
PREFACE – This document is a general guide useful to the Board of 
Directors, existing and new, to help them understand who does what and 
when.  This document is open to discussion and revision as new members 
join the board with their new blend of talents and ideas for improvements.  

TAB 1: BOARD OF DIRECTORS & COMMITTEES 

 
Directors & Officers (Board) 
The bylaws prescribe there be 9 directors, elected by the membership at the 
annual meeting, to constitute a Board of directors.  The term of the office 
shall be for three years. Each year, a class of three members shall be elected 
by the membership to serve on the Board for a three-year term.  
Vacancies will occur 
from time to time, and 
the bylaws state “Any 
vacancy occurring in 
the Board of Directors 
shall be filled by the 
affirmative vote of a 
majority of the 
remaining directors 
though less than a 
quorum of the Board. 
A director elected to 



fill a vacancy shall be elected for the unexpired term of his predecessor in 
office.” 
Four Officers 
There are four officers defined in the bylaws; must be elected by the Board.  

• President: John McLain, 503-799-2527, john@mclainco.com 
• Vice President: Mike Brown, 503-694-8261, micsan2@comcast.net  
• Treasurer: Steve Bennett, 541-980-1550, slbennett2005@gmail.com  
• Secretary: Paul Newman, 503-709-0115, pdnewmand@msn.com 

Office of the President (McLain) 
From the By-Laws: The President shall be the principal executive officer 
of the Club and, subject to the control of the Board of directors, shall in 
general supervise and control all of the business and affairs of the Club.  
He shall, when present, preside at all meetings of the membership and of the 
Board of directors; and, in general, shall perform all duties incident to the 
office of President and other such duties as may be prescribed by the Board of 
directors from time-to-time. 
The President appoints (or can alternatively call for a Board vote) members 
and chairs of all committees.  He can also create (or alternatively call for a 
Board vote) special committees. 
Additional Responsibilities Prescribed by the Board: The president is 
accountable for actively managing both the organization of the meetings 
(especially time limits) as well as the demeanor and style of communications 
of its members.  He will act as the sergeant of arms and apply Robert’s Rules 
of Order as needed to accomplish an effective meeting. 

• President will send out agenda at least a week in advance 
• Agenda items will have a published time limit assigned to each item 
• President will usually write the monthly article for the Villager 
• President will usually act as master of ceremonies at social events 
• Assure the annual preparation of a directors’ guidebook of Roles and 

Responsibilities of the Board Officers, Committee Chairman, Bylaws, 
Policies, and other Rules adopted by the Board to organize and 
implement the business of the Board. 

Office of the Vice President (Brown) 
From the By-Laws: In the absence of the President or in the event of his 
death, inability or refusal to act, the Vice-President shall perform the duties of 
the President, and when so acting shall have all the powers of and be subject 
to all the restrictions of the President. 
Additional Responsibilities Prescribed by the Board: None. 



Office of the Treasurer (Bennett) 
From the By-Laws: The Treasurer will perform all the duties incident to the 
office of Treasurer as described below: 

• have charge and custody and be responsible for all club funds and 
securities  

• receive and give receipts for moneys due and payable to the Club,  
• deposit all moneys in the name of the Club in such banks as shall be 

selected by the Board, sign (written or online) checks of the Club; 
• disburse such funds as directed by resolution of the Board, except that 

such resolution shall not be necessary for disbursements made in the 
ordinary course of business conducted within the limits of the budget 
adopted by the Board of directors;  

• maintain proper books of account;  
• when so directed by the Board to cause an audit of the Club's books; 
• prepare and present to the Board a proposed annual budget;  
• present to the membership at its annual meeting the budget adopted by 

the Board together with the balance sheet and operating statements for 
the immediately preceding fiscal year 

Additional Responsibilities Prescribed by the Board:  
• Purchase Liability Insurance for the Board of Directors 
• File IRS Tax Returns  
• Maintain three Board members as Signatures at Columbia Bank (as of 

12/4/2018, Bennett, Meyers, and Gibbons) 

Office of the Secretary (Newman) 
From the By-Laws: The Secretary shall be responsible for all recordkeeping of 
the corporation. The Secretary shall perform or cause to be performed the 
following:  
(a) official recording of the minutes all proceedings of the Board of 
Directors and members and actions; this includes the Secretary taking 
notes at and preparing formal minutes of each regular and special meeting 
of the Board of Directors and the Membership.  
 (b) provision for notice of all meetings of the Board of Directors 
and Members; this includes the Secretary making sure the annual 
membership meeting is included in the annual calendar of events and that 
the annual membership meeting is properly noticed per the Bylaws of this 
Corporation, by giving by email and posting in the Club Room of the Pro 
Shop, 30-day notice of the time and place of the meeting.  While regularly 
scheduled meetings of the Board of Directors do not typically need to be 
noticed, special meetings do need to be noticed as set forth in Article IV, 
Section 6 of bylaws of the corporation. 
(c) Authentication (i.e. custodian) of the records of the 
corporation; this duty includes but is not limited to: (i) maintaining the 



records described in this section (ii) maintaining the official membership 
list. The Secretary has a duty to serve as a member of the Membership 
Committee to assure the custodianship of an accurate and an updated (at 
least quarterly) list of the membership which includes the post office address 
of each member. A report from GHIN meets this requirement. This list shall 
be kept in the Charbonneau Men’s Club Corporate Book (a white binder) and 
the October list shall be archived at the end of the year with the Board and 
Membership meeting minutes (iii)maintaining financial records received by 
the Board of Directors and the membership prepared by the Treasurer. The 
Board receives written monthly reports from the Treasurer of the 
Corporation and the membership receives written annual financial reports, 
including the budget for the coming year, at its annual meeting. These 
reports shall be kept in the Charbonneau Men’s Club Corporate Book and 
archived at the end of the year with the Board and Membership meeting 
minutes.  
 
(d) the preservation of the minutes of the members' and of the 
board of director's meetings in one or more books provided for 
that purpose; These minutes should be kept in the Charbonneau Men’s 
Club Corporate Book. At the end of the calendar year these minutes should 
be archived in a binder with minutes from previous years. These archival 
binders are stored in the Men’s Club storage area in the Charbonneau 
Country Club basement.    
   
(e) and, in general perform all duties incident to the office of 
Secretary and such duties as from time to time be assigned to the 
Secretary by the board of directors; among the duties assigned to the 
Secretary is to file the annual report to the Secretary of State required by the 
Oregon Statutes.   The form for this report is sent to our designated 
principal place of business, 32020 SW Charbonneau Drive, and should 
arrive a month or so before our date of incorporation, also referred to as 
our anniversary date, October 20.   This report must be completed and 
submitted with the appropriate fee on or before our anniversary 
date, October 20.  Failure to file this report will result in the 
forced dissolution of the corporation by the Oregon Secretary of 
State.    A Copy of the filed report should be kept in the Charbonneau Men’s 
Club Corporate Book and archived with the Board of Directors and 
Membership meeting minutes at the end of the calendar year. 
 
Committees and their Responsibilities (McLain) 
Five Standing Committees 
The bylaws define five standing committees comprised of members appointed 
by the president and chaired by a director: Handicap/Rules, Membership, 
Social, Tournament, Publicity/Communications.   



Special Committees & Coordinators 
The bylaws provide that the Board or president may designate special 
committees to perform specific activities as directed by the Board.  Each 
committee will have a chairman appointed by the president.   
• Nominating Committee: (prescribed in the bylaws) Vacant until Aug. 

2018 
• Nine Hole Division Committee: Chairman John Meyers 
• Invitational Tournament Comm.: Co-Chair Denny Barton and Mike 

Brown 
• Audit Committee: Chairman John McLain 

There are several Coordinators that are appointed by the President to 
represent the interests of CMC: 
• Oregon Golf Association (OGA) Coordinator 
• Joint (Niners, CWGA, and CMC) Scholarship Coordinator 
• Green Golf & Turn (CGC Inc.): Advisory Committee 

Responsibilities of Committee Chairman (McLain) 
The chairman of a committee is responsible for taking the initiative to 
accomplish activities and tasks in their area of responsibility, as defined in 
this guide and Board approved budget.   

• Committee chairman have clear authority and responsibility to be a 
leader of an area within approved budgets and defined scope of 
activities.   

• Committee chairman and officers will endeavor to communicate, in 
writing, their status reports and proposed resolutions to “all” members 
one week in advance of a Board meeting whenever possible. 

• Committee chairman and officers will read the reports and proposals of 
other committee chairs, thus endeavoring to inform themselves in 
advance of the Board meeting.  Questions and clarifying discussions 
should take place prior to the Board meetings, as much as possible.   

• Committee chairman will notify the President of agenda items (e.g. 
status reports, consent agenda items, proposed resolutions requiring a 
vote) and set time estimates for reporting and discussion.  This should 
be done with enough advance time to allow the President to publish an 
agenda in advance of the Board meetings.  Last minute Board proposals 
or short discussions of unexpected issues will go on new business 
agenda.   

• Committee Chairs are responsible to take action for their approved 
budget items and don’t require prior review or approval by the 
treasurer. This is consistent with club bylaws. 



• Chairman will recruit additional members of the club to be on their 
committees, subject to discretion and appointment of the President as 
described in the bylaws. 

Handicap & Rules Committee (Gibbons) 
From the By-Laws: There is no description of the roles or responsibilities of 
this committee.  Added Responsibilities Prescribed by the President or Board: 

• Reviews GHIN reports to identify any needed adjustments to members’ 
handicaps; makes updates in GHIN when action is required. 

• Liaison with OGA & USGA Administration 
This committee also applies the USGA rules, and defines and applies the local 
rules to all of the Men’s club tournaments, regular play on Saturdays and 
Wednesdays, and any rounds at Charbonneau that members post to GHIN.   

• Defines the Men’s Club LOCAL RULES 
• Works with Pro Shop staff to define process for determining when 

“winter rules” are to be declared for Men’s Club events. 
• Interprets and enforces the USGA and Local Rules when presented with 

a question or request for clarification from players at events 

Membership Committee (Lucich) 
From the By-Laws: This is one of the five standing committees defined in the 
by-laws, specifically to: 

• Keep a register of the post office address of each member which shall be 
furnished to the Membership Committee by each member (i.e. annual 
membership applications);  

• Have general charge of the membership records of the Club. 
Responsibilities Prescribed by the President or Board: 
OGA/GHIN Membership Database is maintained by this committee.  
This online website requires an established OGA identity and password to 
access and update membership records for the Men’s Club.   

• This GHIN database file “Men’s 18 & 9” is the source for active 
membership records for the club.  All contact information is maintained 
in this file (e.g. phone number, email, address, preference for 9, 18, or 
both. 

• This database also determines the amount billed to the Men’s Club 
based on the number of ACTIVE members on about March 10th and 
other dates throughout the year. 

• New Member Welcome process is this committee accountability. 
• There are two types of membership: regular (about 225 members) and 

public (about 3 members for GHIN only, not wanting to receive club 



email blasts.  These two types of membership are listing separately in 
GHIN. 

Social Committee (Meyers) 
From the By-Laws: There is no description of the roles or responsibilities of 
this committee. 
Added Responsibilities Prescribed by the President or Board: 

• Develop the annual budget for catering and related costs of hosting 
major events of the club 

• Plan and organize the calendar of major events of the club that involve 
food, beverages, decorations, room reservations, and catering  

• Interface with the Charbonneau Country Club for reservations for 
rooms needed for each event.   

• Monitor signups for major events to determine total number of 
attendees  

• Negotiate catering contracts, and authorize payments of invoices 
• Support other directors in organizing events requiring catering 

Tournament Committee (Larsen) 
From the By-Laws: There is no description of the roles or responsibilities of 
this committee. 
Added Responsibilities Prescribed by the President or Board: 

• Develop the annual schedule, games, rules, and prize pools for the 
REGULAR PLAY golfing events 

• Develop the annual schedule, games, rules, and prize pools for MAJOR 
EVENT golfing tournaments 

• Monitor signups for major events to determine total number of players  
• Negotiate with the Pro Shop staff for golf course fees and services in 

support of the major events, and authorize payments of invoices 
• Negotiate with Vendors for golf related materials (e.g. Tee Prizes) 
• Works closely with and supports needs of Co-Chairs of the 

INVITATIONAL TOURNAMENT committee 
• Works closely with and supports needs of 9-hole Division Committee.  

In general, each major event will have a flight for the 9-hole division, or 
an equivalent separate event (e.g. Invitational Tournament for 18/27 
holes, and a Guest Day for 9-hole competition).  

• Monitor the Scoring sub-committee and timely reporting of game 
results 

Nine Hole Division Committee (Meyers) 
Responsibilities Prescribed by the President or Board: 



The primary purpose of the committee is to honor all the input and 
suggestions by club members to sharpen the club’s focus on the 9-hole golf 
experience at the regular weekly play, as well as in major events. It is the 
expectation that this committee will explore ideas, develop plans, make 
suggestions, and have a voice and direct formal connection to the Board. 
Specifically, the committee will: 

• Examine all club competitions and activities scheduled for the golf 
season, and make suggestions to ensure that wherever possible, there 
are choices and acknowledgements of the members who desire to play 
only nine holes.   

• Make recommendations to the Board or other Committees, that ensures 
a members’ golf experience in either the 18-hole division or the 9-hole 
division is equally enjoyable from both a competitive and a social point 
of view. 

• Act as the 9-hole division ombudsman – investigate complaints and 
mediates fair settlements regarding any grievances between 18-hole and 
9-hole events and activities. 

Note: This committee represents all members of the club, with a focus on the 
9-hole division events and activities.  All members of the club are free to 
participate in either the 9-hole or the 18-hole events and activities.  There are 
some members who only play 18, and some members who only play 9, and 
some members who participate in both divisions.  

Publicity & Communications Committee (McLain/Lucich) 
From the By-Laws: There is no description of the roles or responsibilities of 
this committee. 
Added Responsibilities Prescribed by the President or Board: 

• Plan and budget for event publicity and member communications 
• Negotiate with Vendors for website, email, and other related services 
• Assure email lists are synced to the GHIN database for email addresses 

(including the preference for 9, 18, or both for emails. 
• Act as the coordination point to send email notifications to members.  

Assure that there is not an overload in members email inboxes from the 
club. 

• Send out emails in support of other committee needs.  This may be a 
one-person task, but with trained backups to assure continuity. 

• Maintain the website of information for the members at large.  
• Train as needed, other members to help with email and website 

maintenance (e.g. Secretary posts meeting minutes). 



Joint Club Scholarship Committee (Larsen) 
This is a special committee “jointly” responsible to oversee a scholarship 
process for employees of the Charbonneau Golf Course.   

• Coordinate with the CEO/President/Head Professional of CGC Inc. (i.e. 
Chris Bensel) 

• Maintain a written scholarship policy and process, jointly with the 
Niners and CWGA.   

• Make recommendations for annual CMC budget and planning 
processes. 

• The committee may include advisory members of the two women’s 
clubs 

• Publicize results in the Villager and other venues as decided upon by 
the Committee. 

The general process is: 
• The Scholarship Committee sends out about a dozen requests (see 

example letter below) for Scholarship Applications to part time 
(summer) employees that were qualified for the program.   

• Completed applications received are then evaluated by the committee 
• Generally, there are multiple awards: 2019 awarded three scholarships    
• The total amount of funds are provided by the Men’s Club, CWGA, 

Niners and private donations 
 
--- --- --- example letter to applicants --- --- ---  
CHARBONNEAU MEN’S CLUB - SCHOLARSHIP PROGRAM 
Every year the Charbonneau Men’s Club, Women’s 9 hole and CWGA 
members provide annual scholarships to qualified employees of the 
Charbonneau Golf Club.  The Scholarship Committee is now requesting 
applications by letter for this year.  Applications are to be reviewed and 
awarded to the winners in late November.  Your name and email address have 
been provided by Chris Bensel so that we can contact you directly.  Below are 
the requirements for application: 

a. Applicant must be Non-supervisory employees of the Charbonneau Golf 
Club (Pro Shop and /or Maintenance and The Turn) who are 18 years of 
age or older at the time of application. 

b. Applicant can be either full-time or seasonal. 
c. Applicants must be currently enrolled in an accredited school of higher 

education or a qualified trade school. 
d. Applicant must show a financial need. 



e. Applicant may apply by submitting a one page (81/2 X 11) narrative 
summarizing their career goals, past achievements, work history for 
CGCI, current job at Charbonneau, and a description of how the funds 
will be used. 

f. The applicant must provide documentation of proof of enrollment in a 
qualified school as outlined above. 

g. Applications must be submitted to the Head Pro Chris Benzel no later 
than September 30th of the calendar year and include contact 
information: college address, email, picture and phone number. 

h. The award of any scholarship is at the sole discretion of the Scholarship 
Committee.  All decisions are final. 

The award(s) will be presented to the recipient(s) during the” Thanks Giving” 
Holiday.  Pictures will be taken at that time and sent to the Charbonneau 
Villager in time for publication in the December issue. 
If you have any questions , please contact Chris Benzel 
(headpro@charonneaugolf.com or Laurin Larsen, Committee Chair 
(laurinlarsen@gmail.com). 
Thank you in advance for your interest.  We look forward to your application 
soon. 
Sincerely, Scholarship Committee, 9/8/2018 
--- --- --- --- --- ---  

Audit Committee (McLain) 
Added Responsibilities Prescribed by the President or Board: 
The purpose of this committee is to provide an extra level of oversight for the 
club’s financial policies and processes, to assure a prudent level of controls on 
behalf of the Board of Directors. 

• The Audit Committee is a permanent committee of the Charbonneau 
Men’s Club 

• The committee will be comprised of three members being appointed by 
the Club President 

• The role of the committee is as follows: 
o Meet twice a year; 
o Review the existing Club financial controls; 
o Review and reconcile the Club’s banks statement and financial 

statements once a year; 
o Make recommendations to Board of any necessary changes to the 

financial controls or financial reports; 
o Provide a forum for any and all club members to submit financial 

issues and concerns. 



Invitational Tournament Committee (Brown) 
Responsibilities Prescribed by the President or Board: 
This committee will have Co-Chairs, one of which will be a Board member.  
Each chair would serve a minimum two-year term, staggered so that there is 
always an experienced co-chairperson. 

 
 
 
 
 

From the published Policy on Tournaments: The Men's Invitational 
Committee will set the rules to enter and participate in prize money in the 
Men's Invitational.   
This committee includes several major processes, requiring the recruiting of 
team leaders and volunteers from the club’s membership. 
 

• Define the Schedule and Rules of Competition, Prizes, and Games 
• Develop Marketing Materials for soliciting sponsors, and for players 
• Solicit Sponsors to sign up and pay a fee to receive advertising benefits  
• Solicit Players to sign up and pay a fee to compete in the tournament 
• Coordinate the activities of CWGA and the services they provide 
• Coordinate the activities of CGCI and the services they provide 
• Monitor revenues and expenses, and adjust prize pools and other costs 

to achieve the desired Board Approved Budget expectations 
 

Invitational Tournament 2018 2019 2020 2021 
Co-Chair #1 Brown     
Co-Chair #2   Barton    
Co-Chair #3  Harp   


