President, President Elect, Vice President (optional), Secretary (or Recording and Corresponding Secretaries), Treasurer and two or four Directors as determined by the club.  At the option of the club, the Immediate Past President may serve as a third or fifth Director.

Section 2 (a) Terms
a.
The terms of office will be one year except for Directors.

b.
Terms for elected Directors’ will be two(2) years.

c.
The President Elect becomes President at the close of the term.

d.
Terms of office will begin July 1.

ARTICLE XI PILOT CLUB: NOMINATIONS, ELECTION, INSTALLATION, VACANCY IN OFFICE

Section 1 Nominations
At least three but no more than five nominating committee members and two alternates will be elected by ballot no  later than March........The nominating committee will report no later than the April meeting.











ARTICLE XI PILOT CLUB: 
NOMINATIONS, ELECTION, INSTALLATION, VACANCY IN OFFICE(continued)
Section 2 Election
Officers will be elected no later than April. 

ARTICLE XII PILOT CLUB: EXECUTIVE BOARD

The Executive Board consisting of the Club Officers will have the option to meet monthly or quarterly.

ARTICLE XIII PILOT CLUB: DUTIES OF THE OFFICERS
Section 1(k) President
Authorize expenditures of unbudgeted amounts within limits established in the Club standing rules.

ARTICLE XIV PILOT CLUB: MEETINGS - REGULAR, SPECIAL AND QUORUMS
Section 1

The club will hold at least one meeting each month.  Clubs may exclude the month in which the PI Convention is held.  The place, date and time determined by the members.  If one meeting is held, it may include a program or a business session, or both.
Section 3
Quorums will be set by the club.
ARTICLE XV PILOT CLUB: DIVISIONS OF ACTIVITY AND SPECIAL COMMITTEES

Section 1 (d) Division of Activity
Anchor (optional) division is responsible for all activities related to Anchor.
ARTICLE IX DUES AND FEES

Section 1(b) Initiation Fee
An initiation fee set by the club (which includes the Pilot International initiation fee) will be paid by each new member with the exception of former Anchors who will not pay the Pilot International initiation fee.

Section 2 and 3 Dues

 Each member will pay club and district dues as required by the District and Club standing rules. 
PLEASE NOTE:  Other matters relating to individual clubs should be included in club standing rules in addition to those listed .  These were cited because they call for action  by clubs or are designated as OPTIONS in the Pilot International Bylaws.

PI Policies may be found in the Club Manual.
PROTOCOL
Protocol is a code of etiquette, a pattern of behavior, generally accepted as the most desirable way to show recognition and honor to those in position of leadership.

Protocol is often mistaken for parliamentary procedure. Although they complement each other, parliamentary procedure is the proper manner of conducting a meeting; protocol is the proper etiquette for recognizing those in leadership.


PROTOCOL FOR ALL PILOT MEMBERS


All members of Pilot International have rights and obligations. Protocol requires that a member:
· Attends meetings regularly. 

· Is brief and courteous.

· Is an attentive listener at all times.

· Pays financial obligations to the club and participates in club activities.

· Serves willingly and avoids cliques.

· Accepts and completes each assignment. 

·   Cooperates with elected officers.

·  Listens and discusses business during the meeting. 

·  Makes each new member feel a part of the club.

· Is loyal to Pilot in the club, District and International.

·   Stands when addressing the chair before speaking.

PROTOCOL FOR OFFICERS

In performing the duties of an elective office, a Pilot will be:


(
Understanding and capable of exercising the responsibilities and duties of 
      the Executive Board.


(
Servant to the membership, not above the membership.


(
A good example for members.
PROTOCOL FOR PRESIDING OFFICER
A presiding officer:

· Follows the agenda closely.

(
Begins the meeting on time.

· Prepares a time schedule and adheres to it as nearly as possible.

· Handles discussions in an orderly manner to give pro and con speakers 

               
opportunities to speak.

· States each motion clearly before calling for discussion and before it is voted 

               
upon, and announces the result “ Motion carried” or “Motion failed.”

· Calls for vote to be counted if vote is close / a two-thirds vote must be counted.

· Speaks distinctly.

· Avoids saying, “ Vote by the usual sign.” The membership should be informed as 


to how the vote will be taken.

· Says, “ The motion is not in order”  NOT “ You are out of order.”

· Refers to self as “The Chair” and avoids the use of  “I”  when reporting or when 

speaking.

· Does not allow business meeting to drag, however, business should not be rushed,   thus avoiding the appearance that the action is being railroaded.

· Knows that only when a report contains a recommendation should there be an  adoption of the report by motion. 

· Knows that a nomination is not a motion and need not be seconded.

· Knows that the person who opens the meeting closes it.


(
Knows that, unless otherwise specified, a quorum is a majority of at least one more than half the membership of the assembly or committee.

(
Does not allow minutes to be “dispensed with.” The reading may be postponed or acted upon as printed, distributed or mailed. 



(
Consults the parliamentarian on technical questions or problems. The parliamentarian explains or interprets for the members of the assembly at the request of the presiding officer.

· Is kind and firm when making decisions.

PROTOCOL FOR PRESIDING OFFICER (cont’d)


(
Requires long motions or resolutions to be in writing and in the hands of the secretary before the meeting.



(
Thanks each officer and division appointee at the end of the term of the office for  their contribution.


(

Achieves esteem by sharing honors with all.


(
Recognizes when visitors are present and on special occasions, district

 
and international officers or appointees, who are members of the club.


(
The presiding officer is always seated in the center  of the head table or first  seat to right of lectern. The guest of honor (speaker) is always seated to the right of the presiding officer  and takes precedence over any other dignitary. If a Pilot is to present a portion of the program of the meeting, this Pilot should be seated to the left of the presiding officer when there is an honored guests at the right of the presiding officer. Other guests of honor may be seated to the right and left of the presiding officer according to rank; or all guests of honor may be seated to the right of the presiding officer. Other dignitaries or local officers may all be seated to the left of the presiding officer.


(
The standard seating arrangement for club meetings is:

  

President- center

                

Speaker- immediate right of the President


Toastmaster- (person in charge of the program; always a Pilot)- immediate left 

 
of  the president

            
(
District Governor- immediate right of the speaker

                

Ranking Executive Committee member- left of the toastmaster

           
Other Executive Committee members, district officers, and club officers 

           
alternately right and left, according to rank.  

              
Civic dignitaries should be seated in accordance with their rank in

              


the community.

           
(
For a club banquet or the official visit, the visiting district governor,

                

governor elect, or lieutenant governor is placed at the right of the president,

                

and the president elect at the right of the visiting district officer.

PROTOCOL FOR A HOSTESS/HOST

Guest Speakers and Program Participants


(
Extend a written invitation to the guest speaker and others participating

              
in the program.

 

    Inform the guest speaker as to:

· The date, the place, the hour and nature of the program.

· The time allotted the speaker.

· The size of the audience.

· The meal arrangements.

· The nature of the organization by providing brochures.

· Question and answer time period following the address.

· Honorarium

Invitations to Special Guests

            Extend an invitation giving:

· The time, place and date of program / meeting. 

· Seating information.

Seating Arrangements and Introductions

          Seating arrangements for officers and guests may vary depending upon the

          function. The following addresses most occasions and seating instructions are 

          given from the position of facing the audience. (See Charts.)


(
The  presiding officer is always at the center of the dais or first place to

                    the right of  center.

When introducing the head table guests, request that applause be held until 

all have been presented. If those at the head table are to rise for introduction, 

begin at the extreme left and come to the center, then present those seated

to the extreme right and come back to the center, ending with the highest

ranking officer.

Introduction of guest speakers should be gracious but brief, especially with higher-ranking officers. Do not mention the speaker’s name until he or she is expected to rise.

          *  Only the International President takes precedence over the governor of the home 
  
district. 

SEATING CHART

BUSINESS MEETING

	Corresponding Secretary

	Treasurer

	President Elect

	Recording Secretary
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	President

	*Parliamentarian

	**Vice President


*It is wise to appoint a member of your Executive Board to serve as your Parliamentarian if at all possible.  (Perhaps one of the Directors could serve in this capacity.)

**If the club does not have a Vice President, the Corresponding Secretary may be seated here.

On the occasion of the Official Visit, the District Council Representative (DCR) is seated to the right of the President.

If the Pilot is sitting to the right of the podium (facing the audience) the spouse sits to the right of the person (Pilot).  If the Pilot is sitting to the left of the podium (facing the audience), the spouse sits to the left of the person (Pilot).  This should create a female, male, female, male seating arrangement.





SEATING CHART

PROGRAM MEETING

	Corresponding Secretary

	Treasurer

	Vice President

	Pilot Presenting Guest
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	President

	Guest

	President Elect 

	Recording Secretary


At a meeting where there is a speaker as well as the Governor, the Governor is seated to the immediate right of the speaker.  Only the International President takes precedence over the Governor in his/her own district.  The President Elect is seated to the immediate right of the Governor.

If the Pilot is sitting to the right of the podium (facing the audience) the spouse sits to the right of the person (Pilot).  If the Pilot is sitting to the left of the podium (facing the audience), the spouse sits to the left of the person (Pilot).  This should create a female, male, female, male seating arrangement.




 Club Members





 Club Members








PAGE  
5

