
Installation of Officers - CSCC
  PARLIAMENTARIAN: _________Name__________

The duties of the Parliamentarian are like no other.
A. You shall advise the president, other officers, committee chairs and members of correct parliamentary procedures they should follow, usually when they request it.
B. Your role during meetings is purely advisory. Your advice to the president during meeting should be given as inconspicuously as possible.

C.  You shall perform such other duties applicable to your office as prescribed by      

  parliamentary authority in Robert’s Rules of Order.
  _______(Name)___________________   I am sure you realize the      

  orderly conduct of the meetings may depend upon your advice.
CHAPLAIN: ________(Name)_______________
The Chaplain is the moral compass of the Charleston Club and you are responsible for its religious order.

A. You, _______ Name     ___, shall lead invocations and benedictions when such prayers are offered at the opening and closing of meetings and other events.
B. You shall also provide a prayer of blessing during events where food is served.
C. You shall offer prayers and words of comfort upon request by individual   

members or when deemed necessary.  
 
Do you understand your duties and their impact on this Club, ___(Name)____?
BUSINESS MANAGER:  ______(Name)________________

As Business Manager, you serve in duel demanding capacities.
A. You shall serve as chair of the Planning Committee to make and execute plans for various projects and events in coordination with other committees. 
B. Perform other business functions as requested by the president.

Do you have questions regarding your twin responsibilities?
FINANCIAL SECRETARY:  _______(Name)_________________
          The Financial Secretary and Treasurer are responsible for all monies of this Club
A. It is your responsibility, ___(Name)________, to receive all monies and give receipts for them, and to turn them over to the Treasurer.
B. You shall maintain accurate records of all financial transactions, both received and disbursed. 
C. You shall assist the Treasurer in preparing all financial reports.
__Name___, you are familiar with these immensely important duties, are you not?

TREASURER:  _______(Name)____________
        The Office of Treasurer is of supreme importance and high trust

A. You shall receive all monies from the Financial Secretary, and disburse them only upon proper documentation, and maintain accurate records of all financial activities.

B. You shall provide receipts for monies received and immediately deposit them to the credit of the Club in a designated financial institution.

C. You shall prepare a detailed report of all income and disbursements for all meetings.

It is apparent you agree with the importance of this position, __(Name)_________, is that correct?

CORRESPONDING SECRETARY:  ________(Name)________________
Your duties are critical to the success of this Club.
A. You are responsible for the effective and efficient management of all printed materials pertaining to the Club.
B. It is your duty, ___(Name)_____, to send to the members a notice of each meeting,
C. To conduct the general corresponding for the Club.

       Having performed these duties in a singularly outstanding manner for many years,   

       am I correct in assuming you do not have any questions about your duties ______      

       ___(Name)___________?   
RECORDING SECRETARY: ________(Name)___________________
Your office is one of absolute necessity. History will depend upon the documents you   prepare from this day forward.
A. ___(Name)_________, it is your duty to record and maintain accurate minutes of all meetings and other proceedings.
B. To make the minutes and records available to authorized members.
C. To keep on file all committee reports.
           Do you have any doubts or questions about your duties, _____(Name)_________?
VICE PRESIDENT:  ______(Name)______________
The Office of Vice President is an extremely important position. The burdens of this Club may well fall on your shoulders.

A. You shall preside in the absence of the President, exercising all functions of the President in his absence
B. You shall serve on committees, when appointed to such by the President
C. You should familiarize yourself with Parliamentary Rules

Do you understand your duties ______(Name)___________? 
PRESIDENT:  ______(Name)_______________
      ______(Name)_______________, you are the leader of this Club, you shall: 
A. Preside at all meetings

B. Appoint all committee chairpersons

C. Serve as chairperson of the Executive Committee 


D. Prepare an agenda for each meeting
E. You shall enforce impartially the bylaws of this Club
F. Perform such other duties applicable to your office as prescribed by parliamentary authority.
______(Name)__________, do you understand and accept your duties? 
THE OATH 
Please raise your right hand

Do you solemnly swear or affirm,

That you will faithfully and honestly discharge,

To the best of your ability,

The duties and responsibilities,

Of the office to which you have been elected, 

In the Charleston, South Carolina Club of Washington, DC 

 So Help You God.  SAY, I DO!!
-----------------------------------------------------------------------------------------
        AFTER THE OFFICERS HAVE BEEN SWORN

You have been duly elected by fellow members to implement the purpose and bylaws of this Club, and to regulate its internal affairs.  They have thus expressed faith and confidence in your ability, and their willingness to support and assist you as they follow your lead.

I now proclaim you duly installed officers of the Charleston, South Carolina Club of Washington, DC. Congratulations to all of you!
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