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CHAPTER 3 - THE PROCEDURE MANUAL 

Adopted:  04/1992 

Revised:  07/1995; 01/1998; 04/1999; 03/2004; 02/2007 

PURPOSE 

This manual is a summary of policies and procedures  adopted by the United 

Doberman Club Board of Directors.  It should be use d as a supplement to, but should never 

replace the UDC Constitution and Bylaws in formulat ing administrative decisions.  

The Vice President reviews and updates the procedur e manual during November of 

each year to reflect changes to policies or procedu res enacted by the Board of Directors.  The 

Vice President also updates the calendar and commit tee lists found as appendices to the 

manual.  The Vice President will provide a copy of the updated manual to each Board 

member during January of each year, and will also p rovide copies of the manual to all 

incoming Board members following the announcement o f election results each year.    

This manual is a guide to administrative procedures  of the Club.  It cannot cover 

every eventuality, and individual interpretations m ay be required. When in doubt, consult 

the UDC President and/or Board of Directors. 
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FINANCIAL ACCOUNTING 

A. GENERAL 

1. All expenditures must be approved by the Board of D irectors. 

2. Exceptions: 

a) Reasonable and customary expenditures for Board mem bers required by their 

position, including the replacement of supplies.  

b) Unusual or large expenditures should be approved by  the Board.  Committee 

chairmen may spend up to $50 on the operation of th eir committee without specific 

Board approval. It is advisable, however, for the B oard to approve a limit of 

expenditure when a committee is appointed.   

c) The President may approve expenditures up to $250 e ach for miscellaneous 

projects, when the time required for Board action w ould jeopardize the project success. 

He may also approve over-expenditures of $50 or 10%  of approved amount, whichever 

is greater. 

3. Usually, approval of a project by the Board is assu med to include automatic approval of 

moneys to implement it. 

B. TRANSMITTAL OF FUNDS 

1. All moneys transmitted by mail to or from the Club should be by check or money order 

or electronic money transfer. 

2. The Treasurer will impose an insufficient funds che ck penalty on all NSF checks to be 

paid by the issuer of the worthless check.   

C. GENERAL FUND 

1. The General fund may be divided into different acco unts, such as the FOCUS Fund, the 

Competitors Fund, the Health Fund, the Storehouse o r other funds.   

2. The Treasurer may keep all or part of these Funds i n savings or checking accounts, or 

certificates of deposit.   

3. The Treasurer is responsible for making proper jour nal entries in an accounting 

computer program.  

4. Large withdrawals require dual signatures. The Trea surer, Recording Secretary, Vice 

President and President are authorized to sign.   

5. All checks are to be imprinted “Not Valid After Nin ety Days”. 
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D. OPERATING FUNDS 

1. Small incidental purchases will usually be reimburs ed after submitting an expense 

report to the treasurer. Statements for major expen ses should be submitted to the 

treasurer for payment from the appropriate UDC acco unt.   

2. The following officers or entities may be advanced the amounts indicated for an 

operating fund:   

a) President $100 

b) Treasurer $100 

c) Recording Secretary $100 

d) Corresponding Secretary $300 

e) Membership Secretary $300 

f) Breeders Directory $300 

g) Publication Editor $300 

h) Registry Administrator $300 

i) Storehouse Administrator $100 

j) Member Club Secretary $100 

k) Next Year’s Host Club $100 

l) Regional Directors (each) $100 

E. EXPENSE STATEMENTS 

1. Authorized UDC Operational expenses should be repor ted monthly to the Treasurer on 

expense forms.  

2. Receipts or statements must be included.  

3. Each bill should be itemized and show clearly what it covers. Bills for lump sums will 

not be allowed. 

F. EDUCATIONAL MATERIALS 

1. Checks received for educational materials are forwa rded to the Treasurer for deposit in 

the general fund.  

2. Expense statements should be submitted monthly or w hen expenses of approximately 

$100 have been accumulated. 

G. REPORTS 

1. The Treasurer shall render an account of all moneys  received and expended during the 

previous fiscal year at the Annual General Meeting.   
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2. The Treasurer must report at every Board meeting th e condition of the Club’s finances 

and submit an interim report detailing all items of  income and expense.   

3. The Treasurer sends a monthly summary of activities  (copies of computer statements of 

account activity) to the President. 

H. BONDING 

1. The Treasurer is to be bonded for $50,000.00. 

I.  ACCOUNTING FOR ADVANCED FUNDS 

1. Within thirty (30) days of the installation of new officers or committee chairs, the 

Recording Secretary shall make a request in writing , for the return of any unused 

funds along with a final accounting.  

2. The Recording Secretary will keep a copy on file an d forward the original to the 

Treasurer.    

J. ONLINE PAYMENTS FOR PRODUCTS AND SERVICES 

1. Members may pay for UDC products and services via P AYPAL by sending a payment 

directly to treasurer@uniteddobermanclub.com .  All such payments MUST include 

information about what is being purchased. 

2. The webmaster is authorized to use PAYPAL to collec t entry fees from the online entry 

system. 

K. SCHEDULE OF FEES 

1. A current schedule of fees may be found in the Appe ndix to this Procedure Manual.  

II.  CORRESPONDENCE, MAILINGS AND NOTICES 

A. GENERAL 

1. Each officer or appointee should handle his own cor respondence. Correspondence may 

be referred to a more appropriate person if the cor respondent is advised of the 

referral.   

2. Use of only letter size paper (8 1/2 x 11) or UDC p ostal cards is encouraged.   

3. All outside communication by any officer, Board mem ber, or committee chairperson 

shall not be on official UDC stationery or signed u sing any title unless authorized 

by the President.   
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4. When information is to be sent to the entire member ship of the club, it will be 

published in the FOCUS, included as an insert to th e FOCUS, or sent out in a 

direct mailing.   

B. DUAL MAILINGS   

1. General mailings should go out to all members even when it represents dual mailings 

to members of the same family.  

C. COPIES TO OFFICERS AND BOARD 

1. When a general mailing is made, each officer and Bo ard member should receive and 

advance copy of the mailing. This allows them to be  familiar with the mailing by 

the time it is received by the general membership. 

D. MAILINGS - POSTAL TYPE 

1. Bulk mailings or multiple bulk mailing permists may  be used where practical to save 

money.   

2. Third class mailings may also be used in place of b ulk mailings.   

3. Official letters to members, such as the Notice of Meetings, Renewal Notices, Ballots 

and Officer Nominations MUST BE BY FIRST CLASS MAIL  with a mailing to 

each member. 

E. MAILINGS AND NOTICES - CONSTITUTIONAL REQUIREMENTS 

1. Dues notices - no less than thirty (30) days prior to the annual membership 

anniversary date (Membership Secretary).   

2. Nominating Committee - Must be chosen by January 1s t (Board).   

3. Nominating Committee Slate - Mailed to each member by February 1 st (Corresponding 

Secretary).   

4. Additional nominations received by March 1st (Corre sponding Secretary).   

5. Ballots for election of officers - on or before Mar ch 15th (Corresponding Secretary).   

6. Notice of Annual Meeting - 30 days prior (Recording  Secretary).   

7. All notifications of matters requiring a vote (Corr esponding Secretary).   

8. Monthly list of new member applicants to the Board of Directors for approval of new 

active members (Membership Secretary). This mailing  may also be by email. . 

F. ESSENTIAL MAILINGS 

1. Minutes of the Annual General Meeting to be publish ed with the next available issue of 

the FOCUS (Recording Secretary).   
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G. MISCELLANEOUS MAILINGS 

1. U.D.C. Focus - March 1, May 15, August 30, November  30. (Editor of the FOCUS)   

2. Membership list - September (Membership Secretary)   

3. Member Club reminders on host club bids - by Member  Club Secretary. 

H. MAILINGS BY THE CORRESPONDING SECRETARY 

1. The Corresponding Secretary handles the general cor respondence, including the 

normal letters of inquiry from individuals and the correspondence of the Club.   

2. S/he is responsible for all mailed notices to the m embership: these include notices of a 

vote , ballots, nominations, and Club information.   

I.  MAILINGS BY THE RECORDING SECRETARY   

1. The Recording Secretary is responsible for sending out notices of all meetings.   

2. S/he receives all returned ballots and sends out re sults of those ballots to Board 

members. 

3. Electronic dissemination of approved meeting minute s: 

a) As soon as the Board approves the Executive Summary  of a set of minutes, the 

Recording Secretary will posted that Executive Summ ary to UDC-Official and sent to 

the FOCUS editor for publication. 

b) As soon as the Board approves the full version of a  set of minutes, those minutes 

will be uploaded as a pdf file to UDC-Official. 

c) The approved minutes will also be sent as an indivi dual email to all members in 

good standing who have provided a valid email addre ss as provided by the 

membership secretary, including information on how to be removed from UDC bulk 

emails. 

J. MAILINGS BY THE MEMBERSHIP SECRETARY   

4. The membership Secretary is responsible for mailing  out annual membership renewal 

notices.   

5. S/he sends a list of new member applicants to the B oard once per month (this mailing 

may be sent by e-mail).   

K. MAILINGS TO MEMBER CLUBS 

1. All general mailings to the Member Clubs should be in duplicate, one copy sent to the 

Club Secretary and another to the Delegate, regardl ess of where the mailings 
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originate. Included in the policy are general instr uctions or advice, ballots, judge 

nomination solicitations, minutes, and official pub lications.   

2. The Officers, Board members should be furnished a c opy of general mailings directed to 

Member Clubs.   

III.  FILING 

A. OFFICIAL CLUB FILES 

1. The Recording Secretary maintains the official club  files. A copy of any letter and the 

related correspondence which may be needed for main taining the continuity of 

club operation should be forwarded to the Recording  Secretary for filing.   

2. The Recording secretary may archive files at his/he r discretion. 

B. WORKING FILES 

1. Each officer or appointee is expected to maintain h is own files and to have these in a 

condition suitable for passing on to the next perso n filling his position.    

IV. VOTING PROCEDURES 

A. MEMBERSHIP APPLICATIONS 

1. These are a specific type of motion and are covered  in the constitution. These are 

presented to the Board of Directors each month by t he Membership Secretary via 

the UDC Board official email list for voting.  The Membership Secretary will 

present an alphabetical list of new member applican ts to the Recording Secretary.   

2. An application for membership which has received a negative vote by the Board, may 

not be resubmitted to the Board for a minimum of si x (6) months from the date of 

application. Dues accompanying such application wil l be refunded.   

3. The Board may vote to hold an application for 6 mon ths in order to investigate the 

applicant. 

 
B. RECOMMENDATIONS AND BOARD CONSENSUS  

1. Occasionally the Board may ask for recommendations when a binding vote could be 

troublesome or when it is not desirable to have the  subject appear as a formal 

motion.   

2. Occasionally the Board may approve matters after an  informal polling of Board 

Members. This will be known as Board Consensus. Any  Board Member may ask 
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for a formal vote and the Board will be required to  take a formal vote on such a 

matter.   

C. COUNTING  BALLOTS 

1. The UDC will use an independent concern for the tab ulation or verification of balloting 

for the election of Officers and Board members.   

D. BOARD BALLOTING BY MAIL 

1. Any board member may originate a mail ballot.   

2. Except as noted in item (4) below, all mail ballots  to the Board are mailed by the 

Corresponding Secretary and returned to the Recordi ng Secretary.   

3. Two ballots are mailed to each officer and Board me mber, one is to be returned and the 

other is for the voter’s files.   

4. The following specific types of mail ballots are di stributed by and returned to the officer 

indicated.   

a) Ballots granting grace periods to members whose due s have lapsed are by the 

Treasurer.    

b) Ballots on Member Club matters will be generated by  the Member Club Secretary 

for constitutional changes, and the Membership Secr etary for membership acceptance.     

c) Individual membership applications are by the Membe rship Secretary.   

d) Results of all ballots should be sent to all office rs and directors. (Recording 

Secretary).   

V. ELECTRONIC BOARD MEETINGS & DISCUSSIONS 

A. GENERAL 

1. The Board may conduct meetings by electronic means including, but not limited to 

telephone conference calls, email discussion lists such as Yahoo groups, or online 

forums or bulletin boards.   

2. There are currently two active Yahoo groups adminis tered by the UDC: 

a) UDC-Official – Official email list for members only .  This list is used for official 

announcements, dissemination of meeting minutes, an d general chat on club and 

training topics.   

b) Newboard – Official email list for the UDC Board of  Directors.  This list is used for 

conducting discussions and online meetings of the U DC Board.   
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3. The UDC website has a forum that can also be used f or meetings, but it is not currently 

in use. 

4. The procedures outlined above for mail balloting wi ll be followed is so far as they are 

practical.  The UDC Board may alter electronic meet ing procedures by a simple 

majority vote, provided that such changes do no con flict with the UDC 

Constitution and Bylaws.   

5. The UDC Board may vote to hold regular meetings on a day certain each month by a 

simple majority vote.  Once this day certain is est ablished by a majority vote of 

the Board, requirements for notification of remaini ng meetings for the current 

term of office will be considered to have been met.    

VI. FOCUS   

A. GENERAL   

1. The FOCUS is the official publication of the United  Doberman Club, published 

quarterly in March, June, September, and December. 

2. The purpose of the FOCUS is informational and educa tional.  It is not expected to 

generate revenues exceeding its cost of production.   While the FOCUS editor and 

liaison should make efforts to generate ad sales to  pay for the cost of the FOCUS, 

the Board is prepared to subsidize the cost of each  issue of FOCUS up to 

$2000.00.   

3. The FOCUS includes a “BRAGS” page whereby members c an purchase space to publish 

a BRAG for up to 25 words.  Information about how t o submit a “brag” may be 

found in the FOCUS.  

B. PHOTOS AND ADVERTISEMENTS   

1. Any photo taken at a sanctioned trial may be used i n a FOCUS advertisement, 

provided that the photo includes information about the event.  Photos of 

protection training  may be accepted for publicatio n when the dog is shown 

gripping equipment or doing obedience in the presen ce of a helper/decoy.   

2. The FOCUS editor and FOCUS chair will have the righ t of refusal should a photo be 

questionable for any reason. 
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VII.  MEMBERSHIP LISTS 

A. GENERAL  

1. The Membership Secretary prepares and maintains a c omputer database of members 

and member clubs.  The UDC membership list may be m aintained in a password-

protected members-only location on the UDC website.   As the membership 

database is updated, the Membership Secretary shall  forward changes to the 

Webmaster for inclusion in the online membership di rectory.  

2. The Member Club Secretary should forward changes of  the Member Club Secretaries 

and Delegates to the Membership Secretary, the Reco rding Secretary and the 

Treasurer.   

3. Mailing labels and/or membership lists may be secur ed from the Membership Secretary 

for the conduct of ordinary Club business. 

B. ADDRESS CHANGES   

1. All address changes should be forwarded to the Memb ership Secretary. 

C.  MEMBERSHIP STATUS AND DUES  

1. All memberships will run from July 1 to June 30 of each year.  Annual membership 

dues are payable by June 30 of each year.   

2. Current charges for dues may be found in the Curren t Schedule of Fees in the 

Appendix to this manual. 

3. The Membership Secretary will mail a dues renewal n otice to all current members by 

April 30 of each year. 

4.   The Treasurer will give the Membership Secretary a list of members whose dues are 

in arrears, and a list of any members who have been  reinstated. 

5. Members who are more than 60 days in arrears for du es will be dropped from 

membership and must re-apply as a late renewal. 

6. Members who elect to pay by automatic deduction fro m their credit card will receive a 

credit. 

VIII.  WEBSITE   

A. GENERAL   

1. The UDC website is managed by the UDC Webmaster, wh o is appointed by the 

President and approved by the Board of Directors.   
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2. The Webmaster may select members of UDC to assist i n the development and 

maintenance of the website.   

3. The domain name for the UDC website shall be www.uniteddobermanclub.com . 

4. The website is an educational resource for Doberman  owners and Club members, with 

information about Dobermans and their conformation,  health, temperament and 

training.  The website also provides members and po tential members with 

information about joining the Club, Club business a nd upcoming events.   

B.   NATIONALS ONLINE ENTRY SYSTEM   

1. The webmaster is authorized to establish an online entry system on the UDC website 

for the Nationals each year.  Payments for entries shall be processed through 

Paypal, and no sensitive information such as credit  card numbers or social 

security numbers shall be collected from exhibitors .   

C. SHOW AND TRIAL FORMS   

1. The webmaster is authorized to publish official UDC  show and trial forms on the UDC 

website for the use of UDC member clubs in hosting local and regional shows and 

trials. 

2. Facsimiles of these forms may be generated by the o nline entry system for Nationals 

competition each year.   

D. ONLINE BREEDERS DIRECTORY   

1. Individuals who purchase listings in the Breeders D irectory issue of FOCUS shall also 

receive a plain text listing in the online version of the UDC Breeders Directory.  

Individuals who purchase a full page ad in the Bree ders Directory issue of 

FOCUS and a Breeders Directory listing will receive  a link to a PDF version of 

their FOCUS ad. 

2. Online Breeders Directory listings may be purchased  after the print deadline for the 

same cost as a printed Breeders Directory listing b y completing the Breeders 

Directory listing form and submitting payment to th e UDC webmaster.  The 

listing may be renewed at the time that the next pr inted Breeders Directory is 

published.   

3. Only UDC members may advertise in the online UDC Br eeders Directory.   

E. LITTER ANNOUNCEMENTS   
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1. Members may purchase breeding or litter announcemen ts for an unlimited period of 

time with a two-month minimum.   

IX. MANUALS  

A. GENERAL 

1. There are four manuals used to conduct the business  of the United Doberman Club. 

a) The Administration Manual covers the overall workin gs of UDC as a club.  It 

contains the constitution, procedures, membership -  individual & member club, 

judge’s program, registration, event hosting, champ ionship qualifications, world 

contacts, UDC storehouse, and internet communicatio ns.   

b) The Breed Manual covers the maintenance of the Dobe rman Breed.  This manual 

contains the AKC & DV/FCI standards, health issues,  conformation show regulations, 

the new breed survey programs, and temperament test ing.   

c) The Performance Manual contains rules and regulatio ns for the various working 

events. It contains Working Dog Rules which covers Schutzhund, IPO, AD, and 

Tracking. It also contains UDC Obedience rules, FCI  Agility Rules, an overview of 

French Ring, and requirements for Therapy and Versa tility.   

d) The Health Manual remains to be developed.   

2. The Vice President shall have primary responsibilit y for coordinating input for the 

various sections of the manual from the appropriate  persons.   

3. The Vice President is responsible for publishing a summary of rule changes and other 

changes to the manuals enacted in the previous year  by December 1 of each year, 

and shall forward the summary to the FOCUS editor f or publication in the first 

quarter FOCUS.  

B. Format of Manuals   

1. The manuals are divided into Chapters, each of whic h shall be maintained as an 

individual computer file. 

2. Where possible, the manual chapters should be numbe red using a standard numbering 

system.  Each page of each chapter should contain a  header which includes the 

name of the manual to which it belongs, i.e. Admini stration Manual, along with 

the name of the chapter, i.e. Chapter 3 – Procedure  Manual.  Each page should 
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also contain a footer which states the chapter file name and page number, i.e. 

ProcedureManual200702.doc, Page X of Y. 

3. The chapter filename should include the chapter nam e and the version number, which 

consists of the 4-digit year of publication followe d by the 2-digit month of 

publication:  ProcedureManual200702.   

4. The manual shall be created in a commonly used word  processing program such as 

Microsoft Word or Corel Wordperfect and converted t o PDF for publication on the 

website and for print.   

5. Information which changes frequently should be prep ared as an Appendix to each 

manual. 

X. DUTIES OF OFFICERS, DIRECTORS AND APPOINTEES 

A. President (Art. III Sec. 2(a))   

1. An incoming President should study the constitution , the procedure book, the minutes 

of the past few years and the reports of officers a nd chairmen. She should consult 

with the outgoing President about the future direct ion of the club.   

2. The President presides at all meetings. The latest edition of “Roberts Rules of Order” 

shall serve as a guideline for all meetings of the Club and its directors as far as 

they are applicable and not inconsistent with the C lub Constitution and By-Laws, 

in which case the Club Constitution and By-Laws sha ll take precedence.   

3. S/he prepares the agenda for the Annual General Mem bership meeting at the national 

convention.   

4. S/he serves as an ex-officio member of all committe es except the nominating committee.    

5. S/he works closely with each committee chairman, de veloping the committee goals or 

objectives, defining their responsibilities and see ing that an adequate budget is 

approved. S/he should also be aware of each committ ee’s past and present work.    

6. S/he works with the Treasurer and Finance committee  to formulate a sound and 

practical budget, enabling the club to achieve its objectives and not deplete the 

treasury to a dangerous point.    

7. The President and the Treasurer should ensure the b udget is carefully administered 

and adhered to.    
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8. The President will co-sign with the Treasurer all m ajor checks covering approved 

expenses. In the absence of the President, the Reco rding Secretary may act as co-

signer.    

9. The President prepares an annual review for the clu b, and his recommendations for the 

future . This report is never adopted as a committe e report. It summarizes 

programs and projects and indicates the extent to w hich the club’s objectives have 

been met. Its recommendations should be discussed i n a general or Board meeting 

and action taken.   

10. The President is a member of the Board of Directors .  

B. VICE PRESIDENT (Art III, Sec 2(b))   

1. The Vice President shall have the duties and exerci se the powers of the President in 

case of the President’s death, absence, or incapaci ty.    

2. The Vice President reviews and updates the procedur e manual during November of 

each year to reflect changes to policies or procedu res enacted by the Board of 

Directors during the past year.   

3. The Vice President also updates the Club’s annual C alendar of Events and List of 

Committees found as appendices to the procedure man ual.  

a)   The calendar includes:  

1) Important dates and deadlines as prescribed in the Constitution; and,  

2) Dates for National Competitions during the coming y ear, thereby avoiding 

conflict dates within UDC and major AWDF Events. Th is may include UDC 

regional events and activities.   

b) The list of committees includes committee chairs an d members, as of November 1 of 

the current year. 

4. The Vice President provides copies of the Procedure  Manual to all incoming Board 

members following the announcement of election resu lts each year.    

5.   The Vice President forwards a summary of the chan ges in the Procedure Manual, 

including the UDC Calendar of Events and the curren t committee list to the 

FOCUS editor to be published in the 1 st quarter issue of FOCUS each year.   

6. The Vice President coordinates the revision of the UDC Manuals by various officers, 

directors and appointees to reflect changes in rule s and regulations adopted by 

the UDC Board of Directors. 
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7. The Vice President is a member of the Board of Dire ctors. 

 
C. RECORDING SECRETARY   

1. The Recording Secretary shall make and preserve the  records of all meetings of the 

Club and of the Board. S/he records all votes taken  by the Club. S/he is 

responsible for all matters of record.    

2. S/he shall record minutes of all club meetings incl uding the Annual General Meeting 

and any special meeting. S/he assists in the prepar ation of records necessary for 

the conduct of the Club’s business.   

3. S/he maintains a complete file of the ordinances, C onstitution and By-laws and all 

revisions, resolutions and other official club acti ons, and General Club affairs.   

4. S/he mails notice of special meetings to all member s at least 14 days and not more than 

30 days prior to the meetings.   

5. S/he receives any petitions from members that call for a special meeting.   

6. S/he receives written disciplinary charges and forw ards a copy of the charge to each 

member of the Board. S/he issues any further notice s if the Board accepts 

jurisdiction.   

7. Accepts written petitions for amendments to Constit ution and By- Laws.   

8. Notifies all members of Board’s recommendation on a mendments within 3 months of 

date when petition received.     

9. S/he is a member of the Board of Directors.   

D. TREASURER    

1. The Treasurer is the Chief Financial Officer of the  club. S/he is responsible for all funds 

received and disbursed by club.   

2. The Treasurer shall report to the Board at every me eting the condition of the Club’s 

finances. S/he shall provide updated reports at eac h meeting.  Reports shall 

include: 

a) Statement of Receipts and Disbursements 

b) Statement of Net Worth 

c) Statement of Changes in Financial Position 

3. S/he shall prepare or arrange for the preparation a nd filing, of all necessary Federal 

and State tax forms.   
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4. Prepares forms to the state of New York along with the annual incorporation fee, and 

file any additional required not-for-profit forms.   

5. S/he prepares Annual Financial Report as of March 1 5 of each year.   

6. S/he secures and has prepared by an independent qua lified third party, an audit of the 

annual report for the Board of Directors. The audit  may be waived by the Board. 

The Board shall vote on such a waiver.  

7. S/he arranges satisfactory banking services for the  funds of the club and secures Board 

approval for same.   

8. S/he secures signature cards for bank deposits and files with approved bank. Each 

account should have three authorized signatures, th ese being the President, the 

Treasurer, and the Recording Secretary.   

9. The Treasurer will maintain UDC accounting books wi th a computer program and will 

track all moneys through a chart of accounts.    

10. The Treasurer will perform accounting entries month ly and will make a summary 

available to the Board for inspection.  The books o f the Club shall be open to 

inspection by the Board at all times.   

11. S/he maintains accurate records of all disbursement s made by the club and submits a 

monthly summary to the President.    

12. S/he maintains accurate records of all receipts fro m dues, club projects and other 

sources generating income to the club and submits a  monthly summary to the 

President.   

13. As chairman of the Finance Committee, the Treasurer  accumulates financial data for 

the required periods and with the financial committ ee prepares a projected budget 

for Board approval for the coming year. This Budget  shall be submitted and 

approved at the Mid Year Board Meeting.    

14. S/he makes arrangements for necessary bonding in su ch amount as the Board of 

Directors shall determine.   

15. S/he secures appropriate insurance coverage to be a pproved by the Board of Directors.   

a) Liability   

b) Officers & Directors 

16.   S/he makes arrangements to invest club funds over  and above that balance needed to 

be carried in the club’s checking account. This req uires Board approval. 
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17. S/he is a member of the Board of Directors.   

18. Schedule of Treasurers Duties:   

a) January:  Prepare forms for area IRS office. 

b) February:  Prepare annual transmittal letter for ar ea IRS due Feb. 15th. 

c) March: The Treasurer must send a Financial Report t o the Recording Secretary for 

publication prior to March 15. 

d) April: Prepare annual report. Arrange for Treasurer ’s bond, banking service and 

auditor. 

e) May: By May 15th, mail 990 to area IRS. Check that entries form various 

secretaries reconcile with Treasurer’s books. 

f) November: Prior to November 30th the Treasurer shal l send a Financial Report to 

the Recording Secretary to be published. 

g) December: The Treasurer closes the books by Decembe r 31. 

E. CORRESPONDING SECRETARY   

1. The Corresponding Secretary shall have charge of th e general correspondence of the 

Club and carry out such other duties normally ascri bed to the position.  

2.  The Corresponding Secretary receives the slate of candidates for the annual election 

from nominating committee, and mails the list to ea ch member of the club on or 

before February 1 of each year.   

a) If one or more valid additional nominations are rec eived on or before March 1, s/he 

shall, on or before March 15 mail to each member in  good standing, a ballot listing all 

the nominees for each position to be returned to Re cording Secretary.  

b) Important Dates:   

1) Jan. 1 - Deadline for advising the members of the n ominating committee of their 

selection. (Chosen by Board of Directors)    

2) Jan. 25 - Deadline for receiving report of nominati ng committee by 

Corresponding Secretary.   

3) Feb. 1 - Deadline for Corresponding Secretary to ma il nominating slate of 

candidates to all members plus a description of the  method to be followed for 

petition nominations.   

4) Mar. 1 - Deadline for Corresponding Secretary to re ceive additional nominations 

signed by a petition of 10 members in good standing  plus signature of nominees 
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willingness to run and to abide by provisions in th e constitution and by-laws or 

any Board policy in effect as of that date. If no v alid additional nominations are 

received by March 1, the nominating committee’s sla te shall be declared elected 

at the time of the annual meeting and no ballots re quired.   

5) Mar. 15 - Deadline for Corresponding Secretary to m ail ballots to all members if 

such is necessitated by additional nominations.   

3. The Corresponding Secretary answers letters request ing information.   

4. S/he supplies single copies of the current UDC Bree der’s Directory, Membership List, 

the Doberman Standard, the UDC Constitution, a list  of reading material on the 

Doberman and other helpful pamphlets.   

5. The Board MAY conduct business by mail through the Corresponding Secretary.   

6.   S/he is a member of the Board of Directors.   

F. MEMBER CLUB SECRETARY   

1. The Member Club Secretary shall maintain a roll of the Member Clubs along with their 

constitutions and bylaws and membership rosters.   

2. S/he maintains a current list of Officers and Membe rs of all member Clubs.   

3. S/he maintains a current list of Member Club Secret aries, Delegates and Alternate 

Delegates to the UDC.   

4. The Member Club Secretary shall act as Chairman at meetings of the Member Club 

Executive Committee and take minutes.   

5. S/he will maintain a roster of Member Club show dat es and trials and assist Clubs with 

show planning.   

6. S/he shall respond to inquires for the formation of  new Member Clubs.   

7. S/he will help guide new groups through the process  of starting a new club.   

8. S/he maintains correspondence with the Member Clubs , local clubs, individuals and to 

groups organizing local Doberman Clubs as needed.   

9. S/he provides support during the first event the ne w Member Club attempts.   

10. S/he provides support to Member Clubs bidding for t he Nationals.   

11. S/he serves as chairman of the Member Club Constitu tional Review Committee.   

12. S/he is a member of the Board of Directors.  
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G. MEMBERSHIP SECRETARY   

1. The Membership Secretary shall maintain an accurate  roll of active members and their 

addresses, phone numbers and email addresses on a c omputer data base.   

2. S/he shall receive applications for Membership and prepare a list each month of new 

member applicants for approval by the Board.   

3. The Membership Secretary shall mail dues notices to  all members and member clubs 

no less than thirty (30) days prior to their annive rsary date.   

4. S/he transmits all dues received from new member ap plicants and renewing members 

to the Treasurer promptly.   

5. S/he is responsible for preparation and distributio n of the Membership Directory with 

addresses, telephone numbers and email addresses on  an annual basis.   

6. The Membership Secretary will print mailing labels or supply a mailing list as 

required. 

7. S/he provides new members with a membership kit. 

8. Membership Application Process:   

a) Inquiry is received - MS forwards a copy of the UDC  Pamphlet / application. 

b) Receives Membership Application - Reviews the appli cation and corrects any errors. 

c) The Membership Secretary will send the applicant’s check to the Treasurer.   

d) Un-sponsored applicants are posted on UDC-OFFICIAL email list and the Board 

email list. The Regional Director for that area is responsible for contacting the 

applicant if no sponsor is found. The Regional Dire ctor may or may not choose to 

sponsor the applicant. The UDC International Liaiso n (IL) will be responsible for 

contacting and sponsoring any new member applicants  not covered by a Regional 

Director.   

e) The Membership Secretary will return checks from un -sponsored applicants and 

inform the applicant that a UDC sponsor could not b e found.   

f) At the end of each month, the Membership Secretary will forward sponsored 

applicant information to the Board, UDC-Official, a nd the website in a password 

protected members-only section.  The posting will i nvite comments but will be cast as 

a welcome to the UDC message. 

g) The Membership Secretary will add the new member ap plicant to Membership 

database in the computer as a prospective member.   
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h) The Membership Secretary will add the applicant’s n ame to the new member 

applicant list for approval at the next Board of Di rectors meeting.   

9. The Membership Secretary will assemble the Membersh ip Kit and mail it to the 

prospective new member.  The membership kit include s 

a)  “Welcome to the United Doberman Club” letter givin g information about the 

location of critical membership documents that are available on the UDC website, 

along with additional contact information if member  is not able to access online 

materials: 

1) UDC Membership Directory:  

http://www.uniteddobermanclub.com/members_only/memb ership.php  

2) UDC Breeders Directory:  

http://www.uniteddobermanclub.com/directories/Breed ersDirectory.php  

3) UDC Constitution and By-Laws:  

http://www.uniteddobermanclub.com/rules/admin%20par t%201%20and%202.pdf  

4) UDC Code of Ethics:  

http://www.uniteddobermanclub.com/members_only/Code OfEthics200411.pdf  

5) UDC Member Clubs List:  

http://www.uniteddobermanclub.com/club/member_clubs .php 

6) UDC Board  and Regional Directors List:  

http://www.uniteddobermanclub.com/club/board.html  

7) UDC Dog Registration Form:  

http://www.uniteddobermanclub.com/registration/DogR egistration.pdf  

8) UDC FOCUS Back Issues and War Dog Print Order Form:   

http://www.uniteddobermanclub.com/market/order.html  

b) Membership card for the current year 

c) Current issue of the UDC Focus 

d) UDC Decal 

10. If some membership kit material is not available, t he Membership Secretary will send 

what is available and issue a note as to when shipm ent can be expected.   

11. At the next meeting of the Board of Directors the M embership Secretary will submit 

the new member applicant list for approval.  If a m embership is challenged by a 

member or Board member, Board members may hold the application over for a 
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period of two-weeks to allow for further discussion  and gathering of 

documentation before a final decision is made.   

12. If there is a negative Board vote for any prospecti ve member: 

a) The Treasurer will issue a refund check and mail it  to applicant with a letter of non 

acceptance and notification that the applicant may reapply after six months.   

b) The Membership Secretary will remove the applicant from the membership 

database.    

13. Materials needed by the Membership Secretary:   

a) UDC stationery and envelopes.   

b) File folders for membership applications and corres pondence.   

c) Heavy duty stapler.   

d) Postage scale.   

e) Mailing envelopes for Membership Kits.   

f) Materials for Membership Kits.   

g) Membership cards will be mailed after the dues chec ks have cleared the banks.   

14. Schedule of Duties:   

a) February. - Send Member Club Secretary a listing of  clubs with paid dues and mail 

unpaid Member Clubs a notice of delinquency by Febr uary 15th.   

b) March. - Coordinate with UDC Focus Editor for the a nnual Breeder’s Directory and 

Membership Directory.   

c) May - Have a current Member list at the UDC Nationa ls for verification of voting 

membership during the Annual meeting.   

d) June - No less than thirty (30) days before their m embership expires , mail each 

member a statement of dues for the next year. Mail a notice of delinquency if dues 

remain unpaid as of the anniversary date. 

15.   S/he is a member of the Board of Directors.   

H. REGIONAL DIRECTORS  

1. The nine regional directors serve on the Board of D irectors and perform such other 

duties as directed by the President and Board.   

2. The nine regions are: Northeast (Maine, New Hampshi re, Vermont, Massachusetts, 

Rhode Island, Connecticut, New York, New Jersey, De laware, Pennsylvania, 

Maryland), Mideast (West Virginia, Virginia, Michig an, Indiana, Ohio, Illinois, 
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Kentucky,), South ( Tennessee, Mississippi, Alabama , Georgia, Florida, North 

Carolina, South Carolina), Midcentral ( North Dakot a, South Dakota, Minnesota, 

Wisconsin, Nebraska, Iowa, Missouri), Midsouth (Ark ansas, Kansas, Oklahoma, 

Texas, Louisiana), Northwest (Alaska, Washington, M ontana, Oregon, Idaho, 

Wyoming), Southwest (Utah, Colorado, Arizona, New M exico), West (California, 

Nevada, Hawaii), Canada.   

3. The nine Regional Directors must reside within the region they represent.   

4. The Regional Directors shall be members in good sta nding of the UDC.   

5. Each Regional Director is a member of the Board of Directors.   

6. The duties of these Directors are: 

a) To support major projects as selected by the board.  These major projects may be 

internal to the club, such as investigation into ma tters of misconduct, poor dog 

management, or personal conflict. External projects  may include topics such as vicious 

dog legislation, breed banning, cropped ears, as we ll as any thing else that require 

participation.  Each Regional Director is expected to select a project.   

b) Shall attend at least one of either the Mid Year Bo ard Meeting or the National 

Convention each year.  If two consecutive Board mee tings are missed a Director may 

be replaced.   

c) To work with their assistant and the Member Club Se cretary to hold regional 

events in their 3–to-11 state region. It is also ad vantageous to nurture a state 

representative to aid in this endeavor.   

d) To support all member clubs in match judging and or ganizing show/trial events.  

e) To train people in proper show/trial paperwork.   

f) To be the first contact person for new potential me mbers in their region and to 

introduce them to other members in the area.  

g) To actively recruit new members.   

h) To promote the formation of new member clubs.   

i) To contact all members at least 2 times a year with  information about regional 

activities, summaries of board activity and request s for information for regional 

reports to the board.   

j) To solicit advertising for the FOCUS and the Nation als Catalog in their region.  
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k) To liason with local Doberman and working dog clubs  to encourage dialog and hold 

joint events where practicable.   

I.  BOARD APPOINTMENTS  (NON-VOTING) 

1. DIRECTOR OF JUDGES   

a) The Director of Judges has two areas of responsibil ity.   

1) The DOJ serves as Chairperson of the Judges Committ ee, which consists of the 

program chairpersons for each of the programs.  Alo ng with each of the program 

chairs, the Director of Judges is responsible for n urturing new apprentice judges 

and insuring competent, consistent judges for the p rogram.   

2) Compile all rule changes that have been approved du ring the year and update/ 

revise the Rules & Regulation Books. The Director o f Judges is assisted by the 

Judges committee and the Vice President in this end eavor. 

2. EDITOR OF THE FOCUS   

a) The Editor of the FOCUS is responsible for the Offi cial UDC Publication.  It is a 

quarterly publication designed to keep the membersh ip aware of the various activities 

of the Club, and to provide members with items of c urrent and historical about the 

Doberman.   

b) Desired mailing dates are March 1, May 30, August 3 0 and December 1.  These 

dates are flexible.   

c) The FOCUS editor may also be responsible for the Na tionals Catalog.   

3. REGISTRAR 

a) The Registrar maintains the records of all Doberman s registered with UDC. S/he 

will:   

1) Register Dobermans and all information concerning r egistration slips, pedigrees, 

titles and record books.   

2) Issue official UDC documentation.   

3) Record all information concerning UDC Shows and Tri als including judges, 

entries, placements, scores and titles.   

4) The Registrar will mail a report to the owner of ea ch UDC registered dog to 

review their dog’s record during January of each ye ar 

b) This person must have excellent computer and typing  skills, as well as having 

excellent organizational skills. This job requires dedication to pursue accuracy and 
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perfection when dealing with data.  The Registrar m ust be able to research a dog’s 

background and ascertain any and all information co ncerning said animal. All official 

documents must be handled in a timely manner and is sued correctly.   

4. STOREHOUSE ADMINISTRATOR   

a) The Storehouse Administrator is responsible for the  sale of Club related items:  

decals, t-shirts, patches, and old issues of Focus.    

b) S/he receives orders and sends the materials to the  purchaser. The administrator 

must be timely in shipping out by US Postal service , UPS, or Federal Express.   

c) It is a duty of this administrator to maintain accu rate inventories and setup reorder 

points for reordering/restocking inventory.   

d) S/he will work closely with the Treasurer and the M embership Secretary.   

e) The Storehouse Administrator must perform a physica l inventory at year end and 

submit an inventory report to the Treasurer. A repo rt must be submitted at the 

Annual meeting covering inventory, value, and some information about the turnover 

in stock.   

f) This position may be divided into sub categories as  needed.   

1) Shirts, Pins, Patches, Decals, Prints   

2) Rules & Regulations - Printed and CD   

3) Breeders Directory   

4) UDC Trial Material   

5) Back Issues of Focus   

6) Trophies and Awards 

5. WEBMASTER   

a) The webmaster is responsible for maintaining the UD C website.  The webmaster 

may delegate a portion of these responsibilities. 

b) The webmaster will renew the Club domain name www.uniteddobermanclub.com  

on an annual or longer basis.   

c) The webmaster will secure web hosting services for the Club website.    


