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1) General 

a) The mission of the Camera Guild of Sun City is to share its 

members’ skills and passion for photography. 

b) All Rules and Regulations contained herein, and duties and 

situations not covered are subject to RCSC Board 

Policy Resolution No. 12 (“BP12”) CHARTERED CLUBS. 

c) In the event of a conflict, any and all rules and regulations covered in this document are 

superseded by the Restated Articles of Incorporation (“Articles”) and the RCSC Corporate 

Bylaws (“Bylaws”), which take precedence over RCSC Board Policies. 

d) References to “Guild” refer to the Camera Guild of Sun City. 

e) These Rules and Regulations and all other official documents shall be kept in a 3-ring binder 

in the Guild’s Club Room and the President shall retain a backup copy.  Official documents 

shall appear on the Guild’s website (cameraguildsuncity.com). 

f) These Rules and Regulations shall be presented to the Club’s Executive Board for approval 

and shall become effective immediately upon approval by vote of the Guild's membership in 
accord with the Rules and Regulations, subject to final approval of the RCSC.  

2) Meetings 

a) All attendees must sign in with their name and RCSC number. 

b) The President shall reserve space for Guild meetings with the RCSC Club office. 

c) The Membership Meetings shall be held at 9:00 A.M., the first Saturday of October through 

April and shall be used to conduct general business, elections, presentations/education, and 

other activities as determined by the President after conferring with the Executive Board. 

d) The Executive Board shall determine the agenda of all Board and Membership Meetings. 

e) The Competition Meeting shall be held at 9:00 A.M. the third Saturday of October through 

April and shall allow members to compete photographically.  Other activities may be included 

with the approval of the Executive Board and membership. 

f) The Executive Board Meeting shall be held at 1:00 P.M. on the Tuesday prior to a scheduled 

Membership Meeting during October through April.  Executive Board Meetings are open to 

all members. 

i Chairs of all working committees, or their designees, are expected to attend all Executive 

Board Meetings. 

ii The immediate past President is encouraged to attend and advise the Executive Board 

during these meetings in the capacity of Special Director at Large. 

iii Executive Board Meetings shall be announced to all members via email, Guild Website 

and Guild Club Room posting at least three weekdays prior to the meeting. 

iv Additional Executive Board Meetings may be scheduled as needed by the Executive 

Board and such meetings shall be announced to all members via email, Guild Website 

and Guild Club Room posting at least three weekdays prior to the meeting.  

g) Quorums 

i. Executive Board Meetings 

1. There shall be at least 60% of Executive Board Officers present (in person) to 

conduct official business. 

2. Only elected Executive Board Officers and Directors at Large have voting rights at 

Executive Board meetings. 
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3. Executive Board Meetings held without satisfying the three-day notification period 

(see 2.f.iv) shall not conduct official business, except in case of an emergency.  

Official business conducted at an emergency meeting will be subject to Board 

review.   

ii. Membership Meetings 

1. There shall be at least three Executive Board Officers and ten percent of the 

general membership present to conduct official business. 

2. Official business requiring vote/approval actions shall be conducted only during 

regular October through April Membership Meetings. 

3) Executive Board 

a) Duties of the Executive Board 

i Approves and assists in the creation, funding, Chair assignments, and staffing of 

operational committees.  

ii Approves and assists in the creation, funding, facility assignments, and Chair 

assignments of Special Interest Groups (SIGs). 

b) Election of Executive Board Members 

i. Elections for President (see 3 c i) and Vice President (see 3 c ii) shall take place in 

December and their term will run from January 1 through December 31 in even 

numbered years. 

ii. Elections of a new Treasurer (see 3 c iii) and Secretary (see 3 c iv) shall take place in 

December and the term of office will run from January 1 through December 31 in odd 

numbered years.  

iii. Election of At Large Board of Directors (See 3 c v) shall take place yearly in 

December, and the term for At Large Board of Directors shall be from January 1 

through December 31.  Directors at Large, below. 

iv. Election shall proceed after a member of the Nominating Committee verifies a 

quorum of the Guild’s membership is present.  The winning candidate shall be the 

candidate who receives the largest number of votes cast for the position for which 

he/she was nominated.  

v. The type of ballot may be voice, hand, or paper. 

vi. The Executive Board shall include at least nine members consisting of the 

President, Treasurer, Vice President, Secretary, and at least five Directors at 

Large. 

vii. In the event of a vacancy (not temporary) of an elected Officer position, other than the 

President’s position, the Executive Board may appoint a replacement from 

membership to serve out the balance of the term, provided it is less than six months.  

If it is more than six months, an election by membership vote is required.   

viii. In the event of a vacancy (not temporary) of the President’s office, that vacancy shall 

be filled via an election by the Executive Board vote for an acting President who will 

serve out the balance of the term, provided it is less than six months.  If it is more 

than six months, an election by membership vote is required.   

ix. In the event a vacancy is filled either by the Executive Board or by general 

membership vote, the term of the office will expire under the guidelines for that office.  

c) Executive Board Officers 

i President (two-year term) 

1. Shall be elected in December of even-numbered years to serve for 24 months starting 

on January 1 of the following year. 
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2. Shall preside at all Guild meetings; direct all activities of the Guild’s Executive Board; 

communicate with the Club Organization Committee Liaison or RCSC’s Club Office; 

and assure the Guild’s Rules and Regulations are updated and officially recorded.  

The President shall assure that the Officers List and Independent Contractor 

Agreements are up-to-date and filed with the RCSC’s Club Office.  (See BP:12-19(a) 

Club Tax Filings, Important Dates & Other Information.) 

3. Shall, at the April Membership Meeting, call for three volunteers from membership to 

constitute the Nominating Committee to prepare the slate for the annual election to be 

held in December.  Shall present the slate of candidates to the Board prior to the 

October Membership Meeting and then to the membership at the November 

Membership Meeting. 

4. Shall make recommendations about Guild activities and Guild policies. 

5. Shall call special and emergency Executive Board Meetings, as necessary. 

6. Shall communicate directly, or through the Vice President or designee, with the 

RCSC. 

7. May fill Executive Board vacancies with the approval of the majority of the Executive 

Board if less than six months of that position’s term remain. 

8. Shall perform additional duties set forth in Addendum 1, “Guidelines for President and 

President-Elect Before and After Election.”    

ii)  Vice President (two-year term) 

1. Shall be elected in December of an even-numbered year to serve for 24 months starting 

on January 1 of the following year. 

2. Shall maintain Guild Rules and Regulations and assist the President with such duties 

as may be required. 

3. Shall chair the Rules & Regulations Committee. 

4. Shall assume the duties of the President when the President is temporarily absent. 

5. Shall be responsible for submitting the Guild’s Rules and Regulations to the RCSC 

Club Office whenever additions, amendments, or deletions are made, along with the 

Membership Meeting Minutes approving such changes. 

6. Shall obtain a date-stamped copy of the Guild’s Rules and Regulations from RCSC’s 

Club Office designating R&Rs have been officially recorded. 

7. The Vice President shall place a copy of the Rules & Regulations and Guidelines on 

the administrative computer and ensure a hard copy is placed in the 3-ring notebook. 

8. Shall assure that any acquisition or disposal of equipment, tools, furniture, or fixtures 

is properly reported (see RCSC form BP12-7, Acquisition or Disposal) and prior 

approval is received, and shall assure proper procedures are followed and prior 

approvals are obtained for any Guild improvements or repairs. 

9. Shall assure yearly Inventory is performed of equipment and furniture, and Club 

Inventory form BP12-6 is completed and filed with RCSC Club Office. 

10. Shall assist the President with such duties as may be required. 

iii) Treasurer (two-year term) 

1. Shall be elected in December of an odd-numbered year to serve for 24 months 

starting on January 1 of the following year. 

2. Shall be the custodian of all Guild funds collected.  The Treasurer ensure all monies 

are collected and deposited at least weekly and are recorded accurately on the 

Treasurer’s laptop computer Quicken program and the Guild’s financial records are 

properly maintained.     
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3. Shall assure financial reports are filed with the RCSC’s Club Office, and federal, 

state, and local tax reports are completed and filed in a timely manner, as required. 

4. Shall prepare Club Guest Attendance Register (RCSC Form BP12-4) and shall 

submit same to the RCSC Office along with Guest fees collected, within ten days of 

the end of each month, as necessary. 

5. Shall process membership application/renewal forms. A copy of the 

application/renewal form will be sent to the Secretary to prepare the Guild’s 

Membership Roster and Membership Name Tags. Deposits membership dues and 

enters in Treasurer’s laptop.   

6. May place order with vendors for consumable Digital Lab supplies as indicated on the 

Consumable Inventory List provided by the Club Room and Supplies Chair and shall 

pay resulting invoices for such supplies. 

7. Shall present the Treasurer’s Report, which is considered an official document at both 

Executive Board and Membership Meetings. 

8. Shall prepare an annual budget covering the next 12 months and present same to the 

Executive Board at the first Executive Board Meeting of each year. 

iv) Secretary (two-year term) 

1. Shall be elected in December of an odd-numbered year to serve for 24 months 

starting on January 1 of the following year. 

2. Shall record and prepare original minutes of all Executive Board and Membership 

Meetings, which are considered official documents.   

3. Shall distribute to the President via e-mail one copy of all Board Meeting and 

Membership Meeting Minutes for approval. 

4. Upon approval of the President, distribute a copy to Executive Board members and 

membership and give a copy to the webmaster for posting on the Guild’s website.  

5. Shall submit to the RCSC Club Office a current Club Membership Roster (RCSC 

Form BP:12-1) bi-annually on March 1 and October 1 and upon request of RCSC’s 

Club Office to ensure each Guild member is an RCSC cardholder in good standing. 

6. Shall maintain completed membership application forms and prepare Membership 

Badges for renewing and new members. 

7. Shall maintain the historical records of the Guild. 

8. Shall maintain correspondence to the membership via webmaster and as requested 

by the President  

9. Shall be responsible for ensuring revised Rules & Regulations are given to the 

Webmaster for publication on the website. 

10. Ensures Public Relations Chair has a supply of brochures and the information on the 

brochures is correct. 

v) Directors At Large (each will serve a one-year term) 

1. Shall be elected in December of each year to serve for 12 months  starting on January 

1 of the following year. 

2. Shall perform duties assigned, as determined by the President, including coordination 

of Committees and SIGs. 

3. The immediate Past President may be a Special Director At Large, if available and 

willing to serve.  This position shall not require an election. 
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4) Committees (Working or Standing) 

a) A list of Guild Committees and SIGs currently in place is documented in Addendum 2, 

“Committees and SIGs – Guidelines.”  These Committees and SIGs Guidelines shall be 

reviewed by the Rules and Regulation Committee each year in May. 

b) Committee and SIG Chairs shall be appointed by the President, with the approval of the 

Executive Board, to serve for one year, or at the Executive Board’s discretion.  Newly 

appointed Chairs’ terms shall run from January 1 through December 31 each year. 

c) Specific details of Committee and SIG Chairs are located in individual folders in the digital 

lab. 

5) Guests and Visitors 

a) Guests of and Visitors to the Guild shall have the rights and are subject to the restrictions 

documented within the RCSC’s current “BP-12.” 

b) Visitors are RCSC cardholders who are not members of the Guild.  There are no fees payable 

to RCSC by the Guild for Guild Visitors. 

c) Guests are non-Sun City residents or a Sun City resident who is not a RCSC cardholder.  

Guests (non RCSC Cardholders) are not defined as those who wish to tour Club facilities, 

accompany a Club member but not participate, provide care or assistance for a handicapped 

Club member, or provide instruction to Club members.    

d) At the discretion of the Board, Guild may use its RCSC Chartered Club Card to purchase a 

prepaid Guest Pass for a special Guest whose presence and/or services will benefit the Club. 

e) Names of Guests who cannot present an acceptable and punched Daily Guest Pass with 

picture ID shall be recorded on the Club Guest Attendance Register (RCSC Form BP 12-4).  

f) Guests (non-RCSC card holders) and Visitors (RCSC card holder) may be invited to 

Competition Meetings and to Membership Meetings where elections are not being held.  

Guests and Visitors may not attend Executive Board Meetings, except by invitation of a Board 

member. 

g) Guests and Visitors may not participate in other activities, classes, or utilize the Club Room or 

equipment.  They may participate as a guest speaker or guest judge. 

h) Guild member may perform work for a Guest or Visitor for a Guild (donation) fee of $5 per 

hour, with a $5 minimum, plus applicable costs for materials and printing (as are charged 

members when using Guild facilities).  Such use shall not limit the use of the equipment by 

other Guild members.  The entire fee shall be submitted to the Treasurer for deposit into the 

treasury as a donation to Guild.  

i) Visitors may attend three Membership Meetings per year without joining the Guild. 

j) Guests may attend one Membership Meeting per year. 

6) Handling of Funds 

a)  Guild bank account(s) shall be kept at a bank, or other financial institution(s) chartered by 

state or federal governing authority, as approved by the Executive Board. 

b)  President, Treasurer, and Vice President shall be signatories on all bank accounts; 

however, only one of these Officer’s signature on checks is required.     

c) Reserve Funds 

i Guild shall maintain a reserve fund of, at least, $1000.00. 

ii The Guild may accumulate a reserve for future equipment expenditures as 

authorized by the membership. 

d) Executive Board shall have authority to spend up to $1,500 per expenditure without 

membership approval when 60% of the Executive Board has approved the expenditure. 



Rules and Regulations of The Camera Guild of Sun City 
December 2019 – December 2020 

Page 6 of 9 
Date Membership Approved: ___________________________                                                                                                             
Date Membership Approved RCSC Recommended Changes: _______________________________                                                          
President’s Initials for this page: ________                     

e) Credit card charges or checks written on the Guild’s accounts by the Treasurer shall not 

exceed $500 per expenditure without the Executive Board’s approval and shall not exceed 

$1,500 per expenditure without the approval of membership.   

f) Treasurer may reimburse Guild members without Executive Board review. 

g) All disbursements are to be paid by check or credit card.  Reimbursement amounts under $5 

to Guild members may be paid from Petty Cash. 

h) Treasurer shall collect and maintain all receipts for incomes and disbursements. 

i) Payments for services and/or invoices shall be made promptly after the completion of that 

service and/or within 30 days after receipt of invoice.   

j) Purchase of routine digital lab supplies of up to $300 may be made by the Digital Lab Chair 

and paid by Treasurer without approval by the Executive Board or membership.   

k) President shall have authority to spend up to $500 per year without approval of the Board.  

(See June 2014 Special Board Meeting Minutes, page 3.) 

7) Club Monitors 

a) Monitors shall supervise the daily operation of the Guild facilities. Monitors are not required 

to serve as instructors but may aid, if able, when requested. 

b) Monitors shall ensure the Monitor’s Handbook is not removed from the Club Room. 

c) Every member of the Guild is required to serve as a monitor at least twice per year (3.0 

hours each time) and is encouraged to monitor at least once each month that the Club 

Room is open.  Monitors shall be identified by wearing a monitor badge when on duty. 

d) Monitors work with Monitor Chair and President to ensure that he/she is aware of keypad 

entry code and that the Club Room door is unlocked when he/she is scheduled for duty. 

e) Monitors shall be trained at a regularly scheduled Monitor Orientations.  Monitors shall be 

provided with a list of members who are qualified to operate Club equipment and who are 

able to aid members. 

f) Monitors shall ensure the Club Room is used properly and all rules and regulations are 

followed. Monitors shall report all non-compliance on a Club Member Conduct Report. 

8) Fees and Dues 

a) Annual Membership Dues 

i Dues shall be paid at the beginning of each year and no later than January 31.  

When a new member joins or when a membership is renewed or household 

member joins on or after October 1 of any year, dues will apply to the whole of the 

following year. 

ii The Guild will not accept deferred payment of dues. 

iii Individual Membership dues shall be $20 annually. 

iv Membership dues for each additional RCSC member living in the same Sun City 

household shall be $5 annually. 

b) Class and Workshop Fees   

  Fees shall be determined by the Board. 

c) Guest and Visitor Fees  

  See 5) Guests and Visitors, above. 

9) Miscellaneous 

a) All members, guests, and visitors must sign in when using the Club room. 

b) Use of Guild Facilities and Equipment: 
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Any member of the Guild who has a basic knowledge of computers, scanners and basic 

printers may use the Digital Lab.  Members are not allowed to make changes to or add 

programs to the equipment.  Members must have completed training prior to using the 

microscope, the large Canon Professional Printer, TVs, and projectors 

c) Digital Lab Reservations [If demand requires] 

i. Length of Lab time reservations shall be determined by the Chair of the Digital Lab 

based on demand.      

ii.  Members qualified to use the Lab facilities may sign up for one period as defined by 

the Digital Lab Chair but shall not sign up for consecutive periods unless there is no 

other member waiting to use the equipment. 

iii. Members not using the equipment within 15 minutes of the reserved time will forfeit 

his/her time to other waiting Guild members. 

iv. When needed, signup sheets shall be posted and maintained above computers, mat 

cutters, printers, scanners, and mounting equipment. 

v. Lighting and reflective equipment shall not be reserved for more than two days and 

shall be signed out by a Monitor.  

d) Other Equipment  

i There shall be a two-hour limit on use of otherwise unspecified equipment if others are 

waiting to use it.  

e) Member Participation in Guild Services 

i Members shall be notified of scheduled classes, trips, programs, and other Club 

activities via Guild website and weekly club activity notice at least one week prior to 

the activity.  

ii Notification of activities shall include the pertinent details of the function; e.g., who, 

where, what, and why.   The number of openings available, and the deadline for and 

method of Member’s payment shall be specified in the activity notification, when 

applicable. 

iii Openings shall be available to any member who meets the published minimum 

requirements and pays the applicable fees, on a first-come, first-served basis.   

iv Members shall register for activities as required on the activity notification and pay 

any applicable fees/deposits to the person designated on the notification.  A Monitor, 

or other designee, shall deposit any monies in the Treasurer’s drawer or give to the 

Treasurer for deposit.   

f) Use of Guild Facilities by Members for non-Members  

  See:  5) Guests and Visitors. 

10) Hours of Operation 

a) October through April, the Guild Club Room shall be open 9:00 A.M. to noon Monday 

through Friday and 1:00 P.M. to 4:00 P.M. by appointment and for scheduled classes or 

events. 

b) May through September, the Guild Club Room shall be open every Tuesday, 

Wednesday, and Thursday, from 9:00 A.M. to noon and 1:00 P.M. to 4:00 P.M. by 

appointment and for scheduled classes or events. 

c) A member may utilize the Guild Room and its facilities anytime the Sundial RCSC is open 

and has the authority to open the Guild Room for general use during “off hours” as long 

as the member is willing to provide monitoring functions. 
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11) Name Tags 

a) Members shall wear name tags when in the Club Room or attending Board, Membership, 

and Competition Meetings.  

b) Monitors shall wear monitor name tags when serving as a monitor. 

c) Pertinent emergency contact information may be placed on the back of the name tags. 

 

Camera Guild President    ____________________________Date _____________ 

Approved: 

RCSC Club Office              ____________________________Date _____________ 
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Addendum 3 

Executive Board Officers Reorganization 

 

1st Vice President & 2nd Vice President Officers to be consolidated 

into a single Vice President Office as follows:   

  

 

ii) Vice President (two-year term) 

• Shall be elected in December of an even-numbered year to serve for 24 months 

starting on January 1 of the following year. 

• Shall maintain Guild Rules and Regulations and assist the President with such 

duties as may be required. 

• Shall chair the Rules & Regulations Committee. 

• Shall assume the duties of the President when the President is temporarily 

absent. 

• Shall be responsible for submitting the Guild’s Rules and Regulations to the 

RCSC Club Office whenever additions, amendments, or deletions are made, 

along with the Membership Meeting Minutes approving such changes. 

• Shall obtain a date-stamped copy of the Guild’s Rules and Regulations from 

RCSC’s Club Office designating R&Rs have been officially recorded. 

• The Vice President shall place a copy of the Rules & Regulations and 

Guidelines on the administrative computer and ensure a hard copy is placed in 

the 3-ring notebook. 

• Shall assure that any acquisition or disposal of equipment, tools, furniture, or 

fixtures is properly reported (see RCSC form BP12-7, Acquisition or Disposal) 

and prior approval is received, and shall assure proper procedures are followed 

and prior approvals are obtained for any Guild improvements or repairs. 

• Shall assure yearly Inventory is performed of equipment and furniture, and Club 

Inventory form BP12-6 is completed and filed with RCSC Club Office. 

• Shall assist the President with such duties as may be required. 

 
 


