
 

 

 

Manhattan Ballroom Dance Club 

By-Laws 

Revised October 3, 2015 

 

ARTICLE I – NAME 

1.  The name of this organization shall be the Manhattan Ballroom Dance Club 
(hereafter referred to as the Club), a non-profit, non-partisan, non-sectarian organization 
incorporated under the laws of the State of Washington. 

 
ARTICLE II – PURPOSE 

1.  The purpose of the Club shall be to provide activities for adults to dance, socialize 
and meet new friends. 

 
ARTICLE III - EXECUTIVE BOARD 

1.  The Executive Board of the Club shall consist of the following elected individuals. 
They are the President, Vice-President, Secretary, Treasurer, Assistant-Treasurer and 
eight Directors. These thirteen elected individuals are the officers that constitute the 
Executive Board. 
 
2.  It is the function of the Executive Board to manage the day to day operation of the 
Club; and as such shall have the power and the duty to formulate the policies and 
manage the functions of the club; to provide any necessary services; to establish 
regulations for the government of the Club; and to perform all such acts as may be 
necessary to fully carry out the objectives and purpose of the Club. 

3.  Any action of the Executive Board shall be binding on the Club members unless 
vetoed by a 2/3rds majority of the members present at a scheduled or special meeting 
of the General Membership of the Club. 

4.  The Executive Board shall hold meetings at least once each quarter (4 times a year) 
and whenever a special Executive Board meeting is called by the President. 

5.  A quorum of the Executive Board shall consist of a minimum of five Executive Board 
members. 
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6. If, in the opinion of a 2/3rds majority of all the current Executive Board members, an 
individual Executive Board members fails to fulfill the duties of his or her position as 
defined in the Officer’s Duties section, then that individual shall be removed from their 
position.  The President shall then seek a new individual to fill the vacant position, 
following the procedure outlined in the President’s duties section. 

 
 

ARTICLE IV - OFFICER'S DUTIES 
 
1.  The President: 
 
 a)  Or his or her designee shall be the chairperson of all meetings and 
 ceremonies for all Club functions. 

 
b)  Or his or her designee shall present Executive Board recommendations to the 
General Membership for acceptance or rejection. 

 
 c)  Shall, with the advice of the Executive Board members, set the agenda for all 
 Executive Board meetings. 

 
d)  Shall appoint, with the advice and consent of a majority of the Executive 
Board members, all committees and committee chairpersons not otherwise 
provided for in the By-Laws.  
 
e)  Shall fill, with the advice and approval of a majority of the Executive Board 
members, any Executive Board position vacated during that position’s term of 
office, except for the office of President. 

 
 e)  Or his or her designee shall ensure music is provided for all dances.   

 
f)  Shall, with the advice and consent of a majority of the Executive Board, have 
the authority to enter into agreements and sign contracts for goods and services 
for the Club.  This includes contracting for musicians, DJs, dance instructors and 
dance venues. 

 
g)  Shall not, with the exception of musicians, DJs and dance venues, enter into 
contracts or agreements that extend more than thirty days into the term of the 
incoming Executive Board.  (Note: The President Elect may contact musicians 
and other vendors for future goods and services, but the President Elect may not 
enter into binding contracts until he or she actually takes office.) 

 
h)  Shall ensure order is maintained and all Club rules and regulations, including 
those listed in the By-Laws and those ordered by the Executive Board, are 
followed at all Club functions by both Club members and guests. 
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2.  The Vice-President: 
 
 a)  Shall assist the President at all Club functions. 

 
 b)  Shall be the Acting President in the absence of the President and have all the 
 authority and duties of the President.  

 
 c)  Shall assume the duties of any vacated Executive Board position until that 
 vacated position is filled by the President. 

 
 d)  Shall be the chairperson of the raffle at each weekly dance. 
 

 

3.  The Secretary: 

a)  Shall record and write the minutes of all Executive Board and General 
Membership  meetings and maintain copies of the minutes. 

 b)  Shall make copies of the minutes of all Executive Board and General 
 Membership meetings available to all elected officers in a timely manner. 
 

c)  Shall compile a list of the Club's activities and dance schedule and make if 
available to the Club’s members and guests in a timely manner. 

 
 d)  Shall maintain a database of all active Club members' application data. 
 
 e)  Shall maintain other Club records as directed by the Executive Board. 
 
 
4.  The Treasurer: 
 
 a)  Shall keep the financial records of the Club and do the banking. 
 

b)  Shall prepare a statement of income and expenses quarterly, or more often 
as directed by the Executive Board. 

 
 c)  Shall file all required reports with the proper governmental agencies. 
 
 d)  Shall pay all outstanding bills when payment is approved by the President or 
 Vice-President.  No bill is to be paid unless proof is submitted that goods or 
 service has been received by the Club.  Such proof may include a sales slip, 
 voucher or receipt.  
 
  e)  Shall ensure all checks issued by the Club have the signature of two of the 
 bonded Executive Board officers authorized to sign on the checking account. 
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 f)  Shall obtain all necessary Social Security numbers or Federal Identification 
 Numbers and addresses from all bands or other contractors providing services to 
 the Club and issue year-end 1099 forms. 
 
 g)  Or his or her appointee shall collect all monies received at all Club dances or 
 other Club sponsored activities. (e.g., raffle, pop, water, membership, etc.) 
 
 h)  Shall ensure all Club funds are used only for Club sponsored activities. 
 
 i)  Shall train the Assistant-Treasurer to perform all the duties of the Treasurer. 
 
 j)  Shall, at the end of each Club event, count all monies and have the count 
 witnessed by the Assistant-Treasurer or another Executive Board member. 
 

k)  Shall be offered a payment of one hundred dollars ($100.00) per month for 
his/her service to the Club. 

 
 
5.  The Assistant-Treasurer: 
 
 a)  Shall assist the Treasurer at all Club functions. 
 
 b)  Shall serve as the Treasurer when the Treasurer is absent from any of the 
 Club events.  (The Treasurer must notify the Assistant-Treasurer in such an 
 event.)  The Assistant-Treasurer shall be offered a payment of twenty-five dollars 
 ($25.00) per event for his service to the Club when performing the duties of the 
 Treasurer. 
 
 
6.  Directors: 
 

a) Shall perform the duties assigned them by the President and/or the 
President’s designee.  

 
b) If assigned setup and/or cleanup duties shall be at that event at a time that 

enables them to complete their duties. 
 

c)  Shall be responsible for securing a substitute when absent 
 
 

7.  All Executive Board Members and Chairpersons of Committees: 
 

a) Shall upon retiring from office, deliver to their successor all monies, 
    accounts, books, papers, and Club property in their possession. 
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b)  Shall attend at least two dances each month. 
 
c)  Shall not miss more than two consecutive Executive Board meetings. 
 
 

 
ARTICLE VI - BONDING OF OFFICERS 

 
1.  The Treasurer, Assistant-Treasurer, and one other Executive Board member 
appointed by the President and approved by a majority of the Executive Board, shall be 
signers on the Club's checking account.  All signers on the Club's checking account 
shall be bonded at the Club's expense. 
 
 

ARTICLE VII – ELECTION OF OFFICERS 
 
1.  On or before September 1st of each year a Nominating Committee shall be formed 
consisting of one or more Club members appointed by the President and approved by 
the Executive Board.  The Nominating Committee shall seek and receive nominations of 
individuals wanting to be members of the Executive Board. 
 
2.  All nominees for Executive Board positions shall be members in good standing and 
must be willing to perform the duties of the office for which they have been nominated. 
 
3.  A Club member may nominate him/herself.  
 
4.  Executive Board members shall be elected by a majority vote of the Club members 
at a general membership meeting held on the second Wednesday in November of each 
year.  The voting shall be by marked ballot.  
 
5.  Members may vote by absentee ballot.  Members wishing to vote by absentee ballot 
may obtain a ballot from the Secretary or the Treasurer on or after the first Wednesday 
in November and must return the ballot to the Secretary in a sealed envelope with the 
voting member's name on it prior to the election meeting on the second Wednesday in 
November.   
 
6.  Nominations for Executive Board positions shall be accepted by the Nominating 
Committee from October 1 through October 31.  After October 31 nominations will no 
longer be accepted and the Nominating Committee shall transmit the list of nominees to 
the Secretary who will create a ballot to be used in the Executive Board election. 
 
7.  Newly elected officers shall assume their offices on January 1st following their 
election.  The term of office for all Executive Board officers is one year. 
 
 

ARTICLE VIII - MEMBERSHIP COMMITTEE 
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1.  A Membership Committee shall be appointed by the President with the approval of a 
majority of the Executive Board. The committee shall consist of one or more Club 
members. 
 
2.  The Membership Committee shall assist new and renewing Club applicants in 
completing their membership application and ensure the applications are complete and 
legible.  
 
3.  The Membership Committee shall collect the annual membership fee of all approved 
new and renewing applicants and deliver the money to the Club treasurer. 
 
4.  The Membership Committee shall issue membership cards to all new or renewing 
Club members. 
 
5.  The Membership Committee shall transmit a copy of all accepted member's 
applications to the Club secretary.  The Club secretary shall maintain a database of all 
active Club members' data. 
 
 
 
 
 
 

ARTICLE IX - MEMBERSHIP FEES 
 
1.  Any adult is eligible for membership upon payment of the current annual 
membership fee. 
 
2.  The annual membership fee shall be twenty dollars ($20.00).  The membership fee is 
due on or before January 1st of each year and covers the 1 year period commencing on 
January 1st of that year. 
 
3.  The admission fee for members or guests to Club dances shall be set by the 
Executive Board with the approval of the General Membership. 
 
 

ARTICLE X - MEMBER AND GUEST RESPONSIBILITY 
 

1. In an effort to provide an enjoyable, effective, safe and secure experience for all Club 
members and guests, Club members and guests are expected to conduct themselves in 
a manner that respects others and does not impede, endanger or harass anyone trying 
to partake in Club dances or other activities.  Failure of a Club member or guest to 
conduct themselves in this manner is cause for expulsion from the Club and all Club 
activities. 
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ARTICLE XI - MEMBERSHIP MEETINGS 
 
1.  All General Membership meetings shall be held on the day of a Club dance. 
 
2.  Advance notice of the date, time, and place of the General Membership meeting 
shall be given by the President to the Club members. 
 
3.  A quorum of the General Membership meeting shall consist of the members present. 
 
 

ARTICLE XII - COMMITTEES 
 
1.  The President with the advice and consent of the Executive Board may appoint 
committees as needed by the Club.   
 
2.  All committees shall consist of an odd number of members.  The committee 
members shall be appointed by the President with the approval of the Executive Board. 
 
 
 
 
 
 

ARTICLE XIII - PARLIAMENTARY AUTHORITY 
 
1.  Roberts Rules of Order, Newly Revised, shall govern all procedures herein where 
applicable and not in conflict with the By-Laws or the Standing Rules of this 
organization. 
 
 

ARTICLE XIV - AMENDMENT OF BY-LAWS 
 
1.  The By-Laws of the Club may be amended by a 2/3 vote of the Members present 
and voting at a scheduled Membership meeting, provided the amendments have been 
submitted in writing and read at a previous meeting. 
 
 

ARTICLE XV - DISSOLUTION 
 
1.  In the event of dissolution of this Corporation in accord with the laws of the State of 
Washington, all funds and properties shall be liquidated and obligations paid.  The 
remaining funds shall be disposed of in accordance with the wishes of the Membership.   

 

ARTICLE XVI - STANDING RULES 
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1.  A dance shall be held weekly unless the Executive Board determines otherwise. 

 


