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CLUB COMMITTEE & CONSTITUTION

	COMMITTEE MEMBERS
	
	

	CORE
	DISCRETIONARY / OPTIONAL
	CONSTITUTION

	President
President-Elect (Vice-President)

Past President

Secretary

Treasurer
	Tournament Director
Development Officer

Teaching Co-Ordinator

Competitions Secretary

Membership & Masterpoints Secretary
	A simple club Constitution keeps the awareness of the committee on what the general body of members has approved or needs.

	Committee Members (ALL of whom should have functions)
	Website Manager
	Sample Constitution – see Appendix IV 


FUNCTIONS OF CLUB COMMITTEE

	MEMBERSHIP
	
	

	CORE
	Notes
	Non-CORE

	Update membership lists

Submit affiliation forms and fees
	Update affiliation forms with new info change of address, RIPs, new members etc

Cross-check affiliation forms with membership lists

	Distribution of membership cards and newsletters

Keep in contact with lapsed members



	
	Distribute club calendar and regional calendar

	

	Prepare and record Masterpoints awards and return to CBAI at end of season
	Note that all events run by or under the auspices of the club between the beginning of September and the end of May need to be recorded, with particular inclusion of visitors or non-members

	

	
	Communicate with members on club/ general matters; pass on to members information about congresses and CBAI regional/national competitions

	


FUNCTIONS OF CLUB COMMITTEE

	FINANCE
	
	

	CORE
	Notes
	Non-CORE

	Set club subscription, table money and prize structure
	Budget the annual expenses of the club for the year – assess the annual club subscription to ensure the income will cover the outgoings.

Weekly table money needs to be reviewed in conjunction with the weekly prize structure to ensure the surplus is adequate to cover weekly costs.

Prize structure needs to be established for the full range of expected table participation – movements set: e.g. 6 tables – Howell 1st prize €30  2nd prize €20 

	

	Collect annual subscriptions  and table money
	Arrange to collect annual subscriptions from club members – using CBAI membership cards as receipts for “Home” members; or a receipt book for all

	

	Lodge monies to club account
	Prepare weekly record sheet for summarising the club activity e.g. Total Tables x Table Money = Total Income – Prizes = Weekly Surplus          Date of Lodgement
See Appendix I

	

	Arrange for payment of services
	Pay bills for club – insurance, engraving, rent etc.

Pay annual affiliation fees to CBAI either via Regional Treasurer or directly to CBAI, remembering to include honorary members on affiliation list

	Trophy engraving

	Manage premises 

	
	

	Ensure adequate Insurance cover is in place

	
	

	Keep accounts
	Summarise money activity – income – payments
See Appendix II

	

	Prepare annual accounts for AGM
	Prepare annual accounts to show comparative figures year on year See Appendix III
Have finances checked annually/audited by club member independent of committee – this is a protection for the Treasurer and committee

	




FUNCTIONS OF CLUB COMMITTEE


	BRIDGE ACTIVITIES
	
	

	CORE
	Notes
	Non-CORE

	Prepare club calendar to include national (CBAI and IBU), regional, congresses and local events as well as club competitions and social events 
Production of fixture list
	When drawing up club fixture list take into account dates set for national and regional competitions and congresses.

Confer with IBU and CBAI re Simultaneous Pairs competitions. Return results promptly when club participates.

	Operation of handicap system

	Run ordinary club nights

	Ensure there are club members willing and able to run and score weekly club competitions. If necessary arrange basic training in tournament directing and scoring.

Make results together with travelling/personal score sheets available for agreed period of time.

	Maintenance of “Player of the Year” records

Devise and apply a points system to facilitate nomination of ‘Player of The Year’



	Organise club stationery, supplies & equipment

Keep equipment clean and in good condition

Keep up-to-date on current health regulations

	Be familiar with ‘the one stop bridge shop’ in CBAI HQ. A selection of bridge related goods as well as stationary supplies and equipment are always in stock.


	

	Produce results – manually or by computer

	
	

	Organise tournament directing for major competitions if external TD is required
	Draw up a list of available external tournament directors and their contact details. Engage TD(s) as soon as fixture list is finalised.

	

	Receive entries for competitions


	Prepare list of players for TD
	

	Source prizes for major competitions


	
	

	Keep a record of trophy location

	
	




FUNCTIONS OF CLUB COMMITTEE


	MEETINGS
	
	

	CORE
	Notes
	Non-CORE

	Set dates and times
	To be successful a meeting requires a suitable venue –

quiet comfortable and uninterrupted

	

	Prepare agenda (if necessary)
	Preparation – have an agenda. The agenda is the plan of the meeting – a list of topics to be covered during the course of the meeting. Keep the number of items realistic.

	

	Conduct meeting 
	Good timing. Start the meeting on time; do not reward latecomers by holding on. Agree a time frame for the meeting and stick to it.

An effective chairperson is essential, This person’s role is to control the meeting, keep it focused on agenda items, encourage participation, clarify points and summarise positions.

“Standing Orders” for the conduct and governance of meetings should be established - see Appendix V

	

	Minutes
	A clear record of the meeting. Minutes are a summary of events. They should include any decision taken, action required, who will take the action and a deadline. Actions to be taken should be highlighted. Write up the minutes soon after the meeting –within 24 hours if possible. Minutes should follow the agenda exactly with identical item headings.
see Appendix VI for suggestions on taking minutes.


	

	Circulate minutes promptly
	Retain minutes of meetings and make them available to members on request

	

	Deal with correspondence

	
	

	Attend club secretaries’ meetings at regional level
	
	



FUNCTIONS OF CLUB COMMITTEE
	EDUCATION/DEVELOPMENT
	
	

	CORE
	Notes
	Non-CORE

	Liaise with County Development Officer
	To determine areas in need of priority attention. These areas could range from development of certain bridge categories to the necessity to disseminate information

This involves closely analysing the player profile within the club and linking activity to that profile.

The committee should be aware of whether the club needs to be enlarged, whether it is adequately catering for the area in which it is located and whether development needs to be initiated for future years.

	

	Promote lessons for beginners, refreshers, improvers, master classes

	
	Youth/junior bridge activity

	Welcome & mentor new bridge players

	
	

	Train club Tournament Directors
	Advise members of TD seminars taking place in club and in region

	

	
	Advise members of teaching and bridge development taking place in club and in region

	

	Select President-Elect or Vice-President to succeed

	
	

	Identify & recruit new committee members

	
	

	Encourage members to enter outside competitions

	
	

	Link with Public Relations function on publicising initiatives in the area

	
	



FUNCTIONS OF CLUB COMMITTEE

	PUBLIC RELATIONS
	
	

	CORE
	Notes
	Non-CORE

	Publicise days and times that bridge takes place – together with contact details

	
	Advise regional committee of open events in club, such as open nights, charity events

	Publicise lessons/workshops etc.

Develop and maintain website
	Use email, website, texts to assist

At workshops, lessons and seminars request email addresses for future contact for promotions

	

	Acknowledge members’ success in national competitions and congresses, wish members well in trials for International events, successes in trials.

Encourage junior players
	Publicise in newsletters, on website and CBAI night when distributing membership cards etc 

Place notices of such successes on club notice boards


	

	Provide photos and accounts of significant club events

	Put on club and regional website
	

	Promote upcoming competitions in house, regional  and national

Set up a club website to link in with regional & national websites

Update club website

Inform members about CBAI shop and materials to help improve their game
	Place papers and publications of bridge matters on club notice boards. 

Prepare monthly flyers for tables to promote upcoming competitions -  in-house, regional and national

Use group texts, emails, sites such as ‘my local news’ or social networking sites such as “Twitter” and “Facebook”  to promote competitions

Update club website regularly with club information and photos

Email: The way forward but players and committee members could be encouraged to check emails frequently and to acknowledge receipt of emails.
Group Texts: Can be used for short information messages and to alert members to check their email inbox.

Word of mouth and personal explanation is the most powerful tool for promoting competitions and events.

	Club presentation of membership cards and newsletter – a CBAI night where members are given a short talk on CBAI, congratulations to those upgraded, those who have won regional or national competitions and those who have played in international trials.

Advise members of President’s Award and ask for nominations

Advise members who their County Development officers are.



	Establish contacts with local papers


	Advise local newspapers of members playing in international events (or with other significant achievements) with accompanying photo if possible.

	


FUNCTIONS OF CLUB COMMITTEE

	

SOCIAL
	
	

	CORE
	Notes
	Non-CORE

	Fundraising, supporting charities
	Raffles, business donations, specific fund raising nights, social nights, club trips, the forging of links with other clubs, golf outings – all these and many more can be used to create a positive club environment. The establishment of a club social committee would be an excellent idea

	

	Social Events

	
	

	Congratulations/Condolences/
Expressions of Sympathy 
	Establish a standard policy and standard documentation

	


[image: image1.emf]Appendix III  THE QUEEN OF HEARTS BRIDGE CLUB     

     SAMPLE   ACCOUNTS     

         

INCOME AND EXPENDITURE   ACCOUNT      

    2010  2009     

INCOME     €  €     

Net Income from Classes   2320  2230     

Members Subscriptions   4560  2230     

Net Income from Bridge   6880  4460     

Rents from Premises    123  456     

Sundry Income         

TOTAL INCOME    7003  4916     

         

EXPENDITURE         

Rent     123  123     

Utilities     456  456     

Insurance     789  789     

Maintenance    123  123     

Catering     456  456     

Equipm ent/Stationery   789  789     

CBAI Affiliation Fees    123  123     

Cleaning     456  456     

Bank Interest/Charges   789  789     

Advertising    123  123     

Sundries     456  456     

Honoraria     789  789     

TOTAL EXPENDITURE   5472  5472     

Excess of Income over  Exp enditure        

    1531  - 556     

         

         

BALANCE SHEET         

         

Stocks of stationery    554  340     

Debtors     250  160     

Prize Bonds    78  78     

Cash in Bank/on hands   1564  - 98     

    2446  480     

         

         

Capital Account   as at 1/06/09   140  696     

Excess of Income over  Expenditure   1531  - 556     

    1671  140     

Creditors     775  340     

    2446  480     

         

I have examined the books and records of the Queen of Hearts Bridge Club and have obtained all the information    

and explanations which I considered necessary. I confirm that the Income & Expenditure Account for the year ended 30   

April 2009 and the Balance Sheet as at the 30 April 2009 are correct and in accordance therewith.    

Hon Auditor         
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