
DUTY MANUAL

\- PRESIDENT
1. At Regular Club Meilngs

a) Officialy opens e&h r€gule Club n€eing.
b) welcones visitoG ed n€w oenbea and has rhem inroduced by Menbesbip Chan.
e) Relays vdious infomarion oi inteEst to Club nenbe6.
d) Ask for relods frcm my Olficr or Comittee Eead or otner p.6ons having infomarion/.ews for

e) calls for any other old business.
0 Tuns neeting over to the appopriat€ Chan for lne .ighfs &tivny.

2. Proc€dure at Bo&rrl of Directo6 M€etings
a) Sets tif,e hd plrce lor Bodd neeting,
b) Calls mring ro ordef,
c) Has Secretary read ninutes of $e lasr Board Meeling. Any corEctions, addirions, or deletiod re

inserted into the Minutes by Bodd if sbown 6at such is requned. Asks rhai Minutes be appoved.
d) Asks Treasuer for finmcial statcmenl,
e) Calls for Epons lron ey Officer or Colminee Head preFni
I) Opeis floor for old busine$ (p@eed one subjecr ar a tin€).
g) Asks ror new husi!e$.
b) All business being tolm cm ol d€des meering adjouned.

| 3. Throughout the Y€ar
- 

a) PEsides at resule @!nss,
b) AJr&ges for a ni.inun of four Boad meelngs a yed,
c' RepF.elrs ClLb nleresrr !oorher CroLp\.
d) Atlemlls to nainlah a good imge for the Club,
e) Appoihts special comfues for perfoming vdious tuncrions of the Club.
t Orgdizes tunual competitioi tud aNards banquel.
g) The Past Pesidenr is a nenber ol lne Board or Di@tors.

VICE PRESIDENT
l. Assutus PEside.fs duty wh€n rhe P@sidenr is unable to tulfill hir4rer duti6 du€ lo illngs or other

e Becooes Pesident the followi.g y€e.
3. Obsolvs the openting pr@edures of rhe Club.
4 Armges ouhidejude€s for e&h conpetition !t least two no hs in adluce.

SECRETARY
1. Tat€s thc Minutcs of all Board of Dlrectos dedngs, Makes two copies: on€ copy is rlained by the

Secet!ry dd saond copy is given to the Edito! fo! publicaiion in $e Club n€yslefter (to be nmed).

\ . e Sends cards ro CIub tunbe$ during dme oi illness or death in the fanily.
- 3. tla.dles dy necessart co@spondence forlhe Club orirs officen whenpenaining to the Clnb business.
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4. Sends out thank you notes to dy guest lectuEr. jude€ or conneftalor.
5. Afiends all Bodd of Di@to4 s@tings.
6, Keeps records of past years Minutes $d p6ses on to the successor.

Dut, Mhual0l/03

TREASURER
l� Collects dues ar the beginning oi eacb c.lendd yee &d fon new d€nbers at deir time ofjoining.
2. Sends ou a bill lor rhe nexr yee's dues 10 th€ nembelship by Decenber trst of the curenl yed.
3, Keeps accunle Econl oi incone Eeived and €xpenses paid dunng hisrd tem of offrce,
4. Prcvides a nnecial slatenent at each Botrd ol Diecto6 neeling.
5. AtEnds all non$ly meedngs in order to pay the judge/ectwr and ro coliecl dues ron .ew mmbeB.
6. Publishes Annual Financial Stat€nenl at Annual Banquet.
Z Keeps aU records of past yem, including bank slalenents, and passes on to the successor,

PRINT CHA[!/6C REPRESENTATIVE
lk Takes ce of dll print conpelition iclivities. Always mives edly (wnn asshrets) to hale chairs,rables,

print box-/easel, crcpping L s, and a pointer Eady in adwce.
2. Designates and ndks the trca wheE lhe contestels can pl&e tteir entnes according 10 the calegory:

Monochrone, Color Pictorial, NfiuE, Pborojoumalisn and Connecial.
3. Co-Cn.ir

a) Reads the tide fon the back of rhe pinl and places on prinr box/easel.
b) K€eps re.ords of scoEs sioila ro lne 6C\ system: First 20 poin$, s4ond 18 points, third 16 poinE,

bononble nenrion l4poinN,entry l0 poinrs.
c) Mdks the scoE on lh€ back oi the prirt.
d) sends scores to the Editor to be published in lhe Club Newsl€tter. Ruming scoes tuay be sent to the

Ediror p€riodically to b€ published in tle Club Newsleter. Announce aggregale poinrs at th€ Anrual

e) Becones Print Chan d€ following yetr.
0 P6ses ob all files to the succe$or,

4. Has the judge sel€ct fist, scond, thid and honooble menrioiG) for each caiegory and ainoui@ $em
ar fie end of lhe neeting.

5. At the end of fteting. collecb ro! soring enries fron sch category, incLuding at least one enq tun
L€vel B. lo be entered in the next 6C inteFclub conp€bnor

6. Aftends all Bodd of DiEctos netines.
7. Auends all6C Conpe(rior needngs.
8. Atends all6C Boad ofDiEctors Netings repieentng Milpld Cmera Club and repo srotheClub

on a[ mat€4 dhcussed at the neting.
9. Keeps all recods of pasr y€4 dd pasFs on to the succeser.

SLIDE CEAIR
1. Takes caE of dl slide comletition &tivities. Always diles eady (vitn ssistds) to have chans,

kbl*, prcjcctor, scleen, and a pointer Eady in advance.
2. DesignaEs dd ndks the ma wheE die contestdnls can place their €ntries accordihg to the category:



tictoial, Natu@, Photojomalisn, tud Travel.
3, Solrs and lodd entries irto ctrousel.

\- 4. oper es rne prcjecloi
5. Co-Chdr

a) Reads the titl€ irom rhe entry crd.
b) K€eps E.ords of sco€s sinild to the 6C s systen: Firsr 20 points, s*ond 18 !oin6, rhird 16 points.

honorable mnrion 14 poinrs, entry l0 points.
c) Mdks the score on the €ntry ced.
d) Send. $oEs to rhe Ediror $ be published in the Club Nessteuei Rming scor€s nay be ant

periodically $ $e Ednor for lhis pulpos. Amounce aggrgate points d the Annual Ba.quer,
e) Becones Slide Chan the folowing year,
0 P6ses on all files to the succssoi

6. rlas th€ judge sclect irst, second, rhid md tronollble nentionc) for each caregory md mounce rhe at
the end of the n€erirg.

?. At the end of meeting, collects lop scorihg entries non each caregory. hctuding at lest o.e entry tron
tEvel B, to be entered in lhe next 6C inte..lub codletition.

8. Attends all Board ofDirecro4 @rings,
9. In 6C Represenlative's absence, auends 6C Board of Di@rors neetinss EpEsentine Milpitas CDen

Cbb ed epons to the Club on all nares discussed at the neeting.
10. Keels aU Ecords of pasr yeds and passes on to de $ccessr,

\-. EDITOR OF CLUB NDWSLETTER ito lre mmedJ
1. Shonly aier each eguld mting, publishes the Club newsletter thrcugh e-nail to all m€nb€rs vith

following contenNi
a) Prsident\ resage
b) comperirion Esulrs
c) Sy.opsls of the rceting md the most cndenr Board of DiEctos neting.
d) New nenbeB
e) Otber ne{s and us€tuI infomarion sfl by mesben or comittee or found by Editor.

2, Atleds all i€gul0 Club meeti.gs dd Board of Direcro$ ne€tings,
3. Keeps all ecords of past tctrs &d psses on lo de succssor.

PROGRA.M DIRECTOR
l. Appoitrts a cominee md logerher plans a field rips, picnics, guest lecr@B, worlslops, etc.
2. Subni6 the progm schedule for the coning ytr ro $e Pr€sidcnt no later rhM Jduary m€elirg. Afrer

lhe Pesident aplroves, a copy ol the schedule is sent !o rhe Editor lor publicarion in th€ February issue
ofrhe nessleref,

3. Reminds vo*shop pEsenrerc) of upcomine se$ion at le6t one month h advdce.
4 Prcrides rhc Ednor sith a brief comnt about lhe up@Diry workshop for publicadon in the crent

issue oilhe newslener.
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5. Att€nds all Bodd of Dir€cto6 meetings dd aU Club Workshops in order to introduce the worksh@ and

6. Keeps aI Mords of past yeds ed p6ses on to the suc@ssoi

EXEIBITION DTRECTOR
l. Aploints a comittee and together plans eihibirio.s of menbeEi NorL at l€ast once a yed.
2. Subni$ the eibibition schedule fof lhe coning yed lo lhe Pr€sid€nl no lat€r than January needng.

Aier th. P@sidenr appoves, a copy of the schedule is sent to the Ediror foi lublicarion in the Feboary
issue of the newsleueN

3, liddles a 1l logistics of €xhihition: pEpdarion ol pnnts, labeline, €nring ncks, pn ing (if aplropriare),
@seearion of space, md appointing tending menbers.

4, Prcyides the Editor pith aI the necessary infomarion on t[€ upconing exhibition for publicadon in tbe
Club hewsletler for rhre months,

5. Keps lll rcords of p6t yeas and passes on to the sucessoN

PUBLIC RELATIONSAIEMBERSIIP CIIAIR
l. Prcnotes $e Club whenever possible.
,. When tne m€nb€snip r€aches filV (50), plac.s applicanc on wating lst. Milpits r€si.lenls d€

exenpted frcn this rule,
3. Keeps a conplete rcster of the membeship, updaies dnually with th€ help of the T@snEr.
4. Maintains all Applicalion folm.
5. lnhoduces dd pEsents d€ n€w mmbdG) vith a Mdbs Pacll.
6. Maintain ! Guest B@k,
7. keps oll Ecords of pasr yeds od pdses on o tte succssor.

PSA RTPRTSENTATIVE
1. Psnotes individual tuDbeship.
2. Obtains PSA ploemm for workshops, as equested,
3, K€eps nenbership advised ofPSA ftnclions which lhey my tend.
4. Disributes PSA litentue to nembes,
5. Be Eady to counsel andor apprcv€ coftsporderce fron tuhbe$ to PSA headqwteB or veous

6, Sends PSA publicny b Club Newslelter.
7. E.coDrages panicipation ol PSA memb.rs in the Club t kirg advdtag€ of slide ed plint study groups

8. Sh&s Slide Snrdy Goups and Ponfolios when $ey de available.
9. Keeps !U Ecords of pat yeas &d passes on !o fie sucessor.

Nob: PsA sbnds rtr Phorosnphic So

sudly ii Mmh ar Asilomd codlfttrce csund in lbciic G!ve. PsA plbrnhes Pl4 Jo!,,ot



T
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DIGITAL COIMPETITION CHAIF RESPONSIBILITIES
7relB

1. Ensurc emh membet submihed imasos aG wit n rhe Disirar lmaqa F.qulEmanb. rl sy submrrlod
haga k nor $rhin rh6 Distar rmase tuqunemenb. rhe Diqrar conp€frion chai (Dcq 6n ak be
nake. io modiry ihe lmaso ro 6nrom n q € rh€ Dcc pamissioi

2. Pr or ro rh€ ]\indbs camera c ub (Mcc) c.hp6rir on, ihe Dcc shan
> Copy al subnitud MCC disnar hases onio a brank CD mad a absr.d wirh

. NumberornasesonrhecD

. Monrh, Da10 and Year or rhe Mcc compd rio n sesion ihe imas€s arc inrended ro.

3. Ar rhe Mcc compeflrotr, rhe Dcc ahall
' .Erup rh6 raplop md digibr prcjedor
> r@d th. prepaftdhag6cDo orh6rapbp.

6ach rmag6 E 1 16 and nalGr
> announoe lhe judse s srdclon or s rrhnhg" hag6s whrch win pm6d to rh6 6c conp€rir on.

> Add rh6 prc,t'M| n rrcnrorer
> PJepa€ $e Disira 3C inre'dlb comperih fom.
> A we6k prior b rhe 6c compditon, enal me 3 *inniru Mcc imaq* alons wirh rh6 Dtgirar 6c

rftrc ub compotilion lom ro ietu@n2asm.mm

5. Afier rhe 6C conpefiion. ihe Dcc sha
> rdmriry ir rh€B w€rc my Mcc d sira imaqe w nne6 rrcn be 6c @nperiion.

> Preseni any ibbons ro rha dioirar mao. w n de6 ar rhe nsn Mcc meerins.


