Aquatic Center Ocala Drive Club
Constitution and By-Laws

Article 1 – General Membership & Meetings

Section 1:  Procedures for membership & meetings.

1. The club shall be a volunteer non-profit organization.
2. General membership meetings shall be held on the second Thursday of each month starting a 7:00 Regular business meetings of the Aquatic Center Ocala Drive Club, Inc., herein after referred to as ACODC, will be held less than four times a year.  

3. p.m. at the Aquatic Center of Ocala, 2801 SW 20th Street, Ocala, Florida 34474.  In the event that other business activities at the Aquatic Center of Ocala must take place o the scheduled meeting time, or quest speakers can not make the schedule meeting time and alter need meeting time will become necessary.  Notification of the officer of the club by the Aquatic Center will be necessary in order to make alternate plans for the meeting time.

4. The Executive Board is comprised of four elected officers and the Past, President.  The four elected officers are as follows:  President, Vice President, Secretary and Treasurer.  All Executive Board members, including the Past President, shall be members in good standing of the ACODC as defined below.  The four elected officers shall preside over all ACODC meetings.  They shall accept all Reports as presented by Committee Chairpersons for review.

5. Initial dues shall be twenty ($20.00) per year for a single person, thirty ($30.00) per year for two members, and forty ($40.00) per year for a family membership.  Dues may be reset based on actual expenses.  Dues shall be paid each year in full based on the month the member joined.  Anyone joining the club shall be dues within the (30) days of joining their membership will be in good standing for one year from the day in which they joined.  Any member failing to reinstate their dues within ninety (90) days of the due date, will be removed from the mailing list and considered inactive.

6. Only members who have paid their dues for the current fiscal year shall be deemed in good standing.  Only members in good standing shall be eligible to actively participate in meetings and vote.  The fiscal year of the ACODC shall be ______________ through _____________.

7. Any new member paying dues on or after January 1, will be considered a paid member of the Club until _______________ of the following calendar year.
8. The Executive Board must approve all guest speakers previous to all meetings.

9. The mission of the Aquatic Center Ocala Drive Club, Inc. is to unite sport scuba divers and enthusiasts and to build fun and safe diving activities as well as provide camaraderie amongst its members.
10. Any person may apply for membership to the club.  Applicants must complete and sign an application agreeing to abide by the Constitution and By-Laws of the Club, and must show willingness to support the club and its activities.  Minors are required to have a legal guardian sign the application form.  This may be waived if a parent of guardian is a club member.

11. Members shall agree to hold the club, its members, and the Acquatic Center of Ocala harmless for any damages or injuries which may arise during club related functions.
12. Members of the club, which may be complied of primarily scuba divers; will hold a valid nationally recognized scuba certification card, follow generally accepted rules for safe diving and keep shall diving equipment in good working condition.  Members must be a member of D.A.N. aka Diver Alert Network of have proof of comparable and current insurance coverage.

Article II – Duties of Officers
Section 1:  Duties and responsibilities of the President.

1. The President shall maintain a close working relationship with each member of the Executive Board, and hold the officers responsible for the duties entrusted to them.  The President shall sign all official documents of the ACODC.
2. In order to conduct any formal Executive Board business, any three members of the Executive Board, other than the Past President, must be present to form a quorum at all Executive Board meetings, a simple majority of those present is required to adopt a motion.  The Past President, not holding any office, shall be an honorary member of the Executive Board for one year to provide continuity to the business of the Executive Board.  This person will be allowed to vote only when the vote is needed to break a tie.
3. The President releases all fund for projects, activities and other expenses which are approved by the Executive Board or general membership vote and which are designated to meet the operational needs of the ACODC, ie., incorporation fees, taxes, insurance premiums, hall rentals for general club meetings, banking expenses, stamps, copying fees, stationary, and telephone expenses.
All expenditure must be duly recorded and accompanied by a receipt.
4. The President shall have the authority to release funds in an amount not to exceed $______ per fiscal year to meet the operational needs of the Executive Board.
5. The Executive Board has the authority to release an amount up to $250.00 to each of the Standing Committee per fiscal year.
6. Any anticipated expenditures which may exceed those amounts listed in Article II, Section 1, Items 4 and 5 of this document must receive the approval of a simple majority of the members at a general club meeting.
7. The in-coming President shall request an audit of the association’s books at the beginning of each fiscal year.  Said audit shall be conducted by two club volunteers and who are members in good standing with ACODC (dues paid).  If no volunteers are forthcoming, then the membership must decide by a simple majority at a general club meeting as to whether they wish to hire a professional independent auditor.
8. The President is primarily responsible for preparing contents of the association’s newsletter, which is to be approved by the Executive Board prior to its publication.
Section 2:  Duties and responsibilities of the President at ACODC meetings.

1. The President chairs all Executive Board and ACODC meetings.  The duties of the chair are governed by the Rules of Order and include the following:
a. Calling the meeting to order at the announced time.

b. Announcing business in the appropriate order.

c. Stating and putting to a vote all proper motions that are made.

d. Announcing the result of a vote.

e. Enforcing the Rule of Order on all occasions.

f. Deciding all question of Order.

g. Signing (Authenticating) acts, orders and proceedings (minutes) of the group.

h. Abiding by association rules when representing the association.
Section 3:  Duties and responsibilities of the Vice President.
1. In the absence or incapacitation of the President, the Vice President shall assume all the duties and responsibilities of the President until such time as the return of the President or replacement as specified by the Rules of Order.
2. The Vice President may be called upon by the President to assist and/or to follow up on important club matters.
3. The Vice President may be called upon the President to serve as necessary and whenever possible to said committee.
4. The Vice President should keep the President informed regarding any and all matters of importance to the association and to lend assistance in the resolution of any potential or real problems.

Section 4:  Principal duties of the Secretary.

1. As a voting member of the Executive Board, the Secretary keeps all official documents of the association, such as the Articles of Incorporation, By-Laws, Legal Decisions, and the minutes of all official meetings.  The Secretary is required to sign all important papers along with the President of the Club.
2. The Secretary shall conduct the correspondence of the ACODC and shall record and forward all in-coming club mail to the appropriate Chairperson.  The Secretary is also responsible for compiling and typing the contents of the club newsletter, which is to be approved by the Executive Board prior to distribution.  The Secretary shall notify all committee Chairpersons of pending Executive Board meetings.
3. One of the most important duties of the Secretary is the recording preparation and maintenance of the minutes of each meeting.  Since the minutes represent the official record of the association’s decisions, transactions and operations, they must completely accurate and unbiased.
4. Minutes are usually taken by hand, with a backup tape recording, if available.  They should be prepared as soon as possible after the meeting, but definitely ready by the following Executive Board meeting, signed by both the Secretary and President and filed in the Book of Minutes.  A copy of all important correspondence and documents referenced in the minutes should be attached to those minutes.  The Secretary shall have copies of these minutes available at subsequent regular meetings.
5. The head on the first page of the minutes should contain the following:  

i. The club’s name,

ii. The type of meeting

iii. The person’s name calling the meeting to order

iv. The date of the meeting

v. The time of the meeting

vi. The place of the meeting.

Recorded next is the order and contents o the business conducted which is of importance for all future references.  With no further business to conduct, a motion for adjournment should be recorded, it’s second and the results of the vote.

Section 5:  Principal duties of the Treasurer.
1. The Treasurer plays a vital role in the operation of the association and is a voting member at all Executive Board meetings.

2. The Treasurer maintains the club’s checking and savings accounts, checkbooks, ledgers, vouchers, safe deposit and any other assets.  The Treasurer pays all bills authorized by the Executive Board and/or by a vote of the membership present at any general club meeting.  The Treasurer is also responsible for making memorial donations.

3. Dues and all other revenue must be deposited in the authorized depository as soon as possible.

4. As an officer of the Executive Board, the Treasurer assists auditors and prepares financial reports which are presented at Executive Board and General Club meetings.

5. Financial reports should include:

a. The balance on hand at the close of the previous general club meeting.
b. The amount received since the close of the previous general club meeting.
c. An itemized account of the amounts paid since the close of the previous general club meeting.
d. The current balance on hand.
6. The Treasurer is responsible for picking up the mail for the ADCOC, processing the bills, depositing any income and delivering the balance of the mail to the Secretary for distribution to the appropriate members.

ARTICLE III – Election of Officers
Section 1:  Formation of the Election Committee

1. Officers shall be elected annually by a majority vote of membership present in good standing (current dues paid) in the ACODC at any general club meeting or special meeting called for that purpose.
2. ACODC must conduct an election each year to fill the following Executive Board Offices:  a) President, b) Vice President, c) Secretary, D) Treasurer.
3. All candidates must be nominated by an active member.  Nominations shall be acceptable from the floor.

4. The club President shall, in February of each year, announce the formation of an Election Committee, by the newsletter or at a general club meeting.  Any club member in good standing may be elected to serve on this committee.

5. Each member shall case one vote in all elections.  Members may case a vote by proxy.

Section 2:  Duties of the Election Committee

1. Solicits, accepts all nominations, and verifies each candidate’s acceptance of the nomination and their eligibility to run.  Eligibility is based upon meeting the following criteria:

a) Must be a current scuba diver and hold a valid nationally recognized scuba certification card and be a member of D.A.N. aka Diver Alert Network.
b) Must be a club member in good standing (dues paid).
2. Names of the nominees/candidates, along with an election date must be published in the newsletter before May 1.
3. The four elected offices shall comprise the Executive Board Elections for club members will be held in May.
4. The newly elected officers’ team begins June 1, and extends through May 31 of the following year.

ARTICLE IV – Amendments
Section 1:   Amendments to the Constitution and By-Laws 
1. The Constitution and By-Laws may be amended only with the approval of a quorum of the general membership present at the meeting where the changes are proposed.  Should changes be approved, a general notification must go out to all paid members in good standing notifying them of the changes by either mail or email.

2. Items to be amended must be submitted in person during new business of the general meeting and voted on the next general meeting.  

3. Copies of the Constitution and By-Laws shall be given to each current member and new member as they join the ACODC.

4. All amendments must include the date of ratification.

ARITCLE V – Miscellaneous

Section 1:  Miscellaneous Issues

1. Guests shall be allowed at all club social functions.  Guest fees may apply.

2. All guests, like members, shall participate on a voluntary basis at their own risk.  All guests agree to hold the club, its members, officers, and the Aquatic Center of Ocala harmless for any damages or injuries which may arise during club related functions.

3. In the event the club does disband, all monies left in the general fund shall be used to pay off any bills, and any remaining funds will be split up and returned to the active members based on the amount of dues the member originally paid.

4. Any member who knowingly and/or willfully violates the Constitution and By-Laws or club policy may be subject to removal from the ACODC at the discretion of the general membership, upon approval by two thirds quorum.  Said person has the right to voice his/her defense.  If said person is discharged, no monies paid for dues will be refunded to that person.

5. All members are responsible for the security of club properties.  Anyone willfully destroying such is subject to removal.

6. Reinstatement of membership shall be upon approval of the officers.
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