ROTARY CLUB OF POULSBO NORTH KITSAP
MEMBER LEAVE OF ABSENCE (LOA) REQUEST PROCEDURE

Purpose

This procedure provides Rotary Club of Poulsbo North Kitsap members and Board of Directors a process for which a member may request approval for a LOA from regular weekly club meetings for an extended period of time as required by Club Constitution and By-laws.  A granted LOA is an excused absence and will not be counted against the member’s attendance by the club or the club’s attendance by District 5020 or Rotary International.

Process

As soon as possible after a member knows he/she will not be able to attend regular club meetings for an extended period of time, the member will request a LOA form from the Club President or another Club Officer, or access and print the form via ClubRunner.  This form (see attached) is to be completed by the requesting member and submitted to the Club President or another Club Officer for submission to the Membership Committee.

The Membership Committee will review the request at a regularly scheduled monthly meeting, or by electronic means between meetings, whichever is most timely, and will forward to the Board for approval or disapproval.  The request form will be acknowledged and signed by the Club President or Club Secretary.  A copy of the completed form will be provided by the Club Secretary to the requesting member, Membership Chair, Secretary, and Treasurer.

Administration

When a LOA is approved, the Club Secretary will update appropriate websites and reports indicating the member’s LOA.  The Club Treasurer will adjust the member’s billing in accordance with the member’s intent to keep current with district and RI dues.

References
Rotary Club of Poulsbo North Kitsap Constitution – Article VIII   Attendance, Section 2, Excused Absences - 

“A member’s absence shall be excused if (a) the absence complies with the conditions and under circumstances approved by the board. The Board may excuse a member’s absence for reasons which it considers to be good and sufficient.”

Rotary Club of Poulsbo North Kitsap By-laws – Article IX   Leave of Absence

“Upon written application to the board, setting forth good and sufficient cause, leave of absence may be granted excusing a member from attending the meetings of the club for a specified length of time.”
Rotary Club of Poulsbo North Kitsap
Active Member Leave of Absence Request

All requests for Leave of Absence (LOA) must be submitted to the Rotary Club of Poulsbo North Kitsap Board of Directors for approval/disapproval per the Constitution and By-laws.  Information requested on this form will be used to fulfill the administrative tasks associated with the member’s LOA.

The Board of Directors will provide acknowledgement and approval/disapproval of this request as noted below.

Date of Request: _______________________________

Member Name: ________________________________

Reason for LOA Request: ___________________________________________________________________

Duration of leave request:

___ 1 month     ___ 3 months       ___ 6 months     Other _______________
Start Date for LOA   __________________________   Return Date  ___________________________
I acknowledge that I must continue to pay District 5020 and Rotary International dues to maintain my Rotary membership.

​​​​​​​​​​​​​​​​____________________________________________

Member’s Signature

Rotary Club of Poulsbo North Kitsap Board of Director’s Section
The undersigned officer acknowledges this request has been presented to the Board of Directors and approved/disapproved on ___________________________.

                                            (circle)
______________________________________________________

President or Secretary signature 
Copy to: Member, Membership Chair, Secretary, Treasurer
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