Approved October 24, 2009

FLORIDA
COMMODORES

ASSOCIATION
Past, Present and Future

Keepers of the Flame

POLICY
and
PROCEDURES
MANUAL

Adopted April, 2009



Approved October 24, 2009

Definition

The word “policy” is defined as “a prudent, clearly definedrse of action based upon material
interest used to manage and direct present and futureoshscigcessary to facilitate the conduct
of the business of the organization”. This policy mapualides a compilation of these courses
of action that have been adopted by the Florida CommesdAssociation (FCA) to provide
proper guidance to the officers and membership in the nggminduct of the operations of the
Association.

Policy statements are not meant to be rigid in natureoacept but they should be used as
criteria for decisions affecting the general conduct efribrmal business of the association by
its Board of Directors and its officers. Policy stagats should be reviewed on a regular basis to
ensure they are relevant and of continued good use twdghaization.

Underpinings of the Association

Every full member of the Florida Commodores Assocmatias reached the same plateau, that is,
each one is a past commodore of a recognized yacht dlbby have reached this plateau by
taking different paths, and have been subjected to varyingetegfdifficulty, challenges, and
responsibilities. However, the end result is theesagach one is a past commodore.

Your achievement in attaining that position and your comgpunterest in yachting makes you a
unique member of a very special group of individuals in #ehiing community. As a result, the

have been invited to join this exclusive group of men anthe&wowho have made significant

contributions and provided high levels of leadership to ttleips. As a member of the FCA,

you will be called upon to provide the benefit of your eigere, wisdom and knowledge to

your yacht club and to those club members who desireateltthe same path and make the
journey you have made.

The Florida Commodores Association (FCA) was createg@rovide an historical, fraternal,
social, and educational forum for you to join to contitheework that you started when you took
your first step on the path of becoming a commodore oécagnized yacht club. This
association, as evidenced by its name, representgyanization that covers the entire State of
Florida and is focused on providing the past commodoredl o€cognized Florida yacht clubs
with a means of participating with other past commodaresontinuing contributions to their
yacht clubs and the yachting community.

The association is made up of men and women from ydahs ¢hat meet the criteria for
membership in the organization. Full membership is resdorgoast commodores. However,
associate membership is available on an annual basisiri@nt yacht club commodores, vice
commodores, and rear commodores as a forum for leaperdhcation and development. In
addition, spouses or domestic partners of past commedoay become permanent associate
members with special recognition for their status.

The association is governed by the Board of Directodsaaduly elected Executive Committee,
which is comprised of: a Commodore, Vice Commodore, Raanmodore, Fleet Captain,
Secretary, Treasurer, and the Immediate Past Commoddias Executive Committee is
responsible for the daily operations and conduct of basibetween the annual meeting of the
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association which is held in October of each year ateanber yacht club chapter location
selected by the Vice Commodore and agreed to by theeslgmtht club chapter.

In addition to the annual meeting of the associatibreet other general membership meetings
are conducted each year for the purpose of giving the mehibgreater opportunity to become
involved with the operations of the association and farave the general business and focus of
it. These meetings are held at various locations drdba state in order to facilitate the
attendance and involvement of the membership and chaptdrs as$ociation’s business. The
more the membership is involved the better the associatill be as it strives to achieve its
mission.

M ember ship

Membership in the Florida Commodores Association is densd an honor and a privilege. As
specified in the bylaws of the association, membershiparFCA isby invitation only, and is
recognition by the candidate’s peers that he or she uaessfully performed the duties of
commodore of a recognized yacht club. Full memberssaoeuraged to identify and invite
qualified individuals who have served honorably as Comnmedbtheir yacht club to join their
chapter and the association.

Members should also seek qualified individuals who haveitatty served as Commodore of
another recognized yacht club who, because of circunegafiocd themselves without an
existing yacht club chapter. However, great care mastxXercised, particularly if a chapter
exists at the yacht club where the individual served dstlaa chapter chose not to extend an
invitation. In such cases, the decision of the candislabome club should prevail and an
invitation should not be extended. However, should thdiBvidual subsequently serve as
Commodore of another qualifying yacht club, then he ervgbuld be eligible for invitation to
membership in the association unless the same sitiabse.

The association encourages “at-large” membership in t#ieses that may have limited or non-
functioning yacht clubs. Membership in the “at-large’egatry enables members to form their
own geographical chapters in order to enjoy the mutual berafiassociation with other past
commodores.

A copy of the individual application for membership in th€A is found at Tab A in this
manual. The application for Associate Membership is fatn@iab B. Once an application for
membership is approved by the FCA Executive Committeene¢lae member should receive a
Letter of Welcome from the FCA Commodore. A sangapy of the letter is found at Tab C.

A new FCA chapter may be formed when 5 or more FCAIfig@lindividual members come
together to create the chapter. This proposed chapter thers submit an application for
consideration of a chapter charter to the FCA Execufiwenmittee. A copy of the Chapter
Application is found at Tab D. If the qualified chapteaproved as an FCA chapter, then the
FCA Commodore will send a letter to the chapter ask@dging the approval and advise the
chapter when the chapter charter will be presented.

A past commodore who is a member of an existing chaptgmanvited by another chapter to
join. If so invited, this member must obtain permissi@mtthe current chapter to allow him or
her to join the additional chapter. If the new chajpgein a different area or location, such
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membership in the chapter may or may not require thahgéinemember become a member of
the yacht club in which the chapter is located. ThigsiEt rests solely with the yacht club
since the FCA has no authority or jurisdiction intsutatters.

The FCA strongly encourages its chapters to arrandethatr yacht clubs to grant the privilege
of reciprocity to other members of the associatiortne §ranting of reciprocity between yacht
clubs is a prerogative of the individual club, and eaCl Ehapter must deal with this situation
in the manner that is most expedient for the chapigchub involved.

Once a qualified member is approved for membership in thecasion, the member will
receive a membership card issued by the association. ésmio join the association prior to
July 1, 2009 will be classified as charter members andreaktive a membership card and label
pin recognizing their status.

Voting in the association is limited to full membergymod standing only. The association was
founded on the principle of “one member one vote”. Whs#soaiate members do not have
voting privileges, they are afforded the opportunity haveiee at any association meeting. At
any given association meeting, the chapter presidetiteochapter’s designated representative
must vote the will of the chapter members. Unanimitythe chapter member votes is not
necessary so the voting representative may presemnttarenof votes. At-large members may
vote individually when present at association meetings.

Annual Dues

Once a candidate becomes either a full member ociagsanember of the association, he or she
assumes the financial obligation for the timely payn@értheir annual dues. The amount of the
association dues is recommended by the Board of Direetasapproved by a two-thirds
majority of the association membership at a meetingosicad for this purpose. Chapters are
encouraged to collect the annual dues from their membersw@ammit payment to the FCA
Treasurer along with an updated roster of chapter membersfigmbers designated as “at
large” must submit their annual dues and individual menrhigemsformation directly to the FCA
Treasurer.

The annual dues are due on January 1st of each year amdebeelinquent as of February af
each year. Upon receipt of annual dues, the membewrescairenewal sticker with a numeral
for that year. The renewal sticker is to be placadtlee backside of the membership card
indicating a paid up membership in the association.

Non payment of the annual dues is grounds for terminatianewhbership and suspension of
privileges in the association including the wearing of F@#gnia, representation at meetings,
and participation in association functions and events.

Board of Directors and Officers

The Board of Directors is the governing body of the BrCommodores Association. It is
charged by the association bylaws with the managemeradmahistration of the affairs of the
association. The Board of Directors consists ogsociation officers who are the Commodore,
Vice Commodore, Rear Commodore, Fleet Captain, Segrefeeasurer, and Immediate Past
Commodore, together with the President or designated egpatise of each FCA Chapter.
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Description of the duties of each of the officersaard in another section of this manual. The
term of office for the officers of the associatienoine year with the exception of the Treasurer,
who may be re-elected annually. Re-election of the Sires provides for uninterrupted access
to the association financial accounts without having tange for the annual transfer of assets to
another financial institution. The association officesmprise the Executive Committee or
EXCOM. The EXCOM may consider proposals submitted by cheyptequalified members for
changes to the bylaws, policies, or other actions afet tbese proposals to the properly
designated committee for investigation and recommendatmthe Board of Directors (BOD).
Committee recommendations received by the EXCOM magjeeted, tabled, or published for
consideration by the general membership at a duly noticetingdor that purpose.

If any association officer, except the Commodore, vadaie or her position for any reason, the
BOD may designate a replacement to serve until sowd d@is the position can be filled by vote
of the general membership based upon the recommendatibe dlominating Committee. In
the case of the vacancy of the position of Commadbie Vice Commodore will immediately
assume the position of Commodore and continue in trsatign.

Once a qualified member is elected to the position of Reanmodore, that person is expected
to continue to fill the ladder to the position of Contnce without additional vote of the
membership. Once elected, the Commodore, Vice CommoalmieRear Commodore may only
be removed for cause or dereliction of duty. Remogglires a two-thirds majority of the
general membership voting at a meeting noticed for this perpos

Flag Officers

In keeping with yachting traditions, the flag officerstiod association are the Commodore, Vice
Commodore, Rear Commodore, and Immediate Past CommoliweeRear Commodore is the
only flag officer who is elected at the annual meetingessila flag officer position has been
vacated during the year. In this case, that positiolh also be elected by the general
membership. Duties for these officers are found in thexatmthis manual.

Elected Officers

The following officers of the Association are electedan annual basis; Rear Commodore, Fleet
Captain, Secretary, and Treasurer. Duties for thdges are found in the annex to this manual.

Appointed Officers

Subject to the approval of the EXCOM, the Commodore as authority to appoint a
Quartermaster, a Judge Advocate, and such other offisarsay be necessary for the purpose of
providing efficient operations of the association. Sgheositions may be filled indefinitely with
the annual concurrence of the EXCOM. Duties for thdfieeos are found in the annex to this
manual. From time to time, the Commodore may recordna@pointment of other individuals
for specific duties. Length of service of these appointifideos is at the discretion of the
Commodore.
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Organization

Central to the successful accomplishment of the omsef the association is the formation of
chapters. Chapters may be established at individual resafygacht clubs or by a group of
association at-large members who because of theitidocand circumstance may not have
sufficient numbers to establish a yacht club chapidese chapters are known as “Geographical
Chapters”.

Geographical Chapters have the same requirements and$entfe association as Yacht Club
Chapters. The association encourages such geographicagrshaptaffiliate with a specific
yacht club where permissible in order to create § feltognized yacht club chapter.

The daily operation and administration of the assmeias the responsibility of the Commodore
and EXCOM. Certain administrative functions are haddly specific standing committees who
members are approved by the EXCOM. The Standing Commitaee the Executive
Committee, the Nominating Committee, the Audit Comeeift the Public
Relations/Communications Committee and the Bylaws Cdt@ei Other committees may be
established by the Commodore with the approval of the EXCOMhe duties and
responsibilities of these Standing Committees arinedtin the annex to this manual.

M eetings

Meetings give all the association members the oppoytunitcome together to share their
experiences and to discuss challenges facing themalsdt gives prospective and eligible
individuals to see the association at work. It ishat ¢hapter level through the efforts of the
chapter members that most of the work of the assogiatilh be accomplished. For this reason,
chapters are encouraged to hold regularly schedule meatidgectivities in order to achieve the
work of the association. In addition to these regylastheduled chapter meetings, the
association conducts the annual General Membership maetdctober of each year and three
other association meetings at various times of the yd&ese meetings are designed to bring
together the chapter presidents or their designated repagge in order to properly conduct the
business of the association. Individual members aoeesisouraged to attend these meetings as
a means to increase participation and understanding obubmess and operations of the
association. These meetings also provide an opportioitynembers to exchange ideas,
experiences and programs that might benefit theivididal chapters and membership.

For each of the association meetings, individual chaptél be contacted with a request to host
the association meetings. Association requiremfantiosting will be provided to the chapter

for information to ensure that the conduct of the mgeasrachieved with minimum demands on

the host chapter. Each hosting chapter will recaigépend from the association to help offset
the costs associated with the conduct of the assatiatéeting.

Insignia

of the Florida  Commodores
rectangular flag divided vertically in
closest to the hoist is Old Gloryd)l

vertical stars. The remaining two-

The official symbol
Association is a
thirds. The third
with  three  white
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thirds is red, with the State of Florida in white. THic@l motto of the Florida Commodores
Association is “Keepers of the Flame” which is copyteghand permitted for the exclusive use
of the FCA.

Other official insignia of the association include theeve patch, the lapel pin, the tie, name tag
and shoulder boards.

Sleeve Patches

Association Member Association Officer Associate Member
(FCA Commaodore) (who is a spouse)

Sleeve patches are worn on the right sleeve of Heehlcentered from left to right and attached
as follows: for men, four and one-half (4) inches abthee cuff between the bottom of the

sleeve and the bottom of the embroidered anchor or e)dbo women, four (4) inches between

the bottom of the sleeve and the bottom of the emimexdanchors

The lapel pin for members and associates is a smahllmeepresentation of the official flag of
the association. Members and associates who joimeddsociation prior to July 1, 2009 have
the honor of wearing the lapel pin with the words “Chaftember” underneath the pin.
Beginning July 1, 2009 the only lapel pin authorized for new mesnbb#l be the regular lapel
pin without the words beneath it. The lapel pin shalihorn on the left lapel of the blue blazer
through the button hole, or if there is no button hailethe location where the buttonhole is
usually found, or as a tie tack.

Charter Member

Shoulder boards are also available for members andiatesoto be worn on the epaulets of the
white shirt of the uniform. Association officers hal®ulder boards which denote their position
in the association. General and associate memberenaauraged to wear standard FCA
shoulder boards but are permitted to wear shoulder beepdssenting their individual yacht
clubs, when available.
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The Association tie is an official symbol of

All of the official symbols and insignia are the registd property of the Florida Commodores
Association and may not be used, duplicated, reproduced, difiedowithout the expressed
written consent of the EXCOM.

Uniforms

The attire of the Florida Commodores Associationcseptable and appropriate for all semi-
formal social events in the yachting community. lIncakes, an appropriate name tag should be
worn. However, in some cases, local custom may suggedifications. The following pages
depict the uniform standards of the association.

Typical Chapter Bullion Badge

Each member is permitted to wear a bullion badge regiegdheir chapter. The badge without
the added 3 stars should be worn on the left pocket didleeblazer.

The following page shows the authorized shoulder board®ffaers and members of the
association. The officer shoulder boards are passed dfmm one officer to the next at the
annual change of watch.
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CFlorida Commodores
CAssociation

Shoulder Boards
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Treasurer Past Commodore

Judge Advocate

Quartermaster
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FCA FORMAL UNIFORMS

Uniform A

Uniform B

Single-breasted Navy blue blazer with white
shirt, tie, epaulets and soft shoulder boards,
grey trousers, black belt, black shoes and
black socks for gentlemen; grey skirts and
black shoes for ladies. Name tag should be

worn on the right side at pocket height.

Sleeve Patch is centered on right sleeve,

Lapel Pins
Men - One Lapel Pin - worn in button hole

4” from bottom of anchor to bottom of sleeve.

Women - One Lapel Pin - worn on left lapel

Single-breasted Navy blue blazer with white
shirt, tie, epaulets and soft shoulder boards,
white trousers, white belt, white shoes and
white socks for gentlemen; white skirts and
white shoes for ladies. Name tag should be
worn on the right side at pocket height.
Sleeve Patch is centered on right sleeve,

4” from bottom of anchor to bottom of sleeve.

Lapel Pins
Men - One Lapel Pin - worn in button hole

Women - One Lapel Pin - worn on left lapel

10
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FCA CASUAL UNIFORMS

Uniform C

1k
¥

White open collar short sleeve shirt,
epaulets and soft shoulder boards,
white trousers, white web belt with brass
buckle, white shoes and white socks for
gentlemen; white trousers, white web belt
with brass buckle and white shoes for ladies.

Name tag should be worn on the right pocket.

No Lapel Pins

WEAR 1T PROUDLY — WEAR IT RIGHT

When it comes to wearing a uniform there’s
only one way — the right way. The reason is simple:
when you're wearing the uniform of a team, you are
representing the team. And your team is our team.
Everything you do reflects on us.

A uniform must be “uniform,” and that
means “the same.” It means no extra geegaws: no
extra lapel pins; no extra sets of stars; no extra name
badges. We all know how much you love that “1 Love
NY™ lapel pin and the snazzy belt with the nautical
flags that march staunchly around your midsection.
You can wear the pin on your baseball cap, and the
belt with your tennis shorts, but you can’t do it when
you're representing our team.

Associate members of FCA have slightly
more latitude than full members, but not much. Male
associate members wear the same blue blazer with
the appropriate associate patch (regular associate or
spouse) on the right sleeve. Male associate members
may wear a plain white shirt without epaulettes. If
they wear a military-style shirt with epaulettes for
Uniform C, they do not wear shoulder boards.

Female associate members wear the same
type of blue blazer with the appropriate associate
patch (regular associate or spouse) on the right
sleeve. Instead of a military-style shirt and tie, they
may wear a white shell blouse and official FCA
scarf.

Associate members need not wear a uniform
cap or “cover” unless they are actively participating
in a formal ceremony, at which time an appropriate
cap (male or female design) with appropriate insignia
must be worn.

Your team is the FCA. We claim to be a cut
above the rest. We expect ourselves to be better and
sharper than any other past commodores’ association.
But WE can only do that if YOU do it. You earned
your right to wear the FCA uniform. Do it proudly.
Do it right.

11
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Communications and Public Relations

It is absolutely essential that proper communicationsdmelucted by the association in order to
keep the membership informed of the events, activitied, business being conducted by the
association. In addition, to facilitate the growthl gmogress of the association, it is necessary
that communications be addressed to those in the ygatdimmunity outside the association to
make them aware of the dynamic nature of the assotiaind its programs. The association
newsletter,The Commodore’s Journak a major source of information for the membersinigp a
those outside the association. Articles of a persoaiaire are not acceptable for publication. In
addition, no comment, article or publication represgntine association may be published
without the prior approval of the EXCOM.

Chapters should publish information about the associananits activities in local publications
and through local media outlets, including boating or nmagitpublications. Chapters should
always be aware of the important public relations oppdréasnthat result from inviting the
officers of maritime groups such as the United StatestCBaard, the United States Power
Squadron, and other local boating groups to attend chaptasaadiation functions and events.

All of the members of the association should maintaira@areness of political developments
and legislation that could have a direct affect onhtiag and maritime activities that could
prove detrimental to the membership and their associdetit clubs. The members are
encouraged to maintain contact with state legislatdese sand federal regulatory agencies,
departments, and offices. In addition, contact shoeldéveloped with other yachting and
boating organizations such as the Florida Council of ¥YaClubs, the Gulf Yachting
Association, US Sailing Association, and other simigmoups to provide membership
representation and input on pending legislation or regylathanges.

FCA members are encouraged to become involved on locahiptp boards, civic action
committees, and community recreation groups to estalhleslagsociation as a major source of
knowledge and expertise regarding maritime and yachtingitees. Such involvement
enhances the community’s awareness of the associatiomgbution.

Local college programs, scouting groups, community reoregtiograms, and other maritime
groups provide an opportunity for the association membersffes their knowledge and
expertise in conducting boating and sailing classes andedelprograms, such as race
management, for the mutual benefit of all involved.

Wearing the uniform of the association to these everddumctions is an ideal way to increase
awareness of the association and its importance anfitdertee community.

12



Approved October 24, 2009

DUTIESAND RESPONSIBILITIES

EXECUTIVE COMMITTEE (EXCOM)

1. The Executive Committee shall consist of the Comne®ddtice Commodore, Rear
Commodore, Fleet Captain, Treasurer, Secretary, anedimbe Past Commodore.

2. The EXCOM shall be responsible for the day to dayatjpes and affairs of the association
which have not been acted upon by the association Boddirexftors or general membership.
Voting by the Executive Committee may be conducted by aotrehic means available as long
as a written record is made of the vote and is maidan the records of the association.

3. The EXCOM shall meet no less than 4 times eaah gt a place selected by the Committee.
While meetings may be held at member chapter yacht dubk,locations are not required. The
Commodore or any four (4) committee members may cgleaial meeting of the committee.
Five (5) committee members shall constitute a quorurarigrExecutive Committee meeting.

4. The EXCOM members are collectively and individualwarged with the fiscal responsibility
for the proper utilization of the association funds.

5. The EXCOM is responsible for bringing before the mestiprall matters which are
necessary for the membership to act upon.

6. The EXCOM shall act upon the nominations of all apigai officers and committee chairs as
designated by the Commodore.

7. The EXCOM shall have oversight responsibility thee publication of th&he Commodore’s
Journaland shall ensure the timely publication by printing ecibnic means.

8. The EXCOM shall establish the annual operating budget sartharged with ensuring
adherence to the approved and/or modified budget. It iseponsibility of the Committee to
review and recommend the annual association dues structiiee Committee shall review and
establish an appropriate allowance to be paid to hostingerisaor association meetings.

9. The EXCOM shall review and act upon all applia&iéor chapter charters for membership.
The Membership Chair or designated representatives lshedl the authority to approve all
individual applications for membership.

10. The EXCOM shall have final approval over the slateoffiters recommended by the
Nominating Committee and shall present the slateegéneral membership at the Fall General
Membership meeting for a vote.

11. The EXCOM shall be responsible for reviewing, upgradimd) maintaining the Policy and
Procedures Manual of the association.

12. The EXCOM shall approve all articles, press relgast@atements or any action that affects
the association prior to its publication or implementatio

13
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DUTIESAND RESPONSIBILITIES

COMMODORE

1. The Commodore is the Chief Executive Officer offlewida Commodores Association. He
or she shall preside over all membership, Executive CaeeniSpecial Committee meetings.
The Commodore supervises all association activitieggordance with the association bylaws.
If the Commodore is unable to perform these duties, the Zommodore shall serve in this
capacity.

2. The Commodore shall appoint the Judge Advocate, theg@uaster, and such other officers
as may be necessary for the proper operation of tleeiagen. In addition, the Commodore
shall appoint the Chairs of the various Committees asteddl for the operation of the
association. The Commodore ensures that all asswtietimmittees are properly manned and
function in the best interest of the membership. The iBodore is an ex-officio member of all
association committees without vote.

3. The Commodore is encouraged to visit as many assocetapters as is permissible and
practical during his or her year of service. Visiting ptkas is but one way to encourage
membership participation in association activities amdtions.

4. The Commodore may call a special meeting of thectitwe Committee and/or the
association in accordance with the provisions of tse@ation bylaws.

5. The Commodore shares responsibility with the Exesu@emmittee for maintaining a
balanced budget and that all association expenditures deeping with the desires of the
association membership.

6. The Commodore has the authority, along with theslirea and Secretary to sign checks on
all association accounts.

7. The Commodore will sign letters of welcome to newmbers and forward to the new
members as appropriate.

8. Wherever practical, the Commodore should preside aprésentation of charters to new
association chapters. When not practical, the Commosloyuld appoint an association officer
to preside at such presentations. The Commodore enthatshe new chapter charter is
properly executed by all association officers prior todtesentation.

9. The Commodore is responsible for preparing an agendal foreetings. The draft agenda
should be sent to the Executive Committee at least ¥4 pldor to any meeting. A supply of
printed agendas should be available at meetings for th@deendance.

A. All items of old business from previous meetings shalspecified in sufficient detail
on the agenda to assist in the discussion and resobitibhe item.

B. All items for new business should be solicitedrfrthe membership and outlined in
the agenda to assist in the preparation of discussioreaaliition at the appropriate meeting.

14
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10. The Commodore shall ensure that the conduct ofimgeeand business sessions follow
parliamentary procedure, practice and authority as provided ®oberts Rules of Order (latest

edition) and are consistent with the bylaws, the prosoaatl standing operating procedures of
the association.

11. The Commodore shall provide an annual written repochwdummarizes the activities and
accomplishments of his or her office during the Fadinwership Meeting. A copy of this report
shall be provided to the Secretary for permanent file.

12. At the fall membership meeting following the instadlatof new officers, the outgoing
Commodore (Immediate Past Commodore) shall presentndve Commodore with the
appropriate symbol of office. The new Commodore whiért present the Immediate Past
Commodore an appropriate award which recognizes his oehacesto the association.

13. The Commodore shall be responsible for amending eansirrg this portion of the policy
manual as may be necessary to ensure the proper peréarwiauties.

15
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DUTIESAND RESPONSIBILITIES

VICE COMMODORE

1. The Vice Commodore shall automatically advance tathee of Commodore of the
Florida Commodores Association at the next fall nmgetir prior thereto in the event of
the death, incapacity or resignation of the Commodore.

2. The Vice Commodore shall serve as the second rankimegoin the Florida
Commodores Association and as such preside at any maetiigch the Commodore is
not present.

3. The Vice Commodore will assist the Commodore in @tters and will represent the
Commodore in any FCA function when the Commodore ipnesent; shall specifically
assist the Commodore in visiting as many yacht clubs sslpe.

4. The Vice Commodore will be responsible for arranghmgdate and place of all meetings
for the following year. Further responsible insuring dgapropriate information is
included in the association publications to facilitate treweand from meetings, lodging,
meals and entertainment.

5. The Vice Commodore will be the general assistarttécdommodore in all matters
related to the FCA, be it at the local, state agrimational level.

6. The Vice Commodore shall perform other dwgeassigned by the Commodore to
maintain effective operations of the association.

16
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DUTIESAND RESPONSIBILITIES

REAR COMMODORE

1. The Rear Commodore shall automatically advanceetoffite of Vice Commodore of
the Florida Commodores Association at the next faktimg or prior thereto in the event of
the death, incapacity or resignation of the Vice Coxhone.

2. The Rear Commodore shall serve as the third rankfiogoin the Florida Commodores
Association and as such preside at any meeting at wrecdidmmodore and Vice
Commodore are not present.

3. The Rear Commodore will assist the Commodore imatters and will represent the
Commodore in any FCA function when the Commodore acd Ziommodore are not
present.

4. The Rear Commodore shall serve as the Chair dflédmbership Committee. This
committee has the responsibility for assisting chaptgth getting new members and
establishing new chapters where appropriate. He/she magelaoditional members of the
committee with the approval of the Commodore.

A. Shall assist chapters with matters pertaining tviddal applications and other
membership actions.

B. All membership applications, individual or chaptéalsbe governed by the
association bylaws. All applications shall be approvethbyMembership committee.
Should an application be rejected the Membership Chalir rsbtify the chapter or
individual with the reason for rejected explained. him tase of a new chapter, the Chair
should prepare and send out an official association igdleoming them to the
association and explaining the chapter’s responsdsibpportunities, and association
procedures and protocols.

C. Ifthe individual application is from a Past Coatare of a non FCA Chapter, the
Committee shall investigate the yacht club to deternfigealifications are met. A
recommendation to the Executive Committee shall @denas to acceptance.

D. Upon approval of membership applications, the folhgnassociation officers shall
be notified: the Treasurer, the Secretary, the Editthe Commodore’s Journal, and the
Fleet Captain.

E. Upon approval of a chapter application includingrdeeipt of the chapter member
roster, the FCA Commodore and the president of theR@&v chapter shall select an
agreeable date for the FCA charter to be formally ptegeto the chapter.

F. The Rear Commodore should personally visit all prigmeyacht clubs to obtain the

essential background information regarding qualificationg$sociation membership.
Photographs should be taken to provide some feedback Ex¢leative Committee for
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consideration. Should the distance to the potential lmduexcessive, the RC may request
an officer living closer to the club to visit the club

G. The RC shall assist in the develop of programsdahécreasing the membership in
the association.

5. The Rear Commodore may call a special meetingaardance with the requirements of the
bylaws of the association.

6. The Commodore may assign the Rear Commodore th@tsegrving as Chaplain unless
otherwise designated. The RC shall lead the membersttip irledge of Allegiance at all
meetings.

7. The Rear Commodore shall prepare an annual repdw stimmary of activities and
accomplishments of the office and submit the repoheafall membership meeting. A written
copy should be filed with the Secretary for a permaresurd.

8. The Rear Commodore shall be responsible for amgraaid upgrading this section of the
Policy and Procedure Manual.
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DUTIESAND RESPONSIBILITIES

FLEET CAPTAIN

1. The Fleet Captain shall serve as the fourth raniingeoin the Florida Commodores
Association and as such preside at any meeting at wrecidlnmodore, Vice Commodore,
or Rear Commodore are not present.

2. The Fleet Captain will assist the Commodore imaliters and will represent the
Commodore in any Florida Commodores Association funatiben the Commodore, Vice
Commodore, or Rear Commodore are not present.

3. The Fleet Captain shall serve as the Chair ofitence Committee. He or she may
choose additional members of the committee with theoappof the Commodore. The
Treasurer is automatically a member of this committee.

A. As Finance Committee Chair, he or she shall begoresble for auditing the financial
records of the association as prepared by the Treasingritten report shall be
presented to the Executive Committee at its fall mgetirhis report should be based
upon all financial records as of September 30 each year.

B. He or she shall prepare with the assistance ofr@surer and present the proposed
annual budget for the Executive Committee approval at thHEX&OM meeting. Inputs
should be solicited from all FCA flag officers and coittee chairs.

C. The annual budget should include a projection of trease(decrease) in
membership so an accurate estimate of annual assessowené can be considered.
Any proposal to increase membership dues in order todsatar budget must be
brought before the EXCOM for consideration and reconatagon to the general
membership.

D. The approved budget shall be presented to the genematbenship for information at
the fall meeting. Approval by the membership is not necgdsit approval on any
annual assessment increase requires general membersloypahppr

E. He or she shall be responsible for overseeinubget and expenditures throughout
the year. Consultation with the Treasurer is é&ddn ensure proper financial
operations during the year. The Fleet Captain shouttdpared to make
recommendations regarding any change to the approved budgef ttheriyear.

4. The Fleet Captain may call a special meeting inraence with the requirements of the
bylaws of the association.

5. The Commodore may assign the Fleet Captain theofigbrving as supply officer unless
otherwise designated.

6. He or she shall serve as Chair of the New MerGoenmittee and, with the approval of the
Commodore, select additional members of the committ@sgist with the committee
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requirements. This committee is charged with the redpibtysof implementing all measures
necessary to ensure that new association membengllgre@dlcomed and encouraged to
participate in all association functions and events.

A. Prepare and send out a welcoming letter tb rav member advising them of
information pertaining to meetings, activities, protocotsforms, etc. Should also
ensure that the new member has received their assaaméimbership card and lapel
pin.

B. Shall work with the Vice Commodore to endinag all meeting schedules are sent to
all new members for a year after they are approvedhémnbership. In addition, each
new member should be contacted directly to invite therttéachand participate in each
association event or activity.

C. Shall assist all new members attending socastion function for the first time by
welcoming them personally; introducing them to currentei§ and members; and
assisting them with any problem they may have

7. He or she shall have the primary responsibilityctantacting all chapters that are not current
with their membership and annual assessment to determmédst the association can assist
them in renewing their membership with the associatimy critical area of concern should be
addressed to the EXCOM immediately for appropriate adtioecessary.

8. He/she shall have the primary responsibility fortaaimg all chapters that are not current
with their membership and dues to determine how best theiassn can assist them in
renewing their membership with the association. Adalitarea of concern should be addressed
to the EXCOM immediately for appropriate action if nesagy.

9. The Fleet Captain shall prepare an annual reporeafutimmary of activities and
accomplishments of the office and submit the repohieaftall membership meeting. A written
copy should be filed with the Secretary for a permaresurd.

10. The Fleet Captain shall be responsible for ameradidgupgrading this section of the Policy
and Procedure Manual.
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DUTIESAND RESPONSIBILITIES

SECRETARY

1. The Secretary is the recording officer of the R{l#o keeps all records of a permanent nature
and takes care of correspondence and other writing taskssithey are specifically delegated to
another officer.

2. The Secretary shall keep the minutes of all mernlpeend executive committee meetings
and shall distribute copies of the minutes to all FCAedirtive Committee members and
appropriate committee chairmen.

3. The Secretary shall maintain complete file ofR@lA chapters. Chapters requesting FCA
membership should notify the secretary and treasureritimgvin a timely manner.

4. At general membership and FCA Executive Committeeingsetthe Secretary shall assist
the Commodore or other presiding officers, as apprapriatiuding roll call of chapters and/or
officers to determine if a quorum is present.

5. At Executive Committee meetings a voting quorum welléb minimum of four EXCOM
members according to FCA bylaws.

6. At general and special membership meetings a voting quwillirbe representatives of a
minimum of one-third (1/3) of the member chapters accgrttif-CA bylaws.

7. At each meeting the Secretary will distribute tiarmlance log to be signed by all attendees.
This log will be included as a permanent part of the mgetninutes. Approved meeting
minutes are to be posted on the FCA website.

8. Secretary shall keep a file of the minutes includingrodgtee and officer reports and all FCA
minutes and have these available for review at each mehipeand/or Executive Committee
meeting.

9. In addition, shall maintain a complete file ofinfoming and outgoing correspondence that is
directed to the FCA Secretary, either initiated by tleen@odore, other designated officers or
from the office of the FCA Secretary.

10. The Secretary is to be authorized to sign checledl €A accounts.

11. The Secretary is to notify the editordfe Commodore’s Journalf the changes of the
officers of the FCA upon election and installationret &nnual change of watch.

12. Voting at FCA membership meetings is restricted to age@lFCA past commodores only.

If an alternate is designated, they must presenE@®& Secretary with a proxy authorization
signed by the chapter president or a FCA officer.
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13. When a special meeting is called the Secretaly sotify all members of such meetings at
least 14 days in advance.

14. The Secretary shall be a member of the FCA ExecGovemittee. An assistant secretary

may be appointed by the Commodore and shall assist thet&gcand act in the absence of the
Secretary.

15. The Secretary shall be responsible for amendingiecding this section of the Policy and
Procedure Manual
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DUTIESAND RESPONSIBILITIES

TREASURER

1. The Treasurer is the financial officer of the agg®n and is responsible for maintaining all
financial accounts and records in accordance with gocgptaiale accounting practices.

2. Upon taking the oath of office, he or she will opetransfer the association bank account (in
the name of the Florida Commodores Association,. Ihdg or she will obtain and complete the

bank resolution forms with appropriate supporting documentati@hsignatures and cards for

the incoming officers authorized to sign checks, inclgdihe Commodore, Vice Commodore,

Secretary, and Treasurer.

3. The incoming treasurer shall meet with the outgaiegsurer to ensure all financial records
are up to date and ready to be transferred. Any discregamated shall be resolved before the
records are transferred to the new treasurer.

4. The Treasurer shall serve as a member of the FEr@ommittee and shall be responsible for
the preparation of the annual budget for the coming fiseal. Upon approval of the budget by
the Executive Committee, the treasurer shall send er lettthe chapter president or treasurer
soliciting dues payment and roster information. In the afsmembers-at-large, the treasurer
shall send individual dues letters to each member. Dugsageble by December'kach year
and will become delinquent January"15

A. Roster information shall include the chapter offigesitions in addition to the normal
personal information of each member. The deadline fbrcleapter and member roster
information is January 15. All roster information s$hiaé provided to the Secretary for
maintenance of membership records.

B. Delinquent chapters and members will be contactextttlirby the Treasurer to
ensure timely payment of dues. Failure to pay dues to thaciaton will result in the
termination of association membership and the losd efabciation benefits.

C. Insure that members of the association whonlgetio multiple chapters pay only one
set of association dues.

5. Unless otherwise provided for, all funds paid to tls®aation shall be paid by check made
payable to “Florida Commodores Association”. Cash paysnémtthe association shall be
collected and an appropriate written receipt may be prova#tetpayer by the Treasurer.

6. All expenditures from the association accounts shallsupported by written invoices
describing the expenditure. The payment shall be chargee tapgropriate budget category.
Expenditures outside of normal budget categories shall beaupby the responsible officer or
committee chair and so indicated on the invoice.
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7. If the Treasurer is not able to reconcile therfoi@ records, a disinterested officer shall be
appointed to assist the Treasurer in resolving the isttige Feconciliation cannot be resolved,
the Treasurer shall notify the Executive Committeigssatext meeting.

8. If any officer or committee fails to operate witlii; established budget, the Treasurer shall
report the discrepancy at the next meeting of the Exec@dmmittee.

9. The Treasurer shall submit a written report ondsgociation’s financial status at each
meeting of the Executive Committee and general memipershicopy of this report shall be
filed with the Secretary for inclusion in the minugesl records of the association.

10. Proposed budget amendments during the year must bdatedmmwriting to the Treasurer
with justification prior to the meeting in which the amdenent will be considered for approval.
The Treasurer shall evaluate and prepare a recommenddion the request and submit it to
the Executive Committee for consideration at its meseting.

11. All chapter and individual applications for associatmembership received by the
Treasurer shall be forwarded to the Rear Commodorenfdeship Chair) for consideration.
Final acceptance will be withheld until approval is recgifrem the Executive Committee or
Membership Chair. Upon approval of membership, all fundsived shall be deposited into the
association accounts.

12. The Treasurer is responsible for the proper preparatid filing of any and all necessary
tax returns, annual corporate reports and other regylalings.

13. The Treasurer shall summarize the activities acdnaglishments of the office in an annual
report which is submitted at the fall membership meeting.copy shall be provided to the
Secretary for inclusion in the association records.

14. The Treasurer shall be responsible for updating anddangethis section of the Policy and
Procedures Manual.
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The Florida Commodor es Association

INDIVIDUAL MEMBERSHIP APPLICATION

Accepting the invitation to join, | hereby apply for mendtgp in the Florida Commodores

Association.

Chapter:

Name:

Spouse or Domestic Partner:

Address:

City: State/Province:
Country: Zip/Postal Code:
Telephone: Home: Business:

Cell:

Fax: Email:

Yacht Club where you were Commodore:

Address of Yacht Club:

Year

| agree to abide by the Bylaws and Rules of the Floridar@miores Association

Signature:

Date:

Enclosed is my check for:

us

Approved: Chapter:

FCA
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The Florida Commodor es Association

ASSOCIATE MEMBERSHIP APPLICATION

Accepting the invitation to join, | hereby apply for asate membership in the Florida
Commodores Association.

Chapter:

Name:

Spouse or Domestic Partner

Address:

City; State/Province:

Country: Zip/Postal Code:

Telephone: Home: Business:

Cell:

Fax: Email:

Check one:
O Spouse/Domestic PartnénYC CommodoreddYC VCommodoreOYC RCommodore

If a Yacht Club Officer, please name Club:

| agree to abide by the Bylaws and Rules of the Chapteharfdldarida Commodores
Association

Signature: Date:

Enclosed is my check for: us

Approved: Chapter:

FCA
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Florida Commodor es Association

CHAPTER APPLICATION

Yacht Club: Date:
Address:

City: State/Province:
Country: Zip/Postal Code:
Telephone: Fax:

Email:

Location of Club House or Permanent Meeting Place:

Year Club Established: Number of Members Number oEEmshodores
The Yacht Club meets the established qualifications &mbership in the FCA Bylaws:

Signature of Chapter President:

Attached isalist of Chapter memberswith spouses, addresses, and the duesfor each listed
member.

Recommendations:  Approval Disapproval

FCA Membership Chair:

Florida Commodores Association Executive Committee AygdfDisapproval: (Initials Only)

Commodore Vice Commodore: Rear Commodore:

Fleet Captain: Secretary: Immediate Past Commodore:

Reason for Disapproval:
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Past, Present and Future
FLORIDA COMMODORESASSOCIATION
P. O. Box 16315
Pensacola, FL 32507

March 13, 2009
PC NAME
ADDRESS
CITY, FL 33955

Dear Past Commodore NAME

As Commodore of the Florida Commodores Association, | wokddtb personally welcome you to our
association of Past Commodores, an honorable position eepires your successful leadership of a
recognized yacht club that has stood the challenges fgdeeity a Commodore. As a Past Commodore,
| especially encourage you to continue your outstanding batitns by becoming active in your local
FCA Chapter and in the Association.

By joining this association, you have become a member dirgamization of Past Commodores which
covers the entire State of Florida. The Associatiomimprised of yacht club and geographical chapters
and members at large who are dedicated to the Vision andoMis$ the Association. Each Past
Commodore in the Association is a person whom you will be leointor call a friend.

Shortly, you will receive a packet of information that giyes greater detail about the Association and
its purpose. We conduct at least four general membershigngeat various yacht clubs and locations
throughout the State. The Annual Membership meeting isihéttober with the traditional Change of
Watch. All of our Association meetings present opporiesito meet new members and experience
exciting programs designed to benefit the membership.

A unique characteristic of this Association is that emeourage the spouses or domestic partners of
qualified members to join as Associate Members to rezegheir important contribution to the position
of Commodore and to permit them to continue their all mag role of assisting their partner in
Association activities and functions.

Again, welcome to this Association, “The Keepers offiteane”. | look forward to meeting you soon.

Sincerely,

Name of Commodore
Commodore (year)
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