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CHARTER CLUB POLICY 

Revised October 1, 2014 

1. General Information 

1.1 Authority: The authority to charter clubs rests with the Board of Directors. All 

rules, regulations, and procedures outlined herein are in agreement with the 

Association’s Articles of Incorporation and the Bylaws. 

1.2 Responsibilities: 

A. The Association’s staff is responsible for assisting clubs with facility scheduling, 

special programs, and club business. 

B. The club officers are elected in accordance with the club's bylaws. The club officers 

are responsible for the club’s internal operations. It is the responsibility of the 

outgoing club president to ensure the succeeding officers are thoroughly briefed on 

all aspects of the rules, regulations, and procedures for chartered clubs. 

 

1.3 Prerequisites for Club Formation: Specific procedures and guidelines  pertaining to 

the acquisition of a club charter are in Section Two. Applications will only be considered when a 

club has 20 pre-paid members. Once a charter has been granted, the active paid up membership 

must remain at or above the minimum. As long as an existing club maintains its membership 

rate, the club will continue to retain its charter. When a club’s membership falls below this 

minimum, the Administrative Staff will assist with efforts to bring the membership up to the 

minimum level. If the membership continues below the minimum level, the Manager may 

recommend to the Board of Directors that the club charter by withdrawn. 

1.4 Allocation of Facility Space: The allocation of space for chartered 

club usage is dependent on: 

A. Active participation by its members (number of different club  

members who regularly participate) and the availability of  

facility space. 
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B. Upon receiving its charter, facility space may be provided (if warranted, clubs 

            may be required to share facility space) for its operation. Club committees and 

any other sub-element of a chartered club’s organization are provided meeting 

space on a case-by-case basis (availability). Space for social functions will be 

provided at no charge as long as the attendance is limited to the club’s members 

and their personal guests. All other requests for space must be submitted in 

writing to the Manager by the club president or acting president. 

 

C: The Association reserves the right to pre-empt a chartered club’s assigned space as 

needs of the Association change. Although space is granted on a quasi-permanent 

basis, the facility, and all equipment located therein, remain the property of, and 

under the jurisdiction of, the Association. 

1.5 Club Forms: To assist clubs in the administration of their programs and to provide the 

Association with essential statistical data, forms have been developed. A summary of forms 

used by the Association to administer the club programs is shown in the Appendix to these 

rules, regulations and procedures. The Manager maintains a limited supply of these forms. 

Once chartered and operating, clubs are expected to make copies of the forms they will 

need. 

2. Establishing a Charter Club 

2.1 General: Any group of Association residents interested in pursuing a particular hobby or 

field of interest may join together as a chartered club, subject to the club rules, regulations, 

and procedures outlined herein. Chartered clubs are the operation “hub” of the 

Association’s program and provide both structure and impetus to all activity programs. 

Proper coordination between the Association and a prospective club is essential to ensure 

that the definition of a charter is fully satisfied, that member strength/interest is sufficient 

to warrant club formation, and that adequate space is available to support the intended club 

activities. 

2.2 Charter: A club charter is the formal authorization granting official status to a club in the 

Association. Clubs having such designation are given priority for facility use, offered 

regular use of facilities (as available), authorized use of facilities for regular 

meeting/activity use, provided with special rates for use of facilities during special 

events/activities, extended specific coverage from the Association’s insurance program, 

and given technical assistance in the administration and operation of their activities from 

the Association Manager. Chartered clubs with fixed non-portable equipment, portable 
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equipment, or property purchased by clubs are extended insurance coverage as the 

equipment is formally transferred to the Association, via the club inventory sheet. 

A. The granting of a charter is based on membership need for a specific program, 

membership interest as determined by a pre-designated minimum number of active 

participants, and the availability of adequate space. 

B. A charter will not be granted to a club which requires subsequent membership in 

affiliated national, state, or regional organizations as a precondition for 

membership. Any affiliation in a national, state, or regional organization must be 

optional on the part of the individual member. In some instances, national, state or 

regional membership may be necessary to compete in sanctioned tournaments or 

league play. Further, chartered clubs may not merge with another non-Association 

entity, nor require for its members' mandatory involvement with and/or 

membership in a corporation separate and distinct from the Association or its 

chartered clubs. If such a merger occurs, that club ceases to exist as an Association 

sponsored activity and its charter is immediately revoked. 

C. Membership in chartered clubs must be open to all bona fide residents of the 

Association without discrimination as to race, religion, color, ethnic culture, or 

national heritage. 

D. A charter may be revoked on the recommendation of the Manager and with 

approval of the Board of Directors. Reasons for revoking a club’s charter include, 

but are 

not limited to, membership declines below the established minimum number; 

noncompliance with the Association’s rules and policies; irreconcilable conflict 

among club members; creating activities that project the club and/or the 

Association in an undesirable or embarrassing position; or violation of Federal, 

State or local government statutes and ordinances. Revocation of a club charter 

may be appealed by providing written justification to the Board within 14 

business days of the revocation notice. The Board will provide a written notice of 

its final decision within 30 business days after receiving said appeal. 

E. A charter will not be granted to groups whose purpose is similar to an existing club, 

excluding men or ladies clubs as noted above. 
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 2.3 Procedure for Making an Application for Club Charter 

Step 1  Review a copy of the “Chartered Club Rules, Regulations and Procedures” to 

become familiar with the chartered club system. 

Step 2  Hold initial organization meeting and read the draft bylaws, obtain membership 

roster, and elect interim officers. Minutes of the meeting are required and must 

substantiate the approval of the bylaws by the club’s members. 

Step 3  Complete Application for Charter (see Appendix B). Clubs require a minimum of 
20 valid paid-up members to pursue charter status. Attach the Roster of Initial 

Members (see Appendix C) and the approved bylaws (see Appendix A) to the 
Application for Charter. 

Step 4  Submit minutes of initial organization meeting, indicating approval of proposed 
bylaws by prospective members. 

Step 5  Submit Application to the Manager. 

Step 6  The Manager will review the application to ensure that all elements are complete. 

Any additional requirements for processing will be requested. 

Step 7  When all requirements have been satisfied, the Manager will recommend approval 

or disapproval. This process will require a minimum of two weeks. If approved, a 

copy of the chartered club's Rules, Regulations and Procedures and a certificate of 

approval will be included with the charter. If disapproved, the club will be provided 

with a written explanation of required revisions for approval. The Manager will 

advise the Board regarding these actions. 

Step 8  Upon receiving a charter, the club must apply for savings and checking accounts. 

 2.4 Club File: The official club file will be kept in the Administrative Assistant's office. The                                     

file will be organized as follows: 
           A. Section I – Application for Charter, with Initial Membership Roster 

B. Section II – Charter, approved bylaws and amendments (as applicable). 
Note: In case of conflict between the Association’s files and club files, 

Association’s file copies will take precedence. 

C. Section III – Additional club operating rules; i.e., additions to bylaws and 

safety program. 
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D. Section IV – All club correspondence which includes correspondence 
between the Manager and club officers. 

 

3. Club Responsibilities 

 
3.1 Membership: Membership in a chartered club is open to all residents of the Sunflower 

Community Association. Before joining a club, residents are encouraged to 

visit a chartered club for a limited number of times. Once club hospitality has been enjoyed, 

and club operations and programs have beenexplained and understood, a club may require 

the individual to join it in order to continue participating in its activities. 

A. The club board is responsible for providing the Managers office a 

semi-annual membership roster for verification of association residency. 

Additionally, club members and their guests are required to sign in at the front desk  

prior to using any club facility. 

B. Proper conduct and decorum is essential to preserve the active  adult 

lifestyle that has been created within the community. Members who are abusive 

project an undesirable or inappropriate image, or who unnecessarily and blatantly  

create turmoil, disruption, and dissension among club members, other clubs, or the 

Association in general, may have their club membership temporarily suspended by the 

club. However, termination of a club membership can only occur following a 

recommendation from the Club's board to the Manager, who will then 

forward a recommendation to the Association Board of Directors for final decision 

3.2 Tournaments and Special Events: In the event of club tournaments and special events, 

club presidents must make a written request to the Manager for review and approval. All 

revenues collected from the event must be deposited in the club’s account. Any special 

“setups” or expenses incurred by the Association will be reimbursed by the sponsoring 

club. 

3.3 Use of Facilities 

A. While all facilities and programs within the physical confines of the Association 

are available to the general membership, regular participation in some activities may be 

contingent upon membership in a chartered club. In these specific cases, the Association 

has delegated full time operating responsibility to respective clubs in a conscious effort to 
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provide low-cost programs in a necessarily structured and safe environment. In those 

facilities where participation is contingent upon club membership, the rationale is solely 

based on the need to protect investments purchased by both the Association and club, the 

need to provide a safe and orderly working place, and the desire to establish a 

comprehensive leisure time program. 

 

B. Depending on the nature and size of a desired activity, Association Management 

will determine the facility to be allocated. In all cases, the decision will be based on 

maximizing facility utilization. 

 

C. Accident Reporting: All incidents or accidents occurring on or in the Association 

facilities (whether requiring medical attention or not) will be immediately reported to the 

Administrative Assistants. 

3.4 Club Advertising/Communications 

A. Commercial advertising: To preclude the appearance of a commercial entity, 

or of solicitation for non-member support, clubs will not engage in paid 

advertisements in commercial media. However, internal club newsletters/flyers 

and media information provided in media public service announcements are 

permissible. Posting of notices or flyers on windows and doors of the Association 

facilities is prohibited. 

1. Instructors performing services held in Association's facilities may 

not advertise. The club president is responsible for submitting all 

promotional and advertising materials to the Manager's office for approval. 

Attendance at instruction classes will be determined by the chartered club. 

All advertising of club sponsored activities must have approval of the 

Manager's office. Such advertising must state that activities are open to all 

members of the Association. 

2. All newspaper advertising must have the Manager's approval. 

B. Business Communications: Any club matter requiring action on the part of 

the Association’s management will be referred, in writing, to the Manager. Club 

mailing lists or similar documents shall be used only for distribution of club 

newsletters or other official club business. A club member shall not use a club’s 

membership roster for any type of solicitation. 
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3.5   Facility Scheduling:The primary responsibility for scheduling the Association 

facilities and coordinating special events rests with the Administration Assistants. Once a facility 

reservation has been confirmed, additional coordination is required with the Administrative 

Assistants. 

A. Based on facility availability, clubs may request a change to 

their regular schedule at any time by submitting a request to the Administrative 

Assistants. 

B. Clubs desiring use of a facility for a special event must 

submit their request for space to the Administrative Assistants. A special 

activity reservation sheet will be completed by the Administrative Assistants 

for each facility space reserved, and the event will also be entered on the 

facility calendar. Depending on the day of the week, a rental fee may

 apply. All monies received by the club, as a result of these 

activities and events, must be deposited directly into the club’s bank account. 

All associated disbursements must be made by check. No disbursements may 

be made from “unbanked” monies. 

C. The Association’s membership and related chartered 

clubs will generally receive priority of facility use over non-chartered 

resident groups or organizations. 

D. When a rental fee is applicable for use of a facility by a chartered 

club, a non-chartered club/organization or a Sunflower resident, a special 

activity reservation form must be completed at the time of the request with 

the Administrative Assistants. Pertinent reservation information is 

recorded and kept on file. The agreement is completed upon payment by 

the applicant (by check) prior to the scheduled event. 

3.6         Association Management Meetings: The Manager meets with the executive boards of 

all chartered clubs, as needed, to provide an update on important Association issues, clarify 

questions and concerns, and respond to club leadership comments and questions. 

3.7 Club Web-site: All Charter Club web-sites shall have a direct link from the Sunflower 

Association Web-site. 
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4. Financial Responsibilities 

4.1 Records and Accountability: The club’s elected treasurer (secretary/treasurer) is 

responsible for controlling and recording club revenues and expenses. This individual will also 

oversee the purchasing of all assets, inventories and supplies, and provide financial reports to 

the executive board and membership. 

A.      Club bylaws and operating rules should specify the level of control and reporting 

that is needed. Generally speaking, clubs with high or large dollar requirements would 

specify more stringent levels of control. The following controls and procedures should be 

considered in the development of operating guidelines: 

1. Check and balance procedure to preclude a single individual from ordering, 

receiving, and dispersing equipment or inventories. 

2. Dual signatory on checks over a designated dollar amount 

3. Periodically inventory and reconcile retail and asset inventories. 

4. Deposit all revenues in an established club account in the club’s name, and 

maintain the club's account through succeeding club administrations. 

Disbursements should not be made from cash that has not been deposited 

in the club’s account. All disbursements should be made by check, or from 

an approved petty cash fund, with purchase receipt or invoice retained in 

the club's financial records. 

5. All transactions shall be recorded in the club's financial records, and all 

financial records must be retained for a period of 7 years. 

6. As part of regular club membership meetings, the treasurer should provide 

the members with a financial presentation showing revenues and 

disbursements, and account balances. This presentation should be recorded 

in the minutes of the meeting. 

7. Club's fiscal year must correspond to the Association's fiscal year 

 B. Club financial programs are developed to ensure basic self-sufficiency. 

With few exceptions, club income should not greatly exceed expenses (operating 

expenses and capital requirements), resulting in a net operating gain. Where 
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revenues do exceed expenses, the net gain should be used to foster continued club 

growth and activity. 

Specifically, Charter Clubs with over $1,500 of surplus funds at the end of a fiscal year 

shall reduce their surplus to no more than $1,500 during the next fiscal year. Those clubs 

with surplus funds greater than $1,500 will submit a separate written report to the Board 

of Directors that will: 

1. Provide a strategy for reducing the surplus, or 

2. Justify the future use of the excess funds and how these funds will benefit 
the chartered club’s members and/or our Association homeowners. 

The Board will vote to approve or disapprove the club’s strategy to reduce the surplus or 

their justification of future use of the excess funds. If the Board disapproves, their reasons 

for doing so will be provided in a written report to the club. Some or all of the excess funds 

may be, at the direction of the Board of Directors, applied as recommended in the strategies 

below or turned over to our Association activities income account. 

Some strategies to reduce surplus funds could include: 

 Reducing the cost of attending events 

 Reducing the cost of items sold 

 Reducing the cost of dues to members 

 C. Annually, clubs are required to submit an Annual Financial Report (Appendix D) 

to the Manager. A copy of the report will be retained in the official club file and shall also be 

made available to its members. This report must be provided to the Association no later than the 

15th of October each year, and must be certified by the club president and the treasurer. The 

Association reserves the right to require any club to engage the services of a professional auditor 

to independently certify club accounts. Note: Since the club's financial operations are recorded 

under the Association tax returns, clubs do not obtain a separate Federal Employer Identification 

Number, or otherwise file separate Internal Revenue Service tax returns. 

 

4.2  Management Review: As part of its overseer responsibilities, the Association may 

periodically request to review a club's financial records and related documents. Any attempts to 

delay or disrupt such a review by club members may place the club’s charter at risk 
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4.3  Insurance: The Association maintains full policy coverage for all general 

membership activities and programs. However, some coverage is not extended to 

chartered clubs. 

A. Property purchased by clubs becomes the property of the Association and 

is therefore covered under the Association’s master policy, subject to the terms, 

conditions and limitations of that policy. All personal items used in club activities 

are not covered under the Association’s policy. 

 

B. Liability exposure for club activities is also covered by the Association’s 

master policy, subject to terms, etc. However, some activities conducted off-site are 

personal assumptions of risk. 

 

C. Directors and Officers coverage is not extended to club accounts, since club 

accounts are maintained separately from the Association accounts, and are not 

considered to be under the direct supervision of the Association officers or staff. In 

this same regard, club bank accounts are not covered under the Association’s master 

policy. 

 

D. Record Retention Schedule: 

Correspondence and meeting minutes – 3 years.  

 Financial records – 7 years (prior to current year).  

 Attendance Records – current and prior year.  

 Charter approval – life of the club. 

4.4   Club Dissolution: If a club disbands or its charter is revoked, all club monies and 

equipment shall be transferred to the Association. In all situations, club approved debts must be 

satisfied by the club prior to final dissolution. 

 

5. Fees and Charges 

5.1 Facility Use and Maintenance: Rental fees for the use of the Association facilities are 

established by the Association Board and may be revised periodically. If a club requires unusual 

or special requirements for the set-up and take-down of a facility, the Association reserves the 

right to charge that club for additional incurred expenses. 
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5.2   Admission Fees: In the event a club charges admission fees to offset related 

expenses for special functions, special events or any tournaments by inviting participants living 

outside of Sunflower, clubs are encouraged to retain a reasonable amount of revenue, above 

expenses, to assist in future requirements. 
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APPENDIX A (By-Laws) 

Article 1-General 

MANDATORY 

Section A - Name of Organization 

Section B - Purpose of Organization 

VERBATIM  

Section C - These by laws willfully comply with the Sunflower Community 
Association's (SFCA) bylaws, and club rules, regulations and procedures. In the event 
of a conflict between these bylaws, the governing documents of the SFCA shall 
prevail. 

VERBATIM  

Section D - This organization shall be operated as a nonprofit Association in 
accordance with Arizona statutes, and the bylaws of the SFCA. 

OPTIONAL   

Section E - Other 

MANDATORY 

Article II - Membership 

VERBATIM 

Section A - Membership shall be open to all members in good standing of the SFCA. 

Section B - There will not be preconditions for membership, nor will members be 
required to join any national, state, or regionally affiliated organization. 
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In some instances, national, state or regional membership may be necessary to compete 
in sanctioned tournament or league play. 

Section C - Guest privileges are specified in the rules, regulations, and procedures. 
Refer to charter club rules and regulations. 

Section D - Dues - amount of dues will be determined annually on the 
recommendations of the club board and approved by a majority vote of the club 
members attending the meeting after a quorum has been established. 

 

MANDATORY  

Section E - Other (e.g., disciplinary actions). The following are recommended for 
club disciplinary actions (in case of a serious violation, more appropriate action 
may be taken): 

1. First offense - a written warning from the club. 
2. Second offense - a short term suspension by the club. 
3. Third offense - a longer -term suspension by the club. 
4. Fourth offense – termination recommended by the 

Manager to the Associations Board of Directors. 

A club may recommend membership termination at any stage of the disciplinary 
process depending on the level of the violation. Any temporary suspension will 
remain in effect until the Associations Board of Directors makes a final 
determination. Any suspended or terminated club member has the right to appeal 
to the Associations Board of Directors. 

Article III - Club Board Presidency 

MANDATORY 

Section A - The club board shall consist of (at a minimum) a president, vice- 

president, and secretary/treasurer, 
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VERBATIM  

Section - B The club board must be elected by a majority vote of the club's 
membership at the club's annual meeting after a quorum is established and shall 
serve without compensation. An officer cannot serve as an independent 
contractor, however, an officer may volunteer instructional services. 

MANDATORY  

Section C -Terms in office and responsibilities of officers (delineate). 

MANDATORY  

Section D - Other (e.g., vacancies in office, impeachment) 

Article IV - Meetings 

MANDATORY 

Section A - Frequency of meetings. At a minimum, there will be 
two (2) business meetings conducted each calendar year. 

 

Section B - Provisions for calling and recording meetings. Minutes will be taken by the     
secretary to document all business sessions, and approved by the club president. 
Minutes, as well as other pertinent administrative records, will be retained for a period 
of three (3) years. 

Section - C Voting and quorum requirements 

1. Membership and club board meetings. 
2. Quorum for membership meetings and club board meetings (50% + 1). 
3. Refer to Roberts Rules of Order for assistance in parliamentary procedures. 
Please note that stated bylaw provisions take precedence over Roberts Rules, 
i.e., anything not stated in the bylaws shall be referred to Roberts Rules for 
parliamentary rule. 

Section D - Other 
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Article V - Financial 

VERBATIM  

Section A - Financial records will be retained for a period 7 years.  

 

MANDATORY  

Section B - Specified dollar limitation on expenditures of club funds by other than a vote 
of the general membership. (Only expenditures of $15 or less can be paid by petty cash). 

VERBATIM  

Section C - Financial records must be audited on a yearly basis by individuals other 
than those elected to the club board. The results of the report of audit will be presented 
to the general membership and duly recorded in the applicable minutes of such 
meeting. A copy will be provided to the Manager 

MANDATORY  

Section D - Other - i.e., check-signing provisions, inventory requirements. 

Article VI - Committees 

VERBATIM 

Section A - Committees and/or chairpersons may be elected by the general membership or 
appointed by the club board. 

Section B - Permanent (standing) committees, at a minimum, will include safety and audit. 

OPTIONAL (Clubs with large dollar requirements should consider this section as 

mandatory) 

Section C - Audit Committee. 
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Article VII - Amendments 

VERBATIM 

To amend the bylaws of this club requires a two-thirds vote of the membership. 
Procedures for filing for amendment(s) are as follows: 

1. The Manager shall review the proposed amendments prior to submittal to the 
club membership, 

2. Proposed amendments shall be well publicized to the membership one-month 
prior to the vote. 
All amendments must be voted upon and approved by the membership. Unless specified 
in the bylaws, a quorum is considered to be a simple majority of the entire membership 
(50% + 1). If changed in the bylaws, the number selected needs to be as large as can be 
reasonably expected to be present at all meetings. 

3. A complete revised set of the club's bylaws will be submitted to the Manager for initial 
approval. The amended bylaws require the approval of the Manager prior to 
implementation. The results and date of the membership vote should be duly noted on the 
document submitted. 

Article VIII – Dissolution 

      VERBATIM 

Prior to club dissolution, all property and assets shall be turned over to the SFCA. In the 
event that club-incurred debts are not satisfied by club assets, members may be held liable. 
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APPENDIX B  

APPLICATION FOR CHARTER 

Date: Name of Club:  

Purpose of Club: 

Number of persons interested: 

Frequency of Meetings and Regular Club Activity Times: 

Facility Space Desired: 

Financial Plan (Identify Basic anticipated Expenses and Proposal for Offsetting Revenue): 

If the proposed club appears to be a duplicate of an existing club, please explain why an 

additional club is needed, or differentiate the two clubs: ________________________  Initial 
club leaders. This group will be considered to be the interim club executive board until a full 

slate is proposed and elected by the membership. At a minimum, this group will include interim 
president, vice-president, and secretary/treasurer: 

Position 

President_____________________________________ Phone Number ________________ 

Vice  President_________________________________ Phone Number ________________ 

Secretary/Treasurer_____________________________ Phone Number ________________ 

 

Approved August 4, 2010 
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APPENDIX C  

INITIAL MEMBERSHIP ROSTER 

The names listed below represent the initial membership roster for the proposed 

Club. 

Note: Clubs require a minimum of 20 initial members. 

NAME 

ASSOCIATION  
MEMBER NUMBER NAME 

ASSOCIATION  
MEMBER NUMBER 
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APPENDIX D  

CHARTER CLUB ANNUAL REPORT OF INCOME & EXPENSES 

CLUB NAME: 

Balance Reported to HOA September 30 th, 20____ $ 
(prior year) 

Add: 

Total of all income received. $ ___________   

Include all revenue sources: 

Dues, fundraising, donations, 

Etc. 

Minus: 

Total of all expenses incurred. $ __________ 

Include all expenses: supplies  

gifts, fees, etc. 

Fiscal Year Ending Balance $ __________ 

This should equal the reconciled 
September 30th, 20___ Statement balance. 

(current year) 

Club Treasurer Club President or Other Officer 

*Note: Please use your September 30th, 20___ bank statement 

date as your cut-off date. (current year) 

 


