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POLICIES AND PROCEDURES MANUAL

EDITION OF OCTOBER 97

INTRODUCTION

This manual purports to embody the general practices of SMC. In it are
occasional references to the By-Laws, which are reproduced in the Directory of the Club.
The little cross-referencing that does appear here is intended to alert one to relevant
matters appearing in the By-Laws. If there is any conflict between these Policies and
Procedures on the one hand and the By-Laws on the other, the By-Laws govern of course.

A few practices outlined in this document might more appropriately be found in
the job descriptions of officers and directors, but they appear here rather than allow' sight
of them to be lost.

The preparation of this manual occurred during the years 1988-1989, although it is
based on a card file kept over the years by the secretaries. Many members of SMC have
made contributions to this manual. William Montgomery, with the assistance of William
Bradley and Thomas Cooper.jook a compilation of most of the card file items made by
Theodore Fleming, eliminated what was determined nonessential, and brought some order
to the remainder. Lawrence Kennedy produced a refined draft of their efforts and
submitted that to the Board of Directors in early 1989. Many members of that Board
suggested editorial corrections and helped in the attempt to eliminate technical errors.

This document has been entered in the computer memory of an IBM Aptiva 510
by Theodore Fleming, using the software program 'Microsoft Word. The document title is
S;\ilCP&P 1.96. A disk copy has been made and will be kept in the safe deposit box of the
Club. Each page ofthis manual bears a date (month and year) so that in the future the
manual can be brought up to date by the periodic replacement of only those pages
requiring revisions and/or additions.

--'
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Application for Membership Form

Procedure: See By-Laws (Article III, Section 2).
Retention: Secretary maintains original membership applications .. (See Page 14.)
Computer file to carry membership data in perpetuity beginning in 1984.

Badges

Name badges are issued to all new members by the Badges Standing Committee.
The badges are numbered, carry the member's preferred "badge name" as the first plus
the last name. Officers' and Directors' and Past Presidents' badges will carry the
person's title. Hospitality Committee members' badges will carry the designation
"Greeter. "

Members losing badges are required to pay $3.00 for a replacement. (1996)

Board of Directors

While the Bylaws require at least one Board meeting per month, the Board now meers
twice per month at 9:45 a.m. prior to the reguiar SMC luncheon meeting

Absent Board members shall arrange to have a substitute at a Board meeting so that
the member's responsibilities can be met.

Standing committee chairmen may attend Board meetings and have a voice but not a
vote.
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Contributions bv S:\-fC

From its general fund SMC contributes $25 as a memorial for a deceased member.
The Memorial Committee Chairman is reponsible for informing the Treasurer of the
designated organization based on the surviving family's wishes.

In 1989 and in 1997 $1000 was given to the Grosse Pointe Farms Foundation.

In 1985 and 1986 $3000 was contributed each year to the Grosse Pointe War
Memorial Improvement Fund.

From 1981 through 1996 $1000 was given annually to the Grosse Pointe War
Memorial. In 1987 $500 was contributed to the John Lake Scholarship Fund.

Contributions to other organizations, fund drives, etc. have been declined, generally,
as these requests have come to the attention of the Board.

In 1988 the Board approved special contributions to the two choirs of the high schools
to assist them on special out-of-state performances.

In 1987 $1000 was contributed for books to the Grosse Pointe Public Librarv from a
special Memorial Fund that has been established with funds members have contributed
TO S\fC.

A 4-drawer file cabinet (in 1981) and a map file cabinet ($300, 1987) were purchased
for the Historical Society to help find space for Club records.

A $100 contribution was given (1997) to the Historical Society in appreciation of all it
does for the Senior Men's Club.

Deaths

Only the deaths of current members will be announced at general meetings except that,
at the discretion of the President, deaths of former members who are recently resigned
or dropped can be included in such annoucements, and also those holding the status of
"Special Membership." (See page 9, "Membership.")
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Directorv

Published as Section II of the January Newsletter and is generally accurated as to
members alive amd deceased up to mid- to late-November. The Directory Standing
Committee Chair is responsible.

The Directory is proprietary to the Club and its members and a statement to that effect
is on the inside front cover. It is not to be shared with any non-members except some
local funeral homes so that they can notify the Club Memorial Chairman if they are
handling arrangements for a Club member. January of each year the Memorial
Chairman must pick up a previous year's Directory from each funeral home director
and replace it with a copy of the current Directory. Any commercial use of the
Directory information is expressly forbidden. (This was strongly reiterated by the
Board at a luncheon after an automobile dealer had used the Directory to provide a
mailing list for advertising his wares. [11114/89]).

'<, ..
Copies of the Directory excess to the Club needs are to be destroyed in a secure
manner.

Directory information may be used to justify the Club's Second Class US Postal
Service if necessary.

The alpha listing of members includes appropriate symbols placed before their names
indicating those who have served the Club as (1) an officer, (2) a director, (3) an
assistant ofiicer, andlor (4) a chairman of a standing committee. The Directory should
carry only the member's business or professional affiliation (but more detail might be
appropriate in the Newsletter [5/9/89]. The Directory will contain only home
addresses [11113/90]). E-mail addresses are included when known.

In addition to the conventional alpha personal listing of all living members the
Directory also contains listing of all Sub-Clubs, their officers. time and place of
meeting; all standing committees with personnel; all Past Presidents; all known
deceased members for the last 12 months; an abbreviated history of the Club: the
words to the Club song; a President's message: and the full By-Laws of the Club.

One copy of the Directory is filed with the Grosse Pointe Historical Society as a
keeper of historical records of the Club.

Early agreement should be reached on a schedule for submission of materials, for
receipt for proof-reading, and the like (1/9/90).

The Directory is mailed as a "section" of the Newsletter.
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Set by the Board of Directors (See Bylaws Article III, Section 3)

Past Presidents are honorary members exempt from dues (Bylaws Article III, Section
5.)

Effective October 1, 1994, members who have attained the age of ninety prior to
October 1 will no longer be required to pay dues.

The cut-off date for payment of dues without being dropped was changed from
November 15 to November 1 (See By-Laws, Article Ill, Section 3). (10/25/94)

The Board approved a schedule of lifetime membership dues in lieu of annual dues
(October 25, 1994.) Using the assumption that members' life expectancy would be 80
years of age (close to actual fact), it became easy to arrive at the amount a member
should pay to fulfill his dues obligation for life. When annual dues were $15, the cost
to the member was the difference between his age and 80 multiplied by 15. When
dues went to $20, the amount became the product of20 and the difference between
his age and 80.

What was overlooked was the obligation to provide services to lifetime members for
the remainder of their lives. In other words, these members had a "lien" on the
amount in the treasury. In 1997 President Fromm asked Jay Rudolph, an accountant
to deveiop a procedure that would recognize this liability on the amount held in the
treasury. A procedure was devised, and a schedule developed to determine the
amount in the treasury obligated to providing each year the requisite services for the
members who have paid their "lifetime dues." This procedure has become a part of
the Job Description of the Treasurer.

[In response to a questioning of the necessity of a "dues card" it was pointed out that
this card serves the purpose of a receipt for payment (II/13/90).]
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Officers' duties are covered in general terms by the By-Laws (See Article V), Far
more detail appears in the Job Description for the Secretary, the Treasurer, the
Program Committee (lst Vl'), and the Membership Committee (2nd \"P),

Standing committee chairmen each have ajob description, first prepared in May 1976
and all reviewed and up-dated periodically. It is the responsibility of the incoming
President to make sure that each standing committee chair has received his own job
description, either from his predecessor or from the Secretary, who maintains a
complete file, as does the President.

Finance (See also Records, page 12).

Audits of the Treasurer's records are performed annually at the end of the fiscal year
(September 30) as soon as the Treasurer has been able to close his books for the year.
Bank accounts are maintained at the National Bank of Detroit's Branch 49 at Jefferson
and Rivard in Grosse Pointe. Currently there are one checking account and two
savings accounts, one for the SMC General Fund and a Memorial Account used to
receive any memorial funds contributed to S"NIC. The Board of Directors controls
distributions from the latter account.

Access to Safe Deposit Box #2258 is authorized for any two of the following:
President, 1st Vl', Treasurer, Assistant Treasurer, and Historian,

Keys to the Safe Deposit Box are held by the Treasurer and the Historian, and are to
be handed over to their successors at the beginning of the fiscal year (October 1).

Records such as the Internal Revenue Service award of non-profit status as a
501(C)(7) organization are kept in the Safe Deposit Box (#2258) at Branch 49, This
award grants Federal Income Tax Exemption; however, IRS Form 990 must be filed
annually on or before the 15th of the fifth month following the close of our fiscal year
September 30, Contributions to the Club are not tax deductible, S.\fC purchases are
subject to Michigan sales tax,

Additional records stored in the Safe Deposit Box are:

Articles of Incorporation

\licrohl:liS of \linutes of Beard of Directors meetings

Microfilms of Newsletters

Membership Records on IBM compatible 3.5 disks, which are up-dated periodically
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Policy and Procedures Manual on IB~f Aptiva 510 disk up-dated periodically

Time Deposit Certificates

The Board decided (9/96) that payments under $50 could be implemented by the
Treasurer without a counter-signature.

First Aid Durin2 Meetin2s

First Aid Kits are available in the Alger House front desk and kitchen and in the
Crystal Ballroom kitchen. (No oxygen is available because of increased liability to the
War Memorial ifused by unauthorized persons.)

If member falls or collapses during a meeting, the President asks for any doctor
present to take charge, then immediately has 911 called for assistance.

Get Well Committee

Duties of the chairman are covered in his job description. Such equipment as wheel
chairs. walkers, canes, etc. are available from the War Memorial's ''Loan Closet" for
free-of-charge loans to members and their spouses.

Temporary illnesses appear on the Bulletin Board in the lobby at times of luncheons.

Gifts to SMC

The Memorial Fund is in a separate bank savings account established in 1986 when
SMC member Willis Hall estate left $5000 to SMC. Additional gifts, often in memory
of a deceased member, are being received.

To date, significant disbursements from this fund have been for a wheeled, free-
standing lectern used at luncheon meetings, a contribution of books to the Grosse
Pointe Public Library in memory of SMC members generally, for an improved cordless
audio system and lighting, freeing us from the safety hazards of all extension from the
lectern to wall outlets. A $ I000 gift from the widow of SMC member Paul Nagel paid
for this

Unless anonymity is requested, gins to S.\-lC will be acknowledged either by
announcement at a meeting or in the Newsletter, at the discretion of the President.
The Minutes should record the amount of all gifts (10/23/90).
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The Board has approved non-resident, dues-paying members to hold SMC meetings
in cities of temporary or permanent residence. Admission to meetings is by
membership card, badge, or a guest name tag issued to a guest of a specific member.

Luncheon guarantees to the War Memorial require some guessing about numbers. V-'--
Some calculations indicate that it is better to guess on the low side. (11114/89)

Membership

New members shall be introduced to the Club at the first general meeting following the
day on which the Board formally elected them to membership.

Criteria, dues, procedure: Set by the Board (See Article III,By-Laws).

Membership totals will be recorded.

Those members who have been in good standing for a number of years but who find
themselves confined to their home or a nursing home because of reasons of health shall
have status as «Special Members," when so designated by the Board .

••....... .'

Memorial Committee

House-sitting of the deceased member's home during the funeral service is offered to
the family to minimize risk. of theft to a temporarily vacant home. Memorial
Committee chair offers and arranges.

Pallbearers have been recruited from the membership on occasion.

Memorial Committee chair organizes a "fan-out" system to notify officers (including
Past Presidents) and directors of deaths within the Club.

The Choral Group is available for funeral services when called upon.



Page 10

10/97

Newsletter

Published monthly (12 issues per year) by Newsletter Editor and mailed to all members
of the Club. Mailed under a Second Class Postal Permit from the U.S. Postal Service
by theMailingCommittee.using stick-on mailing labels prepared by the Computer
Committee. Pages are collated, copies labeled, sorted by Zip-Code and carrier route
and taken to the Post Office by the Mailing Committee.

The mailing date is usually the first Tuesday of the month.

The copy of a deceased member (whether lifetime or annual) will continue through the
fiscal year unless the widow/family request that it be stopped, and can be continued
longer by payment of$8.25 per year. (Decided in the Computer Meeting of 9/30/96.)

Generally the Newsletter will contain:

Masthead

Listing of officers and directors.

Attendance Committee names to make reservations.

Calendar of month's meetings including program.

Directory changes: individual members.

Lists of deceased members

Lists of this month members' birthdays.

Lists of new members.

Lists of members ill at home or in hospital/nursing home.

Reports of activities and accomplishments in bridge, golf, cribbage, pool, bowling,
investment seminar, or other sub-club.

Special events or other events upcoming.

Write-ups of the month's general meetings.

Write-ups of Board of Directors' actions of special significance to the membership.

Letters to the Editor.

Other items as selected by the Editor.
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Lists of officers and directors elected in July will appear no later than the September
issue; of standing committees' personnel no later than October; and Sub-Club
personnel and meeting place and time no later than November. Enclosures, unless
treated as a section of the Newsletter, may jeopardize the continuation of the second-
class mailing permit.

Generally there is to be no advertising in the Newsletter. In cases where a notice is of
particular use to members but can be classified as advertising, "editorial judgment" will
be observed. (11/27/90).

Nominating Committee

Each year the President will request the Past President-once-removed (not the current
Immediate Past President) to form and chair a Nominating Committee composed of
four SMC members plus himself to solicit a slate of nominees for the Club's annual
election of new officers and directors in July. (See also By-Laws, Article VI, Section
1.) On or before the first regular meeting in May, the President shall appoint this
Nominating Committee, none of whom shall be an officer or director of the Club,
whose duty shall be to prepare a slate of candidates for the offices to be filled at the
next election meeting, including four candidates to serve as directors. This slate shall
be presented in writing to the Secretary and read to the Club at the Election Meeting.
Additional qualified nominations from the floor may be made at that time.
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Political Activities

No political announcements are to be made at any Club function and political or
religious activity is to be avoided. Exceptions to this rule are that meetings will begin
with an invocation and encouragement to vote in public elections may be made either
at a meeting or via the Newsletter.

Past Presidents

The second meeting in July is observed as Past Presidents' Day. Those present are
presented with red carnation boutonnieres, introduced at a point in the meeting,
photographed, and are guests of the Club for lunch.

Past Presidents:

Are recognized as honorary (exempt from dues) members (see By-Laws) since
1987.

Have a reserved table at luncheon meetings.

An album of portraits is maintained by the Historian.

See also, Twenty-Year Membership Recognition, page 19.

The chairman of the Publicity Committee will make all arrangements connected with
Past Presidents' Day and conduct the ceremony in which they are recognized for their
service. [Addition of November, 19SG J

A wall plaque containing the names and year of service of each of SMC's presidents is
mounted on a wall of the Crystal Ballroom. Each Fall it is the responsibility of the
new president to arrange for his predecessor's name to be engraved on the plaque
together with his term of office.

President's Gift [Addition of:.!ovember 1989]

As a token recognition of contributions of a club president, the club has regularly
presented a retiring president with a memento of his service. The Immediate Past
President is to procure this gift with such funds as are authorized by the Board of
Directors and make a suitable presentation in the name of the membership at the final
meeting presided over by the outgoing president.
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Programs

Program speakers are obtained by the Program Committee members under the
leadership of their chair, the SMC First Vice President.

Those obtaining the speaker are asked to get a photograph and short biography for
publication in the Newsletter and local newspapers ..

Speakers are selected on the basis of timeliness of a topic which is deemed to be of
general interest to regular meeting attendees. Speakers who wish to come before the
Club for any commercial or "product-selling" reason have not been welcomed.

Programs are arranged by the committee for a full calendar year, thus avoiding any
accidental interruption that might occur at the "changeover time" at the beginning of
the new fiscal year when new officers, directors, and committee chairs take office.

In lieu of honoraria, speakers have been presented a "thank-you" gift at the end of the
presentation. For some years the gift has been an electric, battery-driven world clock;
however, for a repeat speaker it has usually been a clock-radio or some other
appropriate gift.

Gifts for speakers are selected by the Program Committee chair and ordered by him
with the approval of the Board of Directors. Presentation to the speaker is done by
the President, but the chairman is responsible for furnishing the gift , appropriately
wrapped, to the President.



Page 14

10/97

Publicity

The Board of Directors on numerous occasions has reaffirmed a policy of "limited"
publicity about the affairs and actions of the Club. Meetings and speakers are
announced in the Club section of the Grosse Pointe News and any other periodicals
selected by the Publicity Committee chair and approved by the Board. Care should be
taken not to leave the impression that luncheon meetings are open to others than
members and their guests (11/14/89).

Some speakers are public figures and are of interest to TV, radio, and print media for
coverage at their SMC presentations. The War Memorial being a public building,
media people are free to attend. If they are to be present, the Arrangements
Committee chairman may have to adjust the normal meeting seating pattern to
accommodate TV cameras, lights, etc.

Publicity about member accomplishments, etc. is solicited and welcomed in the
Newsletter.

Club officers have been interviewed and featured on Grosse Pointe Cable local
origination programs.

Records (See also Finance)

When the Club was incorporated in 1965 as a non-profit corporation, the organized
retention of records was begun. In 1981 copies of Board minutes starting with 1959
and Newsletters starting with 1964 were given to the Grosse Pointe Historical Society
for permanent retention and availability for research if necessary. (In 1981 a four-
drawer file cabinet was given by the Club to the Society and in 1987 a map file cabinet
was given, both to help in finding space for the Club records.)

Board meeting minutes (beginning with January 1979) and Newsletters (beginning
with October 1981) are microfilmed for safe storage in the Club's NBD Safe Deposit
Box.

The Secretary should be directed to keep two copies of Minutes on acid-tree paper,
one to be kept for four years for microfilming and binding and the second one to be
filed at the Historical Society. He should also keep a copy of the Newsletter,
duplicated on acid-free paper, and every four years have them microfilmed for the
bank box, and they should then be placed in the Historical Society's files.
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Microfilming can be done at Graphic Sciences, 4208 Normandy Court, Royal Oak
810-549-6600. If Thomas Leibold is in charge, the copies can be delivered to him at
his Grosse Pointe home, 1781 Manchester Blvd., Grosse Pointe Woods 886-9091.

Binding can be done by the Little Bindery Shop, 21921 Mack Avenue, S1. Clair Shores
810-774-8585.)

Minutes of the Annual Meeting are the responsibility of the Secretary and are to be
kept with Board Minutes.

Annual reports of officers and committees should go to the President, who will pass
them on to his successor. No permanent retention of these reports is necessary.

Annual inventories of SMC property are to be made by the responsible parties and a
compilation incorporated in the Board minutes as addendums.

Any other documents it is felt should be retained, such as the annual audit of the ~.
Treasurer's records and reports, should be incorporated in the Board Minutes as
addendums.

The Secretary is the principal record maintainer in the Club. He produces the minutes
of Board meetings, acts as the corresponding secretary, and orders and supplies the
Club's stationery to those who have need for it. He or the Assistant Secretary also
maintains the file of membership applications segregated as to Active, Resigned, or
Deceased.

The official live files of members were computerized in 1984 and have been maintained
by the chair of the Computer Standing Committee. These records were created on an
Apple He system but are being maintained on an IB!\-l compatible 3.5 disc. These
records are kept on copies held by the chair and two other members of the committee;
one copy is stored in the Club Safe Deposit Box, and all are replaced periodically with
updated copies.

Financial records and the Treasurer's Reports are created and kept by the Treasurer,
turned over to an auditor at the close of the fiscal year, received back and turned over
to the next succeeding Treasurer. Canceled checks, bank statements, and similar
documents shall be discarded after 7 years.
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Scholarship Dav

A committee appointed by President Kennard Jones suggested that SMC reward
scholarship in the public high schools. This suggestion was developed by Harlan
Hagman and the Board established an Annual Scholarship Day and celebration at an
April 1986 meeting.

Ten graduating seniors are to be selected by the school system from each public high
school, North and South, on the basis of academic excellence.

At the first Scholarship Day (in 1987) honorees were guests at a luncheon in May,
seated at various tables hosted by SMC members. They were individually recognized
and presented with walnut, engraved plaques, a certificate suitable for framing, and a
book--A Historv of the Wolverine State. In later years, Stewards of the State by
George Weeks of the Detroit News has been given, formerly a gift of George Giles,
then publisher of the News.

Organization of the entire Scholarship Day is assigned to the Immediate Past
President.

Funding for this function is by appropriation from the Club Memorial Fund as
authorized by the Board of Directors.

The official Club song is entitled "In Grosse Pointe Fair"; the words are by SMC
member Harold Jinks; the tune is "Friendship" by W.E. Haesche.

The song was adopted by the Board in 1983 after permission to use the melody was
obtained from Hotchkiss School.
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Special Events

Refunds may be made to those canceling participation in a Special Event Q!!ly ifSMC
does not incur an expense because of the cancellation. A Special Event generally is to
be financially self-supporting.

Guests are acceptable as long as they do not cut out a member. After the payment
deadline has passed, no guest may be cut out by a late-registering member

Standing Committees

Established by the President with the concurrence of the Board. Chairmen are
appointed by the President.

Chairman of each committee appoints its members and furnishes to the President lists
of such personnel so as to permit their publication in the October Newsletter.

With prior approval of the President, chairmen of these committees are authorized to
spend SMC funds for luncheon meetings for organizational or similar SMC business
purposes.

Each elected Director chairs a standing committee.

Sub-Clubs

Sanctioned by the Board upon finding that sufficient interest in a particular activity
exists among SMC members to warrant the organization of a Sub-Club.

The Chairman of the Sub-Club Standing Committee is responsible for obtaining lists of
sub-club officers and telephone numbers and furnishing such lists to the Newsletter
Editor so as to permit their publication in the November Newsletter.

The philosophy of the place and governance of sub-clubs is covered in the preamble to
the sub-club listings in the A•..nnual Directory . Wording of this is specifically authorized
by the Board and has the force of a By-Law.
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Sub-club generated funds are the property of that sub-club and may be disbursed as
decided by that sub-club, not the SMC Board. Except as specifically authorized by the
SMC Board, sub-clubs are expected to be financially independent.

SMC member participants in a sub-club shall determine the requirements for
participation by members and non-members and may establish limits on the number of
non-member participants. In no instance shall the admittance of non-members as
participants in a sub-club serve to exclude members from full participation in all
activities in the sub-club. (Board Resolution of 4112/88)

Non-members are to be allowed to play golf in the Golf Sub-Club at SMC rates as
long as the course management does not object and it does not affect SMC adversely
(4/25/89).

Non-members cannot serve as officers of sub-clubs. (Sometimes a highly motivated
non-member can be allowed to function as an officer but the title must go to a
member. [1/9/91])

Taxation

Michigan State sales tax must be paid on purchases because SMC cannot qualify as a
charitable 501(c)(3) organization.

Thanksgivim!-Happv Bird Dav

The Board authorizes dollar amounts to be given to each of ten members in attendance
at the regular luncheon meeting just prior to Thanksgiving. The SMC President

organizes the lottery method.
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Twenty-Year Membership Recognition

The Immediate Past President is responsible for obtaining a list of those who have
been members for 20 years-from Computer Records Chairman. He then invites the
honorees to attend Past Presidents' Day luncheon to receive a 20-year pin. The face
of the pin is of enamel and gold and displays the Club's logo.

All honorees are given recognition in the Newsletter.

All honorees are guests of the Club for lunch and have a group picture taken.

Vacancies in Office
Vacancies in any elected office are to be filled promptly by the Board (Article IV.
Section 3 of the Bylaws).

War Memorial
Ed Gehrig, War Memorial Director John Lake, and a few other men developed the
idea ofa SMC in 1959. In 1960 SMC became an independent organization meeting
regularly year-round (See the Directory).

Presents a contract annually to SMC, usually in August, for meeting facilities and
luncheon content/prices, etc. SMC President negotiates as appropriate and signs the
agreement.

Alger House and/or Crystal Ballroom have been used for meetings, SMC social
events, and a number of the sub-club meetings ever since 1960. All arrangements are
covered by contracts.

Contributions by SMC (See titled item above).


