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STANDING RULES OF THE SAN DIEGO WABI CHAPTER OF THE OHARA SCHOOL (AN EDUCATIONAL NON-PROFIT ORGANIZATION)
Standing Rule 1: Standing Rules Procedures 
A. Standing rules are approved by a majority of the elected members of the Board of Directors. 
B. Standing rules can be rescinded by a majority of the elected members of the Board of Directors. 
C. Standing rules can be altered by a majority of the elected members of the Board of Directors.

Standing Rule 2: Board of Directors consist of the following: President, 1st Vice President, 2nd Vice President, Recording Secretary, Corresponding Secretary, Treasurer
A. Duties of the elected members of the Board of Directors include, but are not limited, to the following: 
1. Formulate chapter policies and procedures. 
2. Manage the duties and functions of the chapter. 
3. Comply with local, state, and federal laws and regulations. 
4. Approve a budget. 
5. Approve recommendations for board positions of chapter advisors, nominating committee chairperson, communications officer, publicity officer, historian, flower show chair, hospitality manager, ways-and-means manager, parliamentarian, and audit officer.

Standing  Rule 3: Duties of Elected Officers 

A. Duties of the president include, but are not limited to, the following: 
1. Preside at Board of Directors and chapter meetings. 
2. Call special meetings as needed. 
3. Determine required committees.
4. Identify members to be responsible for such areas as: communications, publicity, flower show chair, historian, hospitality, parliamentarian, audit, nominating committee, ways-and-means and advisors and appoint them with the Board’s agreement.
5. Be an ex-officio member of all committees, except the Nominating Committee. 
6. Sign checks, with the treasurer, issued in the name of the chapter. 
7. Sign all official correspondence. 
8. Represent the chapter at public events and other groups or appoint a liaison to do so.
9. Coordinate meeting rooms with the San Diego Botanical Garden Foundation for general meetings, flower shows, and board meetings. 
10. Approve all student certificates submitted to the Ohara School of Ikebana.
11. Submit a slate of recommended officers for first vice president, second vice president, recording secretary, corresponding secretary, and treasurer to the Ohara School of Ikebana in Japan.


12. Submit an annual report of the chapter’s activity to the Ohara School of Ikebana in Japan. 
13. Prepare a report each year that covers the period of 1 August to 31 July. One copy will be placed in a notebook that will be provided to the next president, one copy will be  given to the historian, and one copy will be given to the founder-advisor. 


B. Duties of the first vice president include, but are not limited to, the following

1. Perform, in the absence of the president, the duties of the president.
2. Succeed to the office of president if a vacancy occurs.
3. Be responsible for gathering articles for the chapter’s newsletter and     coordinating production with the Communications Officer.
4. Serve as events Officer, including the following functions:
a. Coordinate the New Year’s luncheon.
b. Coordinate the chapter’s Annual General Meeting.
c. Provide all hosting functions and special courtesies to guests.
d. Maintain a master schedule of chapter events.
e. Be responsible for floral arrangements at the New Year’s luncheon and the Annual General Meeting.
5. Prepare a report each year that covers the period of 1 August to 31 July.  One copy will be placed in a notebook that will be provided to the next first vice president, one copy will be given to the historian; and one copy will be given to the founder-adviser.

C. Duties of the second vice president include, but are not limited to, the following:

1. Perform, in the absence of the president and first vice president, the duties of the president.
2. Serve as membership officer, including the following functions:  
a. Acknowledge renewal of membership to renewing members through a letter or email and inform the treasurer.
b. Maintain database of membership information including, but not limited to, name, address, phone number, email address, and status of dues. 
c. Dues are collected by treasurer. 
d. Publish chapter membership directory. 
e. Welcome new members, including telephone calls or welcoming letter or welcoming email.
f. Provide new members with information concerning chapter and scheduled events. Notify members whose dues are in arrears.
g. Maintain all qualification records of members. 
3. Prepare a report each year that covers the period of 1 August to 31 July. One copy will be placed in a notebook that will be provided to the next second vice president; one copy  will be given to the president; one copy will be given to the historian; and one copy will  be given to the founder-advisor.





E. Duties of the recording secretary include, but are not limited to, the following:

1. Keep minutes of all Board of Directors meetings and general membership meetings when appropriate.
2. Send the draft minutes for responses from Board members and final minutes for approval at the succeeding meeting.
3. Maintain a file of all minutes and documents presented at meetings. 
4. Prepare draft agendas. 
5. Notify board members of meetings. 
6. Prepare a report each year that covers the period of 1 August to 31 July. One copy will be placed in a notebook that will be provided to the next recording secretary; one copy  will be given to the president; one copy will be given to the historian; and one copy will  be given to the founder-advisor. 

D. Duties of the corresponding secretary include, but are not limited to, the following:

1. Prepare all correspondence at the direction of the president and Board of Directors.
2. Maintain a file of all correspondence. 
3. Be responsible for sending cards as outlined in the standing rule 15.
4. Be responsible for sending flowers as outlined in the standing rule 15.  
5. Prepare a report each year that covers the period of 1 August to 31 July. One copy will be placed in a notebook that will be provided to the next corresponding secretary; one  copy will be given to the president; one copy will be given to the historian; and one copy  will be given to the founder-advisor. 

E. Duties of the treasurer include, but are not limited to, the following: 

1. Keep accounts of all finances of the chapter. 
2. Receive all monies paid to the chapter. This includes yearly membership dues and keep membership chair informed.
3. Make disbursements upon the direction of the Board of Directors through a regular checking account in the name of the chapter.  
4. Sign checks, with the president, issued in the name of the chapter. 
5. Keep accurate records of receipts and expenditures. 
6. Submit a statement of current finances at each board meeting. 
7. Submit financial records for audit. 
8. Prepare an annual budget for the chapter. 
9. Prepare a report each year that covers the period of 1 August to 31 July. One copy will  be placed in a notebook that will be provided to the next treasurer; one copy will be given  to the president; one copy will be given to the historian; and one copy will be given to the  founder-advisor. 






Standing Rule 4: Duties of Other Members of the Board of Directors

A. Duties of the communications officer include, but are not limited to, the following:

1. Maintain the chapter web page.
2. Provide the layout and distribute the chapter’s newsletter coordinated by the 1st V.P.
3. Prepare all flyers for chapter events.
4. Prepare a report that covers the period of 1August to 31 July.  One copy will be placed in a notebook that will be provided to the next communication’s officer; one copy will be 
5. given to the president; one copy will be given to the historian; and one copy will be given to the founder-adviser.

B. Duties of the publicity officer include, but are not limited to, the following:

1. Prepare all printed and electronic materials that publicize events of the chapter. 
2. Provide information on chapter events to all presidents and advisors of every Ikebana School in San Diego, and special invitations as directed by the President (e.g. wabi honorary advisors, founder-advisor, etc.).
3. Appoint an assistant who is fluent in Japanese oral and written communication to 	publicize the annual flower show with Japanese news media. 
4. Prepare a report each year that covers the period of 1 August to 31 July. One copy will  be placed in a notebook that will be provided to the next publicity officer; one copy will  be given to the president; one copy will be given to the historian; and one copy will be  given to the founder-advisor. 

C. Duties of the historian include, but are not limited to the following:

1. Keep an album of all chapter events. 
a. Three copies: one to the president at the end of the year; one to the founder advisor, and one to store in the library cabinet at Balboa Park, Library Room 104.
2. Maintain archives of chapter records. 
3. Prepare a report each year that covers the period of 1 August to 31 July. One copy will be placed in a notebook that will be provided to the next historian, one copy will be given  to the president; and one copy will be given to the founder-advisor.
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D. Duties of the hospitality manager include, but are not limited to, the following:

1. Be responsible, with a selected support group, for all hosting functions of the chapter.
a. Appoint committee members to accomplish duties.
2. Serve as the chapter’s official host.
3. Welcome and register all those attending chapter meetings.
4. Welcome and register all those attending the hospitality events.
5. Prepare name tags for members and bring labels as name tags for others.
6. Introduce guests and new members to officers and members. 
7. Ensure tables are reserved for guests and advisors, including individual reservation and name tags, at chapter events.  
8. Prepare a report each year that covers the period of 1 August to 31 July. One copy will  be placed in a notebook that will be provided to the next hospitality manager, one copy  will be given to the president; one copy will be given to the historian; and one copy will  be given to the founder-advisor. 

E. Duties of the ways-and-means manager include, but are not limited to the following: 

1. Develop fund-raising events for the chapter. 
2. Develop methodology for securing donations for the chapter. 
3. Manage the chapter’s property. 
4. Maintain a list of cultural groups that make a donation to the chapter. Copies of the list are to be given to the president, treasurer, and founder-advisor. 
5. Prepare a report each year that covers the period of 1 August to 31 July. One copy will  be placed in a notebook that will be provided to the next ways-and-means manager; one\copy will be given to the president; one copy will be given to the historian; and one copy will be given to the founder-advisor. 

F. Duties of the audit officer include, but are not limited to, the following: 

1. Conduct an annual audit of the chapter’s financial records. 
2. Report results of the annual audit at a fall meeting of the Board of Directors. 
3. Prepare a report each year that covers the period of 1 August to 31 July. One copy will  be placed in a notebook that will be provided to the next audit officer; one copy will be  given to the president; one copy will be given to the historian; and one copy will be given  to the founder-advisor 

G. Duties of the parliamentarian include, but are not limited to, the following

1. Educate chapter members about Robert’s Rules of Order. 
2. Ensure meetings are conducted according to Robert’s Rules of Order. 
3. Maintain current copies of by-laws and standing rules. 
4. Prepare a report each year that covers the period of 1 August to 31 July. One copy will  be placed in a notebook that will be provided to the next parliamentarian; one copy will  be given to the president; one copy will be given to the historian; and one copy will be  given to the founder-advisor. 

H. Duties of chapter advisors include, but are not limited to, the following: 
1. Provide advice to the Board of Directors and chapter on matters related to chapter operations. 
2. Provide advice to the Board of Directors and chapter on matters related to Japanese  culture. 

I. Duties of the immediate past president include, but are not limited to, the following:
1. Provide advice to the president. 
2. Perform special tasks as directed by president. 
3. Serve as a nonvoting member of the Board of Directors. 

J. Duties of the founder-advisor include, but are not limited to, the following:
1. Provide advice and counsel to the Board of Directors before any new decisions are made.
2. Provide advice to the Board of Directors and chapter on matters related to chapter operations. 
3. Provide advice to the Board of Directors and chapter on matters related to Japanese culture.

Standing Rule 5: Qualifications for Office 
A. President and 1st Vice President: Ohara instructor with the rank of 4th Master or above.
B. 2nd Vice president: Ohara instructor with the rank of Instructor or above. 
C. All other elected officers of the Board of Directors:   Regular member
D. All nonvoting members of the Board of Directors:    Regular member. 
E. Committee chairs:   Regular member. 

Standing Rule 6: Resignation and Removal from Office

A. Resignation from the Board of Directors must be in writing and received by the president. 
B. A member of the Board of Directors will be dropped from board membership if there are  more than three unexcused absences from board meetings in a year; excused absences are  granted by the president.  
C. A member of the Board of Directors can be removed by a three-fourths vote of the Board  of Directors.

Standing Rule 7: Finances 
A. Approval of all funds requires a majority vote of the elected members of the Board of  Directors. 
B. All checks must be signed by both the chapter president and treasurer.






Standing Rule 8: Dues 

A. Dues are assessed on an annual basis (1 January through 31 December) and are due on 1 January.  
B. Any person joining the chapter must pay dues for the entire period of 1 January through 31 December; dues are not prorated. 
C. Grace period from January 1 to March 1. After March 1, a member will be classified as non-member and the member’s name will be removed from the directory and will not be able to participate in activities which are sponsored by the Chapter unless dues are paid.

Standing Rule 9: Chapter Theme  

A. The chapter's theme is "tranquility with flowers." 

Standing Rule 10: Chapter Flower 

A. The chapter's flower is the blue hydrangea 
Standing Rule 11: Certificates 
A. Teachers will submit all applications for student certificates to the chapter for processing.  
B. Before the application form is submitted to the Ohara School of Ikebana, the form must  either be signed by the chapter president or be imprinted with the official seal of the  chapter 
Standing Rule 12: Public Events 
A. The chapter must have at least one annual public event in Balboa Park.
 Standing Rule 13: Newsletter
B. The newsletter will be published quarterly and will feature an arrangement with teaching instructions by an active teacher or master member.
Standing Rule 14: Web Page  
A. The chapter will host a web page to educate members of the chapter and to provide  information to the public on the chapter.  
B. The web page will be linked to other web pages as appropriate. 
C. The chapter may develop a password-protected members-only web page that has information  on the chapter that is not available to the public.



Standing Rule 15: Member Acknowledgement 
A. Illness of chapter member: The chapter’s corresponding secretary will send get-well cards for minor and serious illness; in cases of serious illness, the president or first vice president will call the member.  
1. Serious illness or death of member: The chapter may contribute flowers at a price not to exceed $50. It is the responsibility of the corresponding secretary to coordinate the purchase and delivery of flowers.  
2. Marriage or retirement of member: The board of directors will decide whether a card or flowers should be sent on behalf of the chapter. The chapter’s corresponding secretary will send the card when requested by the board of directors. If flowers are to be sent, the cost of the flowers paid by the chapter will not exceed $50.  It is the responsibility of the corresponding secretary to coordinate the purchase and delivery of flowers.  
3. Thank-you notes for donations.
4. Costs over $50: Any flowers or gift exceeding $50 must be approved by the elected  board prior to purchase. 
Standing Rule 16: Electronic Voting 

A. Electronic voting can be used between board meetings to approve expenses and to resolve issues related to the chapter, especially when an in-person quorum is not convenient. The recording secretary or first vice president will conduct the vote by using email (or phone calls for members without email) and will report the results by email to selected members of the Board of Directors and will also report results at the next board meeting.
B. The same situation applies to votes at General Meetings where a quorum again is necessary for a majority vote.
Standing Rule 17: Gifts for Advisors 
A. The president of the chapter can, at his/her discretion, authorize the expenditure of $50 for gifts for chapter advisors. These gifts are usually given during the holiday season. 
Standing Rule 18: Honorary Membership 
A. See addendum one for details on honorary membership. 
Standing Rule 19: Meetings

A. In accordance with Article X of the by-laws, there will be one Annual General Meeting  per year; the meeting will be held in late spring, usually June.
B. Board meetings will be held as scheduled by the President, and may be in-person or by zoom.  Both elected and appointed chairs attend.



Standing Rule 20: Audits 
A. The audit officer will coordinate the annual audit of the chapter’s financial records.  Results of the audit will be reported at a fall meeting of the Board of Directors.  • There will be at least two auditors: the audit officer from the Board of Directors and a member of the chapter who is not a member of the Board of Directors.  
Standing Rule 21: Sale of Containers 
A. The only containers that can be sold at the flower show and the Annual General Meeting  are those that have been donated to or belong to the chapter. All proceeds from the sale  belong to the chapter. 
Standing Rule 22: Cultural Groups 
A. Cultural Groups: Donations will be made to other cultural groups on a reciprocal basis.  The Chair of the Ways-and-Means Committee will maintain a list of groups making donations. Copies of the list will be provided to the president, treasurer, and founder advisor. 
Standing Rule 23: Flower Demonstrations 
A. Members who do demonstrations at the flower show and the Annual General Meeting are  responsible for obtaining the floral material required for their demonstrations. Remuneration of $40 will be provided for each demonstrator. 
Standing Rule 24: Submission of Name of President to the headmaster of  the Ohara School of Ikebana in Japan 
A. After members elect the Board of Directors, the founder advisor or the nominating chair will submit the name of the elected president to the Ohara School of Ikebana in Japan. The headmaster will then appoint the president and will send an official letter to the elected president.
















ADDENDUM 1: STANDING RULES OF THE SAN DIEGO WABI CHAPTER OF
THE OHARA SCHOOL (A NON-PROFIT ORGANIZATION)

HONORARY MEMBERSHIP 
DEFINITION 
An Honorary Membership in the San Diego Wabi Chapter of the Ohara School is an honor  bestowed by the chapter to those who have demonstrated exceptional service or outstanding  achievement to the chapter. The honor may be bestowed upon both chapter members and  nonmembers. 
ELIGIBILITY 
Chapter members who have been active in the Ohara School for at least two years and who have  demonstrated exceptional service or outstanding achievement to the chapter are eligible for  Honorary Membership. 
Nonmembers of the chapter who have demonstrated exceptional service to the chapter are  eligible for Honorary Membership. 
NOMINATION AND SELECTION 

Nomination 
At his/her discretion, the president of the chapter’s Board of Directors shall appoint the  chairperson of the Honorary Membership Committee. The chairperson shall appoint two additional committee members from the chapter (at least one shall be from the general  
membership). The committee shall submit nominations for honorary membership, including a  summary of the nominee's service or achievement, to the Board of Directors.  
Chapter members can also recommend chapter members and nonmembers for Honorary  Membership by submitting nominees, including a summary of the nominee’s service or  achievement, to the Board of Directors.  

Selection 
The voting members of the Board of Directors shall select honorary members by a two-thirds  vote. Announcement of Honorary Members shall be done at the general meeting. 

RIGHTS OF HONORARY MEMBERS 

Honorary membership is a lifetime honor. 
Honorary Members have the same privileges as active members.
/Honorary members do not pay dues. 
Honorary members are guests of the chapter at the New Year’s luncheon and do not contribute to the cost of the luncheon.




ADDENDUM 2:  STANDING RULES OF THE SAN DIEGO WABI CHAPTER OF THE OHARA SCHOOL (A NON-PROFIT ORGANIZATION)


MEMORANDUM OF AGREEMENT

ANNUAL SPRING SHOW

BACKGROUND:  The San Diego Wabi Chapter will have its annual flower show on Date:__________. The event will be in Room 101, Casa del Prado, Balboa Park.

PURPOSE:  The purpose of this MOA is to document the policy of the San Diego Wabi Chapter of the Ohara School of Ikebana regarding Chapter members (vendors) who are selling their own merchandise at the spring flower show, Dates:________________.

DONATIONS:  It is requested that vendors donate a minimum of 30% of their sales (excluding sales tax) to the San Diego Wabi Chapter of the Ohara School of Ikebana.  It is requested that the donation be made at the completion of the flower show on Date:_______________

RESPONSIBILITIES (VENDOR): 
This passage outlines the responsibilities of vendors participating in a sale or event. Here's a summary of the key points:
· Merchandise Responsibility: Vendors are accountable for their merchandise, including any breakage.
· Inventory and Sales: Vendors must manage their inventories, handle sales payments, and make change if necessary.
· Pricing and Sales Tax: Pricing the merchandise and collecting sales tax are the vendor's responsibilities.
· Labor and Financial Obligations: Vendors are responsible for any labor they employ, whether volunteer or paid, and must cover all financial obligations. This includes:
· Paying for services provided by outside help.
· Covering wage replacement and medical costs for any work-related injuries incurred by labor.
Essentially, vendors are fully responsible for the financial and operational aspects of their participation.

RESPONSIBILITIES (CHAPTER):  The chapter will provide set-up and tear-down the tables for the sale of the merchandise.
 
PERIOD OF PERFORMANCE:  Dates:_____________________


Signature:______________________________ Date:	                         Signature:____________________________

Print President’s Name:_____________________			Print Vendor’s Name: _________________                            
San Diego Wabi Chapter of Ohara School

Email:								Mailing Address:			        							
Phone:								Phone:

								Email:
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