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1. INTRODUCTION 
1.1 Scope 
This reference guide explains the current, approved policies and practices, as well as some of 
the day-to-day procedures for the Benvenuto International Club of Monza. 

 
1.2 Purpose 
To ensure continuity of methods and procedures despite frequent turnover in the membership of 
the Club and the Board of Trustees. 

  
1.3 Responsibility 

1.3.1 It is the responsibility of each outgoing board member to train her successor and 
indicate how to download from the website an official copy of this manual so that she 
may understand the workings of the Club and carry out her responsibilities correctly. 

1.3.2 It is the responsibility of each board member to ensure that these procedures are carried 
out as stated in this manual. 

1.3.3 It is the responsibility of each board member to bring to the attention of the President 
any area of this manual that requires changes or additions. 

1.3.4 It is the responsibility of the President to initiate a Review Committee when a total 
update of the manual is deemed necessary. 

1.3.5 It is the responsibility of the Secretary to email new versions of this document to all 
board members, asking to destroy the old versions and ensure that each member has 
a copy of the current version at all times. It is the responsibility of the Social Media 
Director to upload the new version on the website in order to make it available to all 
members. The President and Secretary shall keep a Master file, containing copies of 
all of the versions to date. By file, it is intended to mean hard and soft copy. 

 
1.4 Amendments 

1.4.1 Any Board may amend or change parts of this Policies and Practices Manual at a 
meeting of the general membership providing: 
a. Details of the proposed amendments and the date of the meeting have been 

communicated to members at least 3 weeks prior to the meeting. 
b. They have the approval of the majority of those members voting at the meeting. 

 
1.4.2 All amendments are to be documented under History of Change found at the end of 

this manual. 
 

2. PROMOTING THE OBJECTIVE AND PURPOSE OF THE CLUB 
In that the Club exists for welcoming newly-arrived English-speaking women to Monza and the 
Brianza area and that the ability to speak English is a requirement for membership in the Club (see 
Constitution, Article III), the official language of the Club shall be English. English will be spoken 
at all Club functions and translators shall be provided for all guest speakers who are unable to speak 
English. All Club publications shall be in English. Many of our members speak languages other than 
English and can forget that most of our newcomers do not. A reminder usually avoids problems. It 
should be stressed periodically at Coffee Mornings and in the newsletter that this policy is in force. 
 

 
3. INTRODUCING BENVENUTO 
At the beginning of the Club year, a flyer is prepared by the incoming Public Relations Director which 
includes a list of Board members and their club email addresses, as well as details as to time  
and place of the monthly Coffee Mornings. The flyer should be circulated by the Public Relations  
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Director to English-speaking schools, churches and consulates, as well as to relocation and removal 
companies. 

 
4. ELECTIONS FOR THE BOARD OF TRUSTEES 

4.1 Nominating Committee 
See the Constitution, Article IX and Guidelines for the Nominating Committee on 31.Appendix 
8 of this manual. 

 
4.2 Absentee Ballots 
Absentee Ballots shall be distributed with the Monza News that precedes the proposed election. 
These Ballots shall include instructions to return them to the Chairman of the Nominating 
Committee no later than the day before the proposed elections. See Appendix 1 for the Absentee 
Ballot Form. 

 
5. GENERAL MEMBERSHIP MEETING 
As stated in the Constitution, Article XIII, the monthly Coffee Morning serves as the General 
Membership Meeting. 

 
6. MEMBERSHIP 

6.1 Fees 
Membership renewals are to be paid in full by the end of October at the latest, or membership 
will be forfeited. (See Constitution art. VI) 
After February 1st dues will be reduced for newcomers only (see Constitution Article VI). 
 

6.1.1 Honorary Member: The Board Members will choose a member of the club in May for 
the following year. This person should be a long-standing member of the club who should be 
recognized for their outstanding contributions. Then the club will cover their annual 
membership fee. 

 
6.2 Badges 
Badges must be worn at all Coffee Mornings. Failure to do so will incur a fine, the amount to be 
set at the discretion of each Board. 

 
6.3 Guests 
Guests should pay a small charge which is determined by the current Board before the first 
Coffee Morning. The same guest may only attend two Coffee Mornings on top of the 
Christmas Coffee Morning. 

 
6.4 Security 
Members must show their membership badges and be checked off the Membership List at 
Coffee Mornings. Guests are registered and issued a temporary name tag. 

 
6.5 Privacy 
The Club’s privacy policy is posted on the website (reference 4) 
 

6.6 Reservation of Right of Admission 
The Board reserves the right to refuse or withdraw membership at its discretion. (See 
Constitution art. VII) 
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6.7 Special Attendance of a Close Relative 
Any paid member who faces serious health issues and cannot attend the monthly coffee morning 
for a considerable amount of time may send a close English speaking female relative in her place 
for the remaining period of her membership. This relative will be registered as a guest but will 
be exempted from the guest fee. Any participation of this relative to the special activities or club 
events will be at the discretion of the organiser of the respective activity or event. This, however, 
does not automatically make this relative a future member. She will still have to go through the 
usual membership request process. 

7. ADMINISTRATION 

7.1 Board Members’ Responsibilities 

7.1.1 A Board member should be familiar with her responsibilities as specified in her job 
description (sections 13 to 21) and also be aware of the responsibilities of her fellow 
Board members, the purpose of the Club as set forth in the Constitution and the current 
Policies and Practices as set out in this document. Each Board member has the 
responsibility to explain and enforce Club policies as they pertain to her area of 
responsibility, especially those concerning the use of English and commercialism 
(sections 2 and 8). 

7.1.2 A Board member should function as a team member, consulting, as necessary, her 
fellow Board members. In addition, she must fulfill her own responsibilities according 
to her Job Description. 

7.1.3 A Board member must not incur any financial commitment for the Club over and above 
her budget. 

7.1.4 Board members should stay in close contact with the President and any questions 
regarding another Board member’s area of responsibility should be directed, in 
confidence, to the President. 

7.1.5 As it is important for the membership to know the members of the Board, Board 
members should participate as much as possible in all Club activities, getting to know 
members and their expectations from the Club. Where possible this should include 
luncheons and evening events. 

7.1.6 A Board member should focus attention on the membership at Coffee Mornings and 
at all other Club functions. Board business should be transacted before or after Club 
activities. 

7.1.7 Each Board member should be aware that her responsibilities demand a significant 
time commitment. 

 

7.2 Board Training 

A Board Training and Orientation course should be held for the incoming Board in May. It is the 
responsibility of the outgoing President, with the help of her successor, to organize this meeting. 
See Appendix 5 for guidelines. 

7.3 Assistants 

A Board member should recruit and work closely with as many assistants as are necessary to 
carry out the responsibilities of her position. 
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7.4 Special Advisor 

The Board may elect a non-voting Special Advisor if necessary. 

7.5 Attendance 

 

A Board member should attend all Board meetings. If unable to attend, she may send an assistant 
who may vote on non-constitutional matters. 

7.6 Written Monthly Report 

A Board member must provide a written monthly report for all Board Meetings, even if unable to 
attend.   

7.7 Record Keeping 

7.7.1. President and Secretary are responsible for keeping complete copies of all Benvenuto 
files (hard and soft copies), including minutes and all monthly and annual reports. 

7.7.2. Treasurer is responsible for keeping all financial records, including budgets, Board 
expense sheets, bank statements, all receipts (including charity donations) and check 
book stubs. 

7.7.3. Vice-President is responsible for keeping the contracts and past files specifically 
pertaining to her position. 

7.7.4. Special Activities Director is responsible for keeping the most current year files and 
three years of past files pertaining to her position. 

7.7.5. Membership Director is responsible for keeping the most current year of files and as 
well as three years of past files pertaining to her position. 

7.7.6. Social Media Director is responsible for keeping the most current year files and one 
year of past files pertaining to her position, and make sure that all back issues of the 
Monza News are available on the website.  

7.7.7. Public Relations Director is responsible for keeping the most current year files and 
one year of past files pertaining to her position. 

7.7.8. Newcomers Director is responsible for keeping the most current year files and one 
year of past files pertaining to her position. 

7.8 Board meetings 

7.8.1. Board Meetings are to be held monthly, ideally at least one week before the Coffee 
Morning, except in July and August. 

7.8.2. The outgoing Board has its final Board Meeting in June. Note that the outgoing 
Board’s responsibilities continue through to 1 July. The incoming Board has its first 
meeting in June to plan the September re-opening. 

7.8.3. The quorum necessary to transact business and vote is the majority of those 
present at the board meeting. A minimum of 5 board members must be 
present.  

7.9 Board Tenure 

See Constitution art. 9: The members of the Board of Directors cannot be elected for more than 2 
consecutive years. 
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7.10 Budgets 

7.10.1 Prior to the commencement of the Club year, at the latest in June, the outgoing and 
incoming Treasurer will, following consultation with the respective Board members, 
establish a Budget, allocating a ceiling of expenditure for each Board member for the 
coming year. 

7.10.2 This budget amount will include all projected expenditures, inclusive of out-of- pocket 
expenses of Board members and any appointed assistants. Budget allocations include 
costs to the Club of the Coffee Mornings, Newcomers’ Coffee Mornings, publications, 
postage, stationery and supplies, rent and insurances etc. 

7.10.3 Legitimate Club expenses will be reimbursed on production of receipts. 

7.10.4 Any extraordinary expenditure requires prior Board approval. 

7.10.5 The financial books (Treasurer and Special Activities Director books) should be 
controlled and checked internally by the Audit Committee in January and at the close 
of the Club year in June, prior to the first meeting of the Board in September. The 
outgoing Board should pass over to the incoming Board, as far as possible, funds 
sufficient to cover running expenses for the months of September, October and 
November. 

 

7.11 Committees 

The President appoints chairpersons for all committees deemed necessary by the Board, e.g. the 
Bazaar committee (see Appendix 6); the Charities committee (see section 13.6 and Appendix 
7). 

 

7.12 Insurance 

Club insurance policies must be updated each year. It is the duty of the President to organize this 
with the Club’s agent and to keep the current policy in her files. It is the duty of the Treasurer to 
pay the policy on time. Copies of policies to be held by the President. 

 

8. COMMERCIALISM 

8.1 Policy 

8.1.1 Since its inception in September 1990, the Benvenuto International Club of Monza has 
sought to limit commercialism that harasses or exploits its members. The Board 
members are directly responsible for compliance with this policy and should ensure 

that the following rules are observed: 

8.1.2 Sell nothing at Club functions, unless as a means of raising funds for Benvenuto’s 
selected charities or any charities approved by the Board of Directors. 

8.1.3 Neither the List of Members, the Benvenuto logo, nor the name of the Benvenuto Club 
or the Benvenuto Club Website are to be used for personal profit or commercial 
purposes by anyone, member or not. 

8.1.4 The Club policy in relation to commercialism should appear monthly in the Monza 
News. 

8.1.5 Facebook guidelines: 
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The Facebook official page (https://www.facebook.com/benvenutomonza/) is to be 
used mainly as an information sharing platform for feedbacks on club related activities 
and event updates; no pictures can be shared on this page. The Facebook Benvenuto 
group (https://www.facebook.com/groups/170294716320642/) is a closed group to be 
used by all members for club photo sharing, request for information (such as therapists, 
products, professional services etc..) and sending wishes to another Benvenuto 
member. In line with art. 8 Policies and Practices on Commercialism, no posting of any 
kind with the intention of making profitable gain for the individual member or on 
behalf of an external party is allowed. However, posting of sales of personal effects of 
members who are leaving the country will be tolerated withing the FB group. No vulgar 
words in any language is to be used at any time. Request to be added into the Benvenuto 
page or group can only be accepted by the Social Media Director, after consultation 
with the Membership Director. Approval to the posts made by members is to be done 
by the Social Media Director or another Benvenuto member assigned by the Board. 

 

8.2 As a service to members 

8.2.1 Notices describing services offered by members may be placed, free of charge, on the 
notice board at Coffee Mornings. 

8.2.2 Members and non-members may place classified ads on the website against payment 
of a fee decided by the current Board in June. 

 

8.3 Publicity 

Caution should be exercised by Board members if contacted by representatives of the media 
since, again for legal reasons, the Club does not court publicity. 

 

9. GIFTS 

Gifts will be given at the discretion of each Board, after discussion. 
 

 
10. INVENTORY OF CLUB PROPERTY 

The Secretary is responsible for compiling in May every year and keeping a current inventory of Club 
property, including the state of repair and location. Any Club member using Club property will be 
responsible for maintaining it in good working order. This inventory can be found in Appendix 4 of 
this manual and so will be given to incoming Board members together with this document. 

 
11. SUPPLIERS 

Each board member must keep an updated list of suppliers with relevant contact numbers and 
information. A complete current list should be kept updated in June by the Secretary and passed over to 
her successor. 

 

12. ACTIVITIES AND GROUPS. 

Open Groups: Regular reminders should appear on the website specifying which groups/ activities 
are open to non-paid-up Benvenuto members. 
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13. PRESIDENT’S JOB DESCRIPTION. 

13.1 Presiding at Meetings 

The President presides at all meetings of the Board and of the general membership, making 
pertinent announcements at the monthly Coffee Mornings, organizing any General Business 
Meetings and conducting the installation of the incoming Board at the June Coffee Morning. 

 

13.2 Parliamentarian 

The President serves as the Club/Board parliamentary authority and keeps a copy of the 
Constitution and the P&P of the Club, also available on the website. Eventual confirmed copy 
of said Constitution can be requested from the office of the Notary Carlo Conti in Monza. 

 

13.3 Communication within the Club 

The President maintains close and continuing contact with each Board member, offering 
leadership and guidance, encouraging the keeping of neat, concise records of all Club activities. 
The President contributes to the Monza News on a regular basis. She coordinates an annual report 
for publication based on the annual reports submitted by the other Board members and verbally 
presents it to the membership at the June Coffee Morning and published in the June Monza News. 

 

13.4 External Club Relations 

Along with the Treasurer, the President has financial responsibility for the Club, signing all legal 
and financial documents, being one of the Board members authorized to sign checks and arranging 
for an annual internal audit of the Club’s books before 30 June. She is also responsible for meeting 
with the Club’s notary and accountant representative whenever necessary. The President 
represents the Club at functions for which an invitation addressed to her, as President, or to the 
Club in general, has been sent. If necessary, she can select someone to stand in for her (usually 
the Vice President). In addition to the ‘Codice Fiscale’ of the Club, the President’s ‘Codice 
Fiscale’ may be requested. 

 

13.5 Committees 

The President appoints chairpersons for any committees deemed necessary by the Board, e.g. 
the Bazaar, Spring festival etc. The President every year must ascertain if any of the Committee 
on Appendix 9 has sat for maximum of 5 years permitted and if this be that case, must be 
replaced. 

 

13.6 Charities 

The President appoints a chairperson for the Charities Committee who will then act according to 
Appendix 7. The main functions of this committee are to choose a charity where necessary and 
then ensure that all proceeds from fund-raising activities are donated by the end of the Club year. 
If possible, the Club should purchase items or equipment required by the charity, rather than give 
cash. 

13.7 Monthly and Annual Reports for the Board Meeting 

The President must provide a written monthly report for every Board meeting, even if unable to 
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attend and the annual report by the end of May. 
 

14. VICE-PRESIDENT’S JOB DESCRIPTION 

14.1 Presidential Absence 

The Vice President performs the duties of the President in her absence. 

14.2 Coffee Morning Coordination 

The Vice President is responsible for organizing the monthly Coffee Mornings, appointing and 
working closely with any assistants she may deem necessary. In consultation with the President, 
she secures or reconfirms the premises for these Coffee Mornings (including the preparation of 
any contracts), handles monthly catering needs, and provides the Coffee Morning dates each 
month for publication in the Monza News. 

14.3 Sporting Club Liaison 

The Vice President is the liaison with the Sporting Club for any event that is entirely sponsored 
by the Benvenuto Club with the exception of Special Activities events at the Sporting Club. 

14.4 Committees 

The Vice President should be prepared to serve on committees as necessary. 

14.5 Annual Events 

The Vice President is responsible for organizing the Christmas Dinner and the End of the Year 
Party, appointing and working closely with the President and any assistants she may need. 

14.6 Monthly and Annual Reports for the Board Meeting 

The Vice President must provide a written monthly report for every Board meeting, even if 
unable to attend and the annual report by the end of May. 

 

15. TREASURER’S JOB DESCRIPTION. 

15.1 Annual Budget 

After discussing the Club’s financial needs with the outgoing Treasurer, the new Treasurer is 
responsible for presenting a budget at the September Board meeting and for helping the other 
Board members to prepare their individual budgets. 

 

15.2 Collection of Club Monies 

The Treasurer collects all Club monies taken in at the monthly Coffee Morning and at any other 
Club meetings, including money taken in by the Membership Director, Special Activities 
Director, and the Social Media Director, and deposits these in the Club bank account as soon as 
possible. The Treasurer provides change for Membership, Special Activities and any other groups 
requiring such funds at Coffee Mornings. The Treasurer liaises with the Public Relations Director 
regarding donations. The Treasurer is also in charge to collect new members’ fees during Coffee 
Mornings and inform the Membership Director and Newcomers Director. 
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15.3 Disbursement of Club Monies 

The Treasurer has the authority to write cheques on behalf of the Club, when requested by the 
Board of Director. She countersigns (along with the President) all documents involving the 
assumption of any financial obligation on the part of the Club. It is her responsibility to arrange 
for the payment of all expenses for the Club. 

 

15.4 Record Keeping and Reporting 

The Treasurer keeps complete records of all monies received and disbursed by the Club. Records 
should be up-to-date and in good order, available for examination on request by any Club member 
and for passing on to her successor. These reports should be brought to all Board meetings. The 
Treasurer presents a financial statement at each Board meeting. The Treasurer must provide a 
written monthly report for every Board meeting, even if unable to attend. 

 

15.5 Year End Reporting 

The Treasurer prepares a preliminary financial report in time for the President’s annual report to 
the Club and a final report after balancing the books at the end of the Club year.  See Constitution 
art. 5: The financial year runs from 1st July until 30th June of the following year. The successors 
of the President and the Treasurer shall receive copies. With the President, arrangements are made 
for an internal audit of the books as well as transfer of books and bank signatures to the incoming 
Board. The outgoing Treasurer prepares a chart showing revenues and expenditures for her year 
to be posted on the bulletin board at the September and October Coffee Mornings. 

 
 

15.6 Signatory Letter 

At year-end, the outgoing Treasurer will send a letter to the bank stating the cancellation of the 
previous Board signatories and advising of the incoming Board signatories. See sample letter in 
Treasurer’s file. 

 
 

15.7 Insurance 

Club insurance policies must be paid each year at the end of August. It is the duty of the 
Treasurer to organize this with the Club insurance agent and to keep the receipt in her files. 

 

16. SECRETARY’S JOB DESCRIPTION 

16.1 Job Requirements 

The Secretary should be fluent in written and spoken English. 

16.2 Record Keeping at Board Meetings 

The Secretary is responsible for seeing that each Board member receives an agenda (from the 
President) and all available reports prior to each meeting. She takes accurate minutes at each 
Board meeting and the AGM and other official Club meetings if required, duplicates and 
distributes them to Board members, preferably at the following Coffee Morning and always within 
two weeks of meeting. See Appendix 13 – Guidelines for the Preparation of Minutes. 
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16.3 Annual Report 

The Secretary prepares an annual report for her successor and the President, giving the successor 
also the entire correspondence, minutes, and Club stationery and software in her possession. 

 

16.4 Correspondence 

In consultation with the President and/or other Board members, the Secretary prepares the 
correspondence of the Club. This may include: letters of condolence or congratulation; year-end 
thank you letters; letters dealing with legal commitments; holiday greeting cards and notes of 
appreciation to speakers and others who provide a service to the Club. To do this job she must 
order and maintain stationery and office supplies, ensuring that adequate stocks remain for her 
successor, as well as keep an up-to-date list of names and addresses of contacts and organizations 
associated with the Club. 

16.5 Correspondence File 

The Secretary keeps a copy of all Club correspondence in the Correspondence File. She collects 
incoming correspondence at the Sporting Club of Monza and forwards it to the appropriate Board 
member when necessary, keeping a copy in the file. 

16.6 Inventory 

The Secretary is responsible for keeping an up-to-date inventory of all Club property. (See 
Appendix 4). This must to be done in May every year. 

 

16.7 Monthly Reports for the Board Meeting 

The Secretary must provide a written monthly report for every Board meeting, even if unable to 
attend. 

16.8 Email Addresses 

Emails addresses are passed over to new board members with passwords in order to allow them to 
access. In this way the history of the Club remains and is transmitted from one board to the next. 

Emails are the following: 

 
Member Email 

President president.benvenutomonza@gmail.com 

VicePresident vicepresident.benvenutomonza@gmail.com 

Secretary secretary.benvenutomonza@gmail.com 

Special Activities specialactivities.benvenutomonza@gmail.com 

Treasurer treasurer.benvenutomonza@gmail.com 

Public Relations pr.benvenutomonza@gmail.com 

Social Media editor.benvenutomonza@gmail.com 

Membership membership.benvenutomonza@gmail.com 

Newcomers  newcomers.benvenutomonza@gmail.com 
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17. SPECIAL ACTIVITIES DIRECTOR’S JOB DESCRIPTION 

17.1 Responsibilities 

The Special Activities Director, with the help of as many assistants as she may require, is 
responsible for setting up all the special activities of the Club. These may include: 
Luncheons, Lectures/Demonstrations, Sightseeing trips, Fashion shows, Evening/weekend 
events, wine trips or any other trips. 

These activities are offered free of charge or at cost price. 
 

17.2 Sign-up Table 

A Special Activities Table is set up at each Coffee Morning by the Director (in consultation 
with the Vice President), where information and sign-up sheets for forthcoming events are 
available. The Special Activities Director is responsible, with the Treasurer, for handling the 
money for any activity where a fee is involved. 

 

17.3 Publicity and Reporting 

All publicity for Special Activities is coordinated by the Special Activities Director, 
including monthly articles for the Monza News detailing activities for the coming month, as 
well as information about the activities to be given to the Social Media Director for the 
Website. A detailed list of activities (indicating dates and venue, where possible) should be 
submitted to each Board meeting to give Board members a general idea of the direction 
being taken. 

 

17.4 Monthly and Annual Reports for the Board Meeting 

The Special Activities Director must provide a written monthly report, which should include 
a statement of funds taken in and dispersed, for every Board meeting, even if unable to 
attend and the annual report by the end of May. 

 

17.5 Annual Events 

In order to relieve the onerous task of organizing Special Activities programs, the Vice 
President is in charge of the organization of the Christmas Dinner and the End of the Year 
Party. Special Annual Events (Welcome Party, Bazaar and Spring Festival) are organized 
by the Board members who can appoint coordinators if necessary. 

These coordinators should liaise with the President, Special Activities Director and should 
attend Board meetings as invited by the President. 

 
 

18. MEMBERSHIP DIRECTOR’S JOB DESCRIPTION 

18.1 Membership Renewal, Resignation and New Members 

The Membership Director is responsible for organizing membership renewal at September and 
October Coffee Mornings and sign up for new members at all Coffee Mornings and liaising with 
the Treasurer, who handles Club finances. New members must fill in a Membership Application 
Form and sign a privacy consent form (see reference 4) and must supply a copy of their ID. This 
Director also accepts resignations from the Club. 



Revised in March 2020 Page 16 

 

 

 

18.2 Newcomers Forms 

It is responsibility of Membership Director to collect the newcomers forms received from the 
Newcomers Director and verify with the Treasurer if newcomers have settled their fee. 

 

18.3 Membership Records 

The Director must keep accurate membership records from which she compiles a list of current 
members, including e-mail addresses where possible. She should keep this list as up-to-date as 
possible and available at the Coffee Mornings to handle changes, deletions, additions and 
corrections, and advise the Social Media Director of new members to be added to the website and 
Facebook Group too. She is responsible for adding members to the Benvenuto Facebook group 
and together with the Board to evaluate the posts written by the group members. The Membership 
Director is responsible for keeping the Waiting List up to date, according to Appendix 12, for 
having a copy of this list available at all Coffee Mornings and to evaluate the English level of 
each prospective member. A copy of this waiting list must be available at each coffee morning. 
Also, she must supply a list of members to the Vice-President to be handed in to Sporting Club 
for safety reasons. 

 

18.4 Check-in at Coffee Mornings 

The Membership Director is responsible for staffing and organizing the check-in table at all Coffee 
Mornings and for checking and issuing badges for members and newcomers and tags for guests.   

 
 

18.5 Monthly and Annual Reports 

The Director must provide a written monthly report for every Board meeting, even if unable to 
attend. The Director must prepare an annual report by May. A copy of each year’s membership 
list must be kept in the Director’s files. 

 

19. SOCIAL MEDIA DIRECTOR’S JOB DESCRIPTION 

19.1 The Monza News 

The Social Media Director and her appointed staff, working closely with the Board, produce (from 
September to June) the Club’s newsletter, the Monza News, assuring that it accurately reflects the 
programs and policies of the Club. Special attention should be paid to the policies dealing with 
commercialism (section 8), the use of English (Constitution Article 3 and P&P section 2) and the 
members’ privacy (section 6.5). 

 

19.2 Distribution of Monza News 

The Social Media Director agrees on a timetable to have the Monza News ready for distribution 
to members by email before the Coffee Morning. She advises contributors of deadlines for receipt 
of material to meet this schedule. The Social Media Director and her staff work closely with the 
Membership Director to ensure that the mailing list is accurate and that the Monza News goes out 
on schedule, sent by the Social Media Director. 
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19.3 Record Keeping 

Accurate donation (for advertisement) records must be kept by the Social Media Director and her 
staff, and then given to the Treasurer. 

 

19.4 Monthly and Annual Reports 

The Social Media Director must provide a written monthly report for every Board meeting, even 
if unable to attend. This should include distribution figures and revenue for each month, as well 
as the issue of receipts where necessary. The Social Media Director should prepare an annual 
report by the end of May. 

 

19.5 Other Social Medias management 

The Social Media Director is in charge for the management of other social media such as 
Facebook (both page and group), eventual blog on the website, members and groups on the 
website and other social medias that the board may decide to join. 

19.6 Webmaster’s job description 

19.6.1 The webmaster is not a member of the Board of Director and she is selected by the 
Incoming Board in June. The Social Media Director may, if she wants, cover the position 
of webmaster. 

19.6.2 She has to guarantee the good functioning and maintenance of the Club website 
(www.benvenutomonza.com). She is the liaison between the Club and the external 
website provider (See App. 3). 

19.6.3 She is responsible for adding all the information about the Club, the events (information 
and pictures), membership in according with the Special Activities and the Membership 
Director. 

19.6.4 At the end of June, the outgoing Secretary has to provide all the information about the 
incoming Board to the Webmaster, in order to publish the information on the website. 

 

20. NEWCOMERS DIRECTOR JOB DESCRIPTION 

20.1 Guests 

The Newcomers Director shall designate a special table at each Coffee Morning where guests can 
sit and receive help to fill out the Guest Form and the membership Application. Certain club 
members should be designated in advance to be a “buddy” to the guests. The role of the “buddy” 
is to introduce each guest to other club members and to explain the sign-up procedure for Special 
Activities. It is responsibility of the Newcomers Director to assess the English-speaking capability 
of each guest who desires to apply for membership. 

20.2 Newcomers 

The Newcomers Director shall designate a special table at each Coffee Morning for those guests 
who desire to apply for membership and her staff of helpers should help them complete the 
Membership Application form. The fee will be collected by the Treasurer. 

 
20.3 Newcomers Package 

The newcomers Director shall compile a package to present to each newcomer. This package will 
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include instructions to access the website and the Facebook group, and other practical information 
for living in the Monza area and Italy. 

 

20.4 Special Events for Newcomers 

The Newcomers Director shall organize activities for the purpose of integrating the newcomer 
into the club and into the community. The date of these activities should be coordinated with the 
Special Activities Director in order to avoid conflict. 

Activities that have worked in the past are the Round Tables and Cultural Exchange Workshops, 
and the Newcomers Director may or may not choose to organize them at her and the board’s 
discretion. 

“Round tables” should be organized on the third Thursday of each month to give more detailed 
information on the activities of the club and to allow the newcomer or guest the chance to ask 
question in a smaller, more casual environment. 

Cultural Exchange Workshop (typically organized twice a year) are beneficial for newcomers to 
overcome “cultural shock”, and the presence of established members at all these newcomer events 
is highly encouraged. Each year the Newcomers Director organize, in cooperation with the Special 
activities Director, helpful newcomer events that should include tours of the Monza Market, the 
Monza center and the Villa Reale. 

20.5 Aperitivo for working women 

It is the responsibility of the Newcomers’ Director to organize the “aperitivo evening” for working 
women, possibly once a month. This event is intended to give the chance to working women to 
feel part of the community and be updated with all other activities taking place in the club. 
However, this activity is open to all members and has proved to be successful. Those not 
participating in the Coffee Morning will pay a discounted amount, which is to be in line with the 
cost for the coffee morning.   

20.6 Monthly and Annual Reports 

The Newcomers Director must provide a written report for every Board meeting on the number 
of guests and new member applicants; in addition, she should give feedback on the special events 
organized for the purpose of integrating newcomers into the club. The Newcomers Director must 
prepare an annual report by the end of May. 

 

21. PUBLIC RELATIONS DIRECTOR JOB DESCRIPTION 

21.1 Donations 

The Public Relations Director works closely with the President to maintain and increase the 
number of members and to secure donations to support certain events and activities of the Club. 
For example, the Public Relations Director will work closely with the raffle Coordinator to secure 
the donations of the mains prizes for the raffle. 

 

21.2 Miscellaneous support 

The Public Relations Director may be asked by the President to organize certain events (Raffle, 
Catwalk, etc.) or to work closely with their chairperson to assist their needs. 
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21.3 Introducing Benvenuto Club 

At the beginning of the Club year, the Public relations Director shall prepare a flyer which includes 
a list of Board members and their club email addresses, as well as details as to time and place of 
the monthly Coffee Mornings. She should circulate this flyer to the English-speaking schools, 
churches and consulates, as well as to relocation and removal companies. 

  21.4   Third party communication 

While the Public Relations Director may be asked to undertake certain official Club 
communication with third parties, all such communication made on behalf of the club needs the 
prior approval of the President. 

 

21.5 Monthly and Annual Reports 

The Public Relations Director must provide a written monthly report for every Board meeting, 
even if unable to attend. The Public Relations Director must prepare an annual report by the end 
of May.
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Appendix 1: Absentee Ballot Form 
 
 

THE BENVENUTO INTERNATIONAL CLUB OF MONZA 
 

ABSENTEE BALLOT FORM FOR A.G.M. 2020 
 
 
 
 

Position Name  
President  
Vice President  
Treasurer  
Secretary  
Membership Director  
New Comers Director  
Social Media Director  
Public Relation Director  
Special Activity Director  

 
Approval of the next year's board:  YES     NO   
Approval of mid-year balance:   YES     NO   
Others:                    YES                                                   NO       
 
 
 
I hereby authorize to serve as my proxy ____________________________________and to vote on  
my behalf at the A.G.M. 
 
Date:       
 
Name:       
 
Signature:      
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Appendix 2: Guidelines for Newcomers Director 
 

1. Newcomers Director should: 

1.1 Nominate assistants for the Newcomer Table during Coffee Mornings. She is responsible 
for accepting, enrolling and orientating new members. 

1.2 Help Newcomers integrate into the Club. 

1.3 Organize informal periodic meetings. 

1.4 Prepare and update the Newcomers’ Package. 
 

2. The Newcomers’ Package should contain the names and telephone numbers of the Membership 
Director and of the Newcomers Director. 



Revised in March 2020 Page 22 

 

 

Appendix 3: Financial, Legal, Bank, Insurance, Web, Contacts 
 

Bank 

Credit Agricole 

Via Arrigo Boito n. 65 

Monza 

IBAN: IT 13 X 06230 20405 0000 4054 3323 

 

Insurance 

Groupama Assicurazioni (Agenzia Rinaldi) 

Via Dante Alighieri 3, Cinisello Balsamo 

Contact: Sig.ra Simona Sirtori 

tel. 0261293730 
Email: cinisellobalsamo@groupama.it; agenzia@rinaldiassicuratori.it 
 
CLUB CODICE FISCALE: 94013840155 

 
AGENZIA DELLE ENTRATE (Monza Central Office) 

Via Passerini 5 Monza 
 
 
 

Website support 

Creative factory 

Contact: Daniele Viganò 

Email: daniele.vigano@creativefactory.it 

Mobile: 3337473994 
 

Website details: 

 
www.wix.com 
 
The fee includes the use of the platform and 
also the web hosting. 
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Appendix 4: Inventory March 2020 
 

 2 laptops 

 2 cash boxes 

 13 plastic frames 

 1 wooden frame A4 

 1 wooden frame A5 

 Colored paper  

 Sheets with Benvenuto logo  

 Some PR visit cards 

 3 receipt pads 

 2 folders A-Z 

 Lanyards 

 Stamp of Benvenuto 

 Stationery 

 Green tablecloths 

 Red tablecloths 

 White envelopes A4 

 Yellow envelopes with Benvenuto logo for opinions A5 

 1 external box HDD 

 Some American decorations 
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Appendix 5: Guidelines for Board Training and Orientation 
 

1. Scope and Purpose. 

1.1 This document describes the responsibilities as well as the procedure for carrying out the 
Board Training and Orientation Course. 

1.2 The successful completion of this course ensures that each incoming Board member fully 
understands the aims of the Club as well as her role and responsibilities on the Board. 

1.3 During this course, the Constitution and the Policies and Practices Manual are both explained 
with particular attention paid to the job descriptions of all Board Members. This is an 
opportunity to deal with any queries which may arise before the new Board takes office. 

 

2. Responsibilities 

2.1 It is the responsibility of the outgoing President to schedule and conduct a Board Training and 
Orientation Course in May. She may request the help of previous Board members or other key 
members and may delegate actions appropriately. She is responsible for ensuring that all 
incoming Board members fully understand the aims of the Club as well as their roles and 
responsibilities on the Board. 

2.2 The Board members are responsible for understanding the Constitution and Policies and 
Practices Manual, in order to run the Club accordingly. 

 

3. Procedure 

3.1 Constitution, Policies and Practices Manual including Job Descriptions 

Each Board member has to review these documents, paying special attention to her job 
description which will help to define her area of responsibility. 

 

3.2 The Volunteer Relationship 

It is important to note that their jobs in Benvenuto have one distinct difference from a professional 
job that makes it special – it’s volunteer. Personal satisfaction is the only reward, which is why 
volunteers are more susceptible to personalizing their efforts. In a professional job, if one’s idea is 
not accepted, one will still be rewarded financially. The volunteer relationship is a working 
relationship based on respect and loyalty. Relationships work two ways. You reap your rewards 
(personal satisfaction) from your co-workers and likewise they reap their rewards from their 
relationship with you - this may seem elementary, but it is important to recognize and respect it. 
The golden rule (treat your neighbor as you would have her treat you) will get you far in a volunteer 
relationship. 

 

3.3 Communication 

Language is an important tool in communication: 

3.3.1 Ask, don’t demand. People are working out of the goodness of their hearts – you offer 
nothing in return for their service but appreciation – so offer it. 
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3.3.2 When asking for something, communicate the reason why. You may find people more 

responsive to your needs when they understand the context of your concerns. 

3.3.3 Be diplomatic – Choose your words and tone carefully. If you are having trouble getting 
someone to meet a deadline, offer assistance rather than nagging. 

3.3.4 Ask opinions – People need to feel needed, it gives them a sense of purpose. Get  input 
from others whenever you have the opportunity. They will appreciate your request and 
you will receive valuable ideas and opinions. 

3.3.5 Above all, be clear and concise. A comment or request for help can easily be lost in 
compliments and chit-chat intended to soften the blow. People volunteer because they 
want to help so don’t be afraid to ask. 

3.3.6 The logistics of communication is also very important. When, where and how you 
communicate can make a big difference. Communicate often, even just to check-in. 
Your contact will help pull the Board together. 

3.3.7 Always write thank-you notes. They are worth their weight in gold. Even if you have 
offered your thanks in person or on the ‘phone, a note is always appreciated. 

 

3.4 Getting Members to Work 

The key to maintaining a reasonable club health is membership participation at all levels that will 
eventually help them integrate into the Club. Once integrated, they are more likely to volunteer for 
leadership roles. 

 

3.5 Guidelines for the Successful Running of Monthly Board Meetings: 

3.5.1 Voting Procedure. Routine or noncontroversial questions are often decided by general 
consent, without taking a formal vote. Otherwise a vote is taken by a show of hands. 

3.5.2 Responsibilities of Board Members during Meetings. Be sure to submit your items for the 
agenda, state them very clearly. When you have an opinion or feeling, state it honestly and clearly. 
Stay on the agenda item being dealt with and help others stay on it. When you don’t understand 
what someone is saying, ask for clarification. Participate actively when appropriate. Listen 
attentively to others – clarify what others are saying when appropriate. Try to think creatively 
about solutions that might resolve conflicts. Keep notes on things you agree to do after the 
meeting. KEEP YOUR SENSE OF HUMOUR! 

3.5.3 Mistakes most commonly made by the Presiding Officer. Cutting off discussion arbitrarily 
instead of permitting the Board to decide when debate should end. Refusing to permit the making 
of a motion with which the chair disagrees. Failure to remain impartial (or to relinquish the chair) 
when a controversial matter is being discussed. Allowing discussion to become too informal, 
bypassing the chair, and thereby causing the chair to lose control. Failure to call for a final vote 
on a motion after it has been amended. Failure to restate each motion carefully before taking a 
vote, so that every member understands what is being voted on. Failure to confirm,  after a vote, 
what has been decided, so that the Secretary and the Board understand clearly what was done. 

3.5.4 Mistakes most commonly made by Members of the Board. Failure to obtain recognition 
before speaking. Failure to limit one’s remarks to the immediately pending question. Arguing at 
a personal level, attacking opponents for their past actions or comments, instead of limiting 
discussion to the subject itself. Failure to ask questions when uncertain about what is going on. 
Failure to raise a point of order when the presiding officer infringes on the rights of members, 
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as, for example, when discussion is arbitrarily cut off by the chair. Responsibilities of Board 
Members after Meetings: Carry out assignments and commitments. Pass on to your assistants 
decisions or information that they should know about. Keep confidential anything said or done in 
the meeting except for final decisions. Refrain from complaining about a decision that you agreed 
to. 

 

3.6 Responsibilities of Board Members after meetings: 

3.6.1 Carry out assignments and commitments. 

3.6.2 Pass on decisions or information to your assistants if they should know about. 

3.6.3 Keep confidential anything said or done in the meeting except for final decisions. 
 

3.7 Specific Guidelines for the President’s Role: 

3.7.1 Leadership is vital to the success of a Club. We all know and admire good leaders, and 
many of us wish we could have their qualities. 

3.7.2 Provide a framework within which people can work. Set reasonable deadlines, distribute the 
workload evenly and reward people for a job well done. 

3.7.3 A good leader is also a good follower. Respect the needs and deadlines of others and they 
will respect yours. 

3.7.4 Delegate appropriately. To delegate does not mean “out of sight, out of mind”. It is still 
your responsibility to monitor progress and assist where necessary. 

3.7.5 Be enthusiastic. A good leader does not have to tell her Board why something is important 
to her, they should feel it. 

3.7.6 Respect your co-Board members. Realize that you are all in the same boat. Whether you 
are Club President or a member of the Board, you all have a lot of work to do in addition to 
personal responsibilities. 

3.7.7 Building a team. With a little imagination, some adaptability and a practical turn of mind, 
you can organize a group of people effectively and you can lead them to accomplish worthwhile 
results while they gain personal satisfaction in doing so. 

3.7.8 Set a clear sense of direction for the group for the next year. Express that direction in the 
form of specific, measurable, practical, achievable and worthwhile objectives. Then, guide the 
efforts of the team members in a general way in order to achieve those goals. 
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Appendix 6: Guidelines for the Bazaar Coordinator 
 

General Considerations 

1. In recent times the Bazaar has been held on a bi-annual basis. 

2. The Bazaar Coordinator is appointed by the President in April. It must be clear that the 
Coordinator will be working initially with the actual President and then with the incoming 
President. 

3. Always ensure that there is no publicity for the Bazaar outside of members and their families 
and friends. 

4. Try to encourage a friendly atmosphere with not too much competition. 

5. Although this event raises money for charity, it is also a means of getting our new members 
involved in the Club so that they can meet new people. 

6. Try to ensure that there are a few handicraft workshops organized by the Special Activities 
Director in the lead up to the Bazaar. 

 

Actions 

APRIL: 

1. Prepare a short notice regarding the Preliminary Bazaar Meeting for the May Monza News 
and send it to the Social Media Director before the deadline. 

2. Prepare the Agenda for the May Preliminary Bazaar Meeting. 
 

MAY: 

1. Hold the Preliminary Bazaar Meeting. Invite the incoming President as well as another 
board member who will form part of the committee and give regular reports to the board. 

2. Form the committee to co-ordinate and deal with Monza News articles, meetings, taking of 
minutes, table layout, heads of tables, venue issues, food issues, decorations, treasury, set up 
and clean up and the handling and coordinating of volunteers. 

 

JUNE: 

1. Confirm venue and date in writing. Perform on-site check for the availability and number of 
tables, use of bar and kitchen appliances, and electrical outlets. Ensure that the venue is 
available from Friday afternoon to prepare tables, until Saturday evening to clean up. 

2. Prepare an action plan to cover any short comings with the venue such as the sourcing of 
additional tables and their transport to and from the venue. 

3. Prepare an article for the September issue of the Monza News stating the date of the Bazaar 
and the date of the first general Bazaar meeting for September and forward to the Social 
Media Director by the deadline for printing. 
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SEPTEMBER: 

1. If there is to be a theme or logo for the year, have it ready for presentation at the first meeting. 

2. Hold the first meeting with all who are interested, especially the heads of the various tables. 
Proposed Agenda: 

Theme and atmosphere, date and address of the venue, confirmation of tables and responsibilities, 
decorating team, set-up team, clean-up team, table layout, special requests, entertainment, food, 
volunteers and any other business 

3. Contact those Heads of Tables who have not yet confirmed their availability. 

4. Prepare article for October Monza News, including a map of the area and any requests for help, 
and the details of the October meeting which should take place at the venue if possible. Send it to 
the Social Media Director according to the deadline. 

 

OCTOBER: 

1. Distribute the invitations (and map to venue) for the Bazaar at the October Coffee Morning. 
Prepare sign-up sheets for those activities that still require volunteers or other help. 

2. Prepare the November article for the Monza News and send it to the Social Media Director 
according to the deadline. 

3. Hold the meeting at the venue and have the proposed table plan ready so that changes can be 
suggested as required. Proposed Agenda: Table layout, Treasury issues and requirements for 
change, Decorating, Set Up and Cleaning Up. Ensure that all Heads of Tables understand the need 
to submit all net profits from the Bazaar to the Treasurer on the day of the Bazaar or by the 
December Coffee Morning at the latest. 

 

NOVEMBER: 

1. Co-ordinate and supervise the Friday preparations, providing refreshments from the Bazaar 
petty cash if required. 

2. Provide a strong presence during the Bazaar and give help and assistance as required. Do not 
leave the venue until you are satisfied that everything has been left in good clean order. 

3. Prepare the thank you letter for donators to be published in the next issue of the Monza News. 

4. Give a list of names with addresses of everyone who must receive an official thank you letter 
from the Club, to the Club Secretary so that she can action it. 

5. Ensure that the venue and any other relevant people are paid on the day of the Bazaar. 

6. Prepare a detailed report to be added to the Bazaar coordinator’s file. 

7. Hand over all documentation to the President. 
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Appendix 7: Guidelines for the Charities Committee 

1. A Charities Committee should be formed by January. 

2. This Committee must consist of a minimum of three members, of which one should be a current 
Board Member. It must, however, consist of any “odd” number of members in order to avoid 
deadlock in voting. The President appoints a chairperson for the Charities Committee. (see sect. 
13.6) 

3. It is advised that every 3 years the Board changes the Chairperson, and she will have to change 
the other members of the committee if they are standing for 3 years already. 

4. In September/October, the Board President consults the existing Chair of the Charities Committee 
and the Board can decide to confirm the existing Chairperson or appoint a new one. The 
Chairperson will then select the other members of the Charities Committee. 

5. Once formed the committee year runs from January to December with the aim of preparing in- 
depth studies and reports on various charities for an article to be published in the June Monza 
News. The Board should be informed of the proposed charities before May Board meeting and 
the Board will have the right to agree or disagree with these proposals. 

6. A presentation to the membership should follow at the June Coffee Morning, when voting on the 
proposed new charities takes place. 

7. The presence of one Board Member should ensure that the Committee does not develop aims or 
programs which may diverge from those of the Club as a whole. Should this be the case, the 
Chairman and/or the committee may be replaced at the discretion of the Board. 

8. Aims and responsibilities: 

8.1 Investigating the various charities submitted and possibly also researching other worthy 
causes and assessing their needs. 

8.2 Encouraging and coordinating volunteer help where necessary. 

8.3 Liaising with and monitoring the charities we support. 

8.4 Regularly informing the Board and the membership of charity activities through reports at 
Coffee Mornings and articles in the Monza News. 

8.5 The Club may select and support one charity on a long term basis. This should be reviewed 
every 5 years. 

8.6 From January to March the Charities Committee will receive charity proposals from the 
members for the following year’s initiative. Forms will be made available during these Coffee 
Mornings and announcements should be made explaining that proposed charities should be 
local, non-religious and a-political associations. 

8.7 In April (when we know more or less how much there is to donate) the Charities Committee 
has to contact the associations to find out their needs.The associations will be then invited to 
the May or June Coffee Morning and the donations will be made. 

8.8 The Committee must ensure that all proceeds from fund-raising activities are donated by the 
end of the Club year. 

8.9 The Committee is responsible for reminding the membership of the deadline by which 
suggestions for the charities must be submitted. This deadline is the March Coffee Morning. 
The charities submitted by March will be considered for donations from the proceeds of that 
(calendar) year’s major charity events. 
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9. It is preferred that objects and not checks or cash are donated. 

The Charities Committee is responsible for controlling how eventual monetary donations are used. 
In any case, a report should be given to the Board by December of the same year and an article 
on the February Monza News should be issue 
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Appendix 8: Guidelines for the Nominating Committee 

According to Article 9 of the Constitution, the Nominating Committee consists of 5 (five) members, 
one of whom is a member of the Board. It is recommended that she be a member who is serving her 
second consecutive year in office so that she herself is ineligible for nomination for the subsequent 
year. 

The President and the Board select this Board member by the end of October, appointing her as 
Chairperson. As soon as possible thereafter, she selects 4 (four) other Club members to serve on the 
committee, after having made an appeal for volunteers at the following Coffee Morning and in the 
newsletter. It is recommended that these committee members be long-standing, active members of 
the Club (not newcomers), possibly with prior Board experience, and representing a wide range of 
interests in the community. It is recommended that, should the Board have a Special Advisor, she be 
a non-voting member of the Nominating Committee. It is further recommended that the President 
does not serve on this Committee to protect her from accusations of favouritism and self- 
perpetuation. 

Prior to the first meeting of the Nominating Committee, which should take place before December, 
the Chairperson requests from the Board and has in hand their recommendations for nominees. Also 
prior to their first meeting, committee members should participate as much as possible in Club 
functions with the aim of talent spotting and getting to know potential candidates. The Chairperson 
or her delegate should contact the leaders of the various activity groups (Book Clubs, Parents and 
Toddlers, the Yoga group, the walking group, The Language Exchange etc.) in an effort to determine 
not only their personal interest in a Board position, but also to seek suggestions from them relating to 
members of these respective groups. 

At the first meeting of the Nominating Committee, the Chairperson should set the tone of the meeting, 
emphasizing confidentiality and explaining the committee’s purpose which is to select nine qualified 
nominees for the Board of Trustees. The Chairperson should: 

1. Read out Article 9 of the Constitution, so that the work the committee is directed to do, is 
quite clear. 

2. Hand out copies of the Club’s Policies and Practices Manual, which includes job descriptions; 
so that each member of the committee can read them and better understand the duties of Board 
Members. 

3. Consider carefully the recommendations of the present Board, plus the names submitted by 
the leaders of the various groups and any other members who might be willing to work for 
the Club. An appeal to members to submit their nominees should be included in the 
December/January and February issue of the Monza News. The names of all five committee 
members should also be published. 

4. Remember that, with the exception of the Chairman, members of the Nominating Committee 
may themselves be nominated. In this event they should immediately resign from the 
Nominating Committee, and replacements be appointed by the Chairman. 

5. Keep in mind that although Board members completing their first year may be considered as 
nominees for a second consecutive year, this need not necessarily be to fill the same position 
as before. Furthermore, the position of Vice President should not automatically be considered 
as a stepping stone for the position of President. 

6. If considered necessary by the Nominating Committee or members, The President or Treasurer, 
staying on for a second year must be approved by a secret ballot of the members during the 
A.G.M.  

7. Decide, either at this point or at the second meeting, which member(s) of the committee will 
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make telephone calls to prospective nominees. 

8. Arrange a second meeting to discuss nominees. This first meeting is purely organizational. 

9. The caller (or callers) from the Nominating Committee should stress to women who decline 
a Board position, that the fact they were asked is not common knowledge. This is obviously 
just good manners and protects the feelings of the person who is asked as a later choice and 
has the grace to say yes. In this connection, members of the Nominating Committee are 
themselves sworn to confidentiality as to the proceedings of the committee. 

10. The Chairperson must be sure that the Nomination Form (Reference 6) is published on the 
December/January and February Monza News. 

11. When the slate of nominees is complete, the Chairperson submits the list to the present Board 
at their March meeting. The Chairperson urges as many nominees as possible to attend the 
March Coffee Morning, in order to be introduced to the membership. She arranges for the 
absentee ballot form to be published in the March issue of the Monza News. This issue should 
also include brief biographies of the candidates. Voting on the proposed Board takes place at 
the April Coffee Morning. The Chairperson invites each nominee to be a guest at the Joint 
Board Meeting in May. 

12. The Nominating Committee feels that certain Board positions, and specifically 

Membership 

Newcomers 

Special Activities 

Social Media 

Would be more efficiently and usefully covered by 2 people, the main nominee (who would 
also have voting rights on the Board) and a helper of her choice, who could attend meetings 
but not vote. This would also facilitate potential nominees who may otherwise be afraid to 
take on the commitment. 

13. The Chairperson writes a committee report and submits it to the President for inclusion in the 
Club records. 
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Appendix 9: Committee for dealings with the civil service and local authorities and associations 

 

This committee was set up in 2019 and is composed of 6 members nominated by the president, plus the 
current president. The purpose of the committee is to bring ideas and leave an international mark in the 
dealings with the civil service and local authorities/associations. For this reason, there will be no 
hierarchy within the committee, and members will work together for brainstorming and will decide 
together the actions to present to the local authorities. 

The six members are in office for 5 years and are renewable by the current Board at the end of such term 
for another 5 years. 

In the case of the resignation of one or more members, the committee will arrange for her/their 
replacement. 

The President every year must ascertain if any of the Committee has sat for maximum of 5 years 
permitted and if this be that case, must be replaced in agreement with the current board. 
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Appendix 10: Annual General Calendar 
 

AUGUST 

1. The Treasurer pays insurance upon demand of agent. 
 

SEPTEMBER 

1. The President appoints a Raffle Coordinator who forms a raffle committee to send out requests 
for raffle prizes, particularly from the big donors of the preceding year. The Raffle Coordinator 
arranges for the printing of raffle tickets naming the Club, selected charities, and the date and the 
location of the draw, and has them ready for distribution by the October Coffee Morning. 

2. The Social Media Director must ensure that the September and/or October Monza News 
contains: The date of the Bazaar and any related requests for help, Details of Welcome Party, The 
dates of any Christmas celebrations, if applicable 

3. In September/October, the Board president consults the existing Chairperson of the Charities 
Committee and the Board can decide to confirm the existing Chairperson or appoint a new one. 
The Chairperson will then select the other members of the Charities Committee. 

4. The Vice President starts to organize the Christmas Dinner event. 

5. The outgoing Treasurer prepares a chart showing revenues and expenditures for her year to be 
posted on the bulletin board at the September and October Coffee Mornings. 

6. The incoming Treasurer is responsible for presenting a budget at the September Board meeting 
and for helping the other Board members to prepare their individual budgets. 

 

OCTOBER 

1. The Special Activities Director finalizes the Welcome Party 

2. The Raffle Coordinator starts selling raffle tickets. 

3. During the Coffee Morning, the Special Activities Director starts the sign-up for the Christmas 
celebration, if applicable. 

4. The Social Media Director must ensure that the November Monza News contains: the menu 
and cost for the Christmas celebration and an article on Christmas Bazaar, if applicable on either 
or both cases. 

5. The Board selects from its own members by the end of October a chairman for the Nominating 
Committee. See Constitution art. 9 and Policies and Practices Manual for nominating committee 
guidelines. (Appendix 11) 

6. The outgoing Treasurer prepares a chart showing revenues and expenditures for her year to be 
posted on the bulletin board at the October Coffee Morning. 
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NOVEMBER 

1. The Vice President confirms and ensures payment of the deposit for the Christmas celebration, 
if applicable. 

2. The Board plans the December Coffee Morning, including carol singing and the Raffle. The draw 
is at 11.00 a.m. and takes a long time! Plan any other Christmas activities carefully. It has proven 
popular to have a luncheon afterwards. 

3. The Board decides whether to combine the December and January issues of the newsletter. The 
Social Media Director must plan accordingly. 

4. The Social Media Director must ensure that the December Monza News contains a form for 
members to nominate candidates for the following year’s Board. 

5. The Secretary sends Christmas cards to sponsors and any other important contributors at the 
end of this month. 

6. The Membership Director must review the waiting list. 
 

DECEMBER 

1. At the Coffee Morning, the Raffle Committee displays the prizes, finishes selling tickets and 
conducts the draw. 

2. The Special Activities Director considers the important dates for the rest of the Benvenuto Year 
e.g.: wine trip, dinner dance etc… 

3. If the Board decides to publish the January issue of the Monza News, the Social Media Director 
must ensure that the January Monza News is prepared by mid-December. 

4. The Vice President must give tips to the staff of the Sporting Club. The updated list must to be 
checked with the Office of the Sporting Club. 

5. The Treasurer pays the website domain invoice. 

6. The Charities Committee must provide the Board with a full report about how the monetary 
donations are used, and this report has to be include in the February Monza News. 

 

JANUARY 

1. The Secretary sends thank you letters to raffle prize donors and Bazaar helpers. 

2. The Board plans the AGM to be held at the April Coffee Morning. 

3. The Treasurer pays the annual fee, on demand, to the venue where the Coffee Mornings are 
held (Sporting Club). 

4. The Social Media Director must ensure that the February Monza News is prepared by mid-
January and must contain: A form for members to nominate candidates for the following year’s 
Board, a Thank you letter to all donors and helpers for the Raffle and Bazaar (if available) and the 
Charities Committee’s report. 

5. The Audit Committee should control and check the financial books (Treasurer and Special 
Activities Director books). 

6. The Membership Director must prepare the Membership Directory to be distributed at the 
February Coffee Morning and has to be given also to the Webmaster. 
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7. During January Coffee Morning a Form for the Charities Proposals will be made available. 
 

FEBRUARY 

1. The Social Media Director must ensure that the March Monza News contains: 

The names and a short biography of the proposed incoming Board, The Absentee Ballot Form, 
and a request from members to contact the President if they wish to discuss any questions about 
the running of the Club during the April AGM. 

2. During February Coffee Morning Forms for the Charities Proposals will be made available. 
 

MARCH 

1. The President announces at the Coffee Morning that the AGM will be in April and asks 
members to consider any issue they wish to raise. 

2. The President prepares her presentation for the AGM in April. 

3. The Chairman of the Nominating Committee introduces the nominated Board for the 
following year in preparation for voting at the April Coffee Morning. 

4. Board members discuss and agree on next year’s membership fee and the color of next year’s 
badges. 

5. The Vice President schedules the date and books the venue of the End of the year party. 

6. During March Coffee Morning Forms for the Charities Proposals will be made available. This is 
the deadline. 

  

APRIL 

1. The President chairs the AGM and invites members to raise any issues or questions. The 
Treasurer has audited copies of the previous year’s books available. 

2. The Membership Director must check that the number of members present fits the Constitutional 
request for voting (75%). The list of attendees must to be attached to the secretary’s minutes. (See 
Constitution art. 15, 16 and 17) 

3. At the Coffee Morning the President conducts the vote for the proposed Board by a show of 
hands and the returned Absentee Ballot forms. 

4. The Secretary must prepare minutes of the AGM. 

5. The President invites the incoming Board members to the May Board Meeting, as observers. 

6. Each Board member prepares her Annual Report after the Coffee Morning and submits it to 
the President by the end of the month. 

7. The President appoints the Bazaar Coordinator (see guidelines in Appendix 6), who plans the 
Preliminary Bazaar Meeting to be held in May. 

8. The Social Media Director must ensure that the May Monza News contains: The date of the 
preliminary Bazaar meeting to be held in May. 
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9. The outgoing and incoming Presidents schedule a training session for the incoming Board 
members (before the end of May). 

10. The incoming President ensures that each incoming Board member has a current copy of both 
the Constitution and the Policies and Practices Manual, and that they read and understand them. 

11. The Charities Committee has to invite the receiving Associations to May or June Coffee 
mornings and provides all the information about any checks needed to the Treasurer. 

 

MAY 

1. The members of the incoming Board attend the May Board Meeting as observers. 

2. The Secretary must include the names of the incoming board in the minutes of May Board 
Meeting. 

3. The Secretary should compile and keep a current inventory of Club property, including the state 
of repair and location. 

4. The President uses the Annual Reports from each Board member to compile her Annual Report 
and submits it to the Social Media Director according to the deadline, so that it can be included 
in the June Monza News. 

5. The Bazaar Coordinator must hold a preliminary Bazaar meeting at which the committee is 
formed. The incoming President should attend, plus anyone else interested. 

6. A member of the Board must be on the Bazaar Committee and give regular reports to the 
Board on its progress. 

7. Eventual checks to the selected charities handed out. 

8. The Social Media Director must ensure that the June Monza News contains the annual report 

9. The Outgoing Board must choose the new year’s Honorary Member (see P&P 6.1.1) 

10. The Treasurer has to call the insurance company informing them that from July 1st the new 
Treasurer will be _____. 

 

JUNE 

1. The Incoming President thanks the outgoing Board at the June Coffee Morning. 

2. The Charities Committee must present to the membership at the June Coffee Morning the 
proposed new charities, when voting on it takes place. 

3. The Outgoing President should present at the Coffee Morning the annual report. 

4. The Incoming Board holds their first Board meeting at which they schedule the dates (and places) 
of Board meetings and Coffee Mornings for the year of office, considering State and School 
holidays. The Grand Prix in Monza in September and the reopening date for the bar and restaurant 
of the Sporting Club after Christmas should also be considered.  

5. The Incoming Vice President confirms the venue for Coffee Mornings (Sporting Club of 
Monza). 

6. The Incoming Vice President schedules the date and book the venue for the Christmas event. The 
Bazaar Coordinator in liaison with the New President schedules the date and books the venue 
for the Christmas Bazaar, if applicable. 
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7. Organize helpers for Social Media Director, Membership Director, Newcomers Director and 
Special Activities Director etc. as needed. The Social Media Director plans the September issue 
of the Monza News, which should include: The incoming President’s welcome letter, Special 
Activities for September/October, and an article on the Christmas Bazaar, if applicable. Ensure 
that this is prepared by mid-July at the latest. Social Media Director has also to upload the new 
version of the P&P and the new board on the website in order to make it available to all members. 

8. The Incoming Board selects a new Webmaster or confirms the existing one and decides the fee 
for the eventual advertisements to be published on the website. The President and the incoming 
board must ascertain if any of the Committee at Appendix 9 has sat for maximum of 5 years 
permitted and if this be that case, must be replaced. 

9. The Incoming Board decides the fee for guests on the basis of the costs of Coffees provided by 
Sporting Club. 

10. The Incoming Secretary provides all the personal email addresses of each Board member to the 
Webmaster in order to match the email club addresses. She must keep an updated list of suppliers 
with relevant contact numbers and information. 

11. Registration of the incoming President. 

Both Presidents need to go to the “Agenzia delle Entrate” (Monza) to register the incoming 
President. They will need to prepare the following documents: Please refer to References 1, 2, 
3. The Club and incoming President’s “Codice Fiscale” will be needed for this registration. 

The minutes of the April AGM which state the names of the incoming President. 

12. Changes to Club bank account. 

Incoming and Outgoing Presidents and Treasurers must go to the bank to change the signatures on 
the Club bank account. They require the following documents: The “Codice Fiscale” of the 
Incoming President and Treasurer, a letter informing the bank of the change of signatories 
(Reference 3). 

The Minutes of the April AGM which state the names of the incoming Board. 

13. The outgoing Treasurer has the financial books internally audited as soon as possible by the end 
of June. 

14. A flyer is prepared which includes a list of Board members of the following year and their club 
email addresses, as well as details as to time and place of the monthly Coffee Mornings. The flyer 
should be circulated by the Incoming Public Relations Director to English-speaking schools, 
churches and consulates, as well as to relocation and removal companies. 

15. The outgoing and the incoming Treasurer will, following consultation with the respective Board 
members, establish a Budget, allocating a ceiling of expenditure for each Board member for the 
coming year. 

16. The Audit Committee should control and check the financial books (Treasurer and Special 
Activities director books). 
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Appendix 11: Approach with a potential/new member 
 

1. Always consider and select the best way you contact new or potential member. 

2. Always be prepared with a list of upcoming monthly events at your fingertips to suggest to the 
new or potential member. Perhaps you can invite her to meet you at one of the events where you 
share a mutual interest. 

3. Always be a good listener. Find out why the person has an interest in Benvenuto and what they 
really want to get out of the group. Suggest two or three other members in a specific area of 
interest, if possible. Have the directory with you so you can read their addresses / phone numbers. 

4. Always suggest ways that a new member can get involved. Try to understand the personality and 
needs of the new member and her fears and concerns. 

5. Don’t overwhelm people, but provide comfort and advice. Suggest another member who lives 
nearby with a similar lifestyle, where possible. 

6. Try to assist with other specific needs. Be helpful and make her feel relaxed. She will be grateful 
and want to learn more about you and your organization. 
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Appendix 12: Waiting List Policy 

1. The membership composition should be made up of no more than 30% English speaking Italian 
citizens and the rest being English speaking foreigners. English speaking foreigners include: 

- dual citizenship English speaking Italians 

- English speaking Italians who are married to foreigners 

- English speaking Italians who have lived for a considerable time overseas 

2. Once the Club has reached the maximum ratio of 30%, any Italian citizens wishing to join must 
fill in an application form (Reference 4) in order to be added to the waiting list. At this point, a 
copy of this policy is explained and made available. The waiting list is kept in chronological 
order. That is, the person who has been on the list the longest is at the top, the last person to be 
added is on the bottom. 

3. Procedure: 

3.1 The waiting list is reviewed in November after the annual membership renewal period. 

3.2 If the ratio of Italian to foreign members falls below 30%, prospective members on the top of the 
waiting list are contacted by the Membership Director. 

3.3 This potential member will be invited to the next Coffee Morning where she will have the 
possibility to subscribe to the Club. Should she turn down the invitation or does not turn up at the 
Coffee Morning without notice, then she will automatically be excluded from the waiting list. 

3.4 During the Coffee Morning or telephone conversation, the Membership Director must evaluate 
the ability of the prospective member to speak and understand English. 

3.5 Should the prospective member have an adequate grasp of the English language, she may be 
admitted into the Club. If, however, her ability to speak and understand English is not satisfactory, 
the Membership Director must explain that this is a requirement for membership of the Club, and 
on these grounds she must deny membership (see Constitution Article III). 

If, after the renewal period, the ratio remains at or rises above 30%, there will be no new admissions 
of Italian women to the Club for that year. 
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Appendix 13: Guidelines for the Preparation of Minutes 

1. Accurate, concise and complete minutes are important to an organization. They are the official 
history and legal record of the proposals, reports and decisions of the members. 

2. The elected Secretary is responsible for taking notes at meetings and preparing minutes from these 
notes. The members of the Board are responsible for pointing out errors and approving the 
minutes. The Secretary is the official custodian of the minutes. The minutes of the Club are open 
to inspection by members at any reasonable time and should be available at Coffee Mornings. 

3. The Secretary should prepare the minutes as soon as possible after a meeting, and always within 
two weeks. Ensuring the accuracy of the minutes is a duty the Secretary cannot delegate. 

4. The Secretary circulates the minutes of Club meetings to all Board members. At the next Board 
Meeting the President asks if there are any corrections to the minutes. When corrections are 
suggested, they are usually approved by general consent. If there is disagreement on a proposed 
correction, a vote should be taken to decide whether the correction should be made. The Secretary 
makes the necessary corrections. The statement of the corrections is recorded in the minutes of 
the meeting at which the corrections were made. 

5. The minutes are not official until they have been approved by the Board. When the minutes have 
been approved, the Secretary certifies them as the official minutes by writing the word 
“Approved” and signing them. 

6. Minutes are a record of all actions and proceedings, but not a record of discussion. They should 
record the date, hour and place at which the meeting was called, the type of meeting, and the fact 
that a quorum was present. The minutes record all motions or resolutions, whether passed or lost, 
with the name of the proposer. Each report should be recorded with the name of the member 
presenting it and the action taken on the report. 

7. Minutes of committees are often kept by the chairman, but in large committees a Secretary may 
be appointed. 

8. The Secretary’s personal opinions, interpretations or comments should not be included in the 
minutes. Descriptive or judgmental phrases have no place in a factual record of business. Adverse 
criticism of members should never be included except in the form of a motion censoring or 
reprimanding a member. Praise of members should appear in the form of official thanks, gratitude 
or commendation. 
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Appendix 14: Guidelines for the Raffle Coordinator 
 

General Considerations: 

1. A Raffle Coordinator is appointed by the President in September. 

2. Always ensure that there is no publicity for the Raffle outside of members and their families and 
friends. 

3. The International Baskets make very beautiful and popular prizes. Try to ensure at least 10 of 
these. 

4. Specify the “rules” – no second-hand items will be accepted. Anything already gift-wrapped will 
be very much appreciated. Ask for all prizes to be submitted by 1 December so that there is time 
to compile a prize list for use at the December Coffee Morning and for the thank-you letters. 

5. Consider selling ticket at a discount as this encourages people to buy more tickets (example: 
tickets cost 2€ for one or 5€ for three or 1 booklet of 20 tickets for 50€). 

 

Raffle Calendar 

SEPTEMBER: 

1. Form a committee and start sending out requests for raffle prizes, particularly to the big donors 
of the previous year. 

2. Organize the committee.as many attractive prizes as possible 

3. Appoint an “International Baskets” coordinator to request the donation of international hampers 
from the various countries represented by our members. 

4. Prepare two letters (one in English, one in Italian) for members to use when asking companies 
etc. for prizes. 

5. Ensure that raffle tickets are printed (check previous year’s sales for quantity) with the name of 
the Club, the selected charities, and the date and the location of the draw. The tickets should be 
ready for distribution by the October Coffee Morning. 

6. Decide on the price of the raffle tickets. 

7. Schedule a meeting with the Treasurer to discuss ticket reconciliation. 

8. Prepare an article for the October and November Monza News, giving details of the Raffle and 
asking for donations. If you already know what the first prize will be, advertise this too. Mention 
that all proceeds go to charity (specify which one/s). Send this article to the Social Media Director 
according to the deadline. 

 

OCTOBER: 

1. Create a form for monitoring the distribution of the ticket books. 

2. Start distributing and selling raffle tickets at the Coffee Morning. 

3. Make sure that those selling tickets will return the ticket stubs and the money to the committee 
as soon as possible. 

4. Arrange with the Bazaar Coordinator for a table at the Christmas Bazaar if applicable. 
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NOVEMBER: 

1. Have a table and some helpers to do sales at the November Coffee Morning. 

2. Plan the Raffle draw for next month. Organize helpers for sales and ticket-stub folding. An ideal 
suggestion for ticket draw would be to open up to the attendees on rotation basis. 

It is very important to arrange for some members who will organize the Prize Table on the 
morning of the draw. Another helper should take care of those prizes which are not claimed. 

3. Have a table for ticket sales at the Bazaar if applicable 

4. Discuss the numbering of available prizes and prepare the prize-list. 
 

DECEMBER: 

1. At the Coffee Morning, provide pre-numbered stickers for the prizes, ribbon, bows, scissors, a 
stapler and some adhesive tape. Remember to bring several copies of the prize-list and some pens. 

2. Set up the prize table. Ensure the prizes are numbered and the next prize always to hand. 

3. Finish selling tickets. 

4. Conduct the Raffle draw and be sure that each prize has been assigned to the winner before the 
next draw. 

5. Be prepared to take away unclaimed prizes and to distribute them to the winners. 

6. Prepare an article about the Raffle for the January or February Monza News, give details of the 
proceeds and express your thanks. Remember to check with the Social Media Director regarding 
the deadline for submission of the article. 

7. Provide the Secretary with a list of those who have contributed and who should receive a thank- 
you letter. Make sure this list is legible and includes full names and addresses: the Secretary should 
not be expected to research this information. Ask her if the letter can include a few details of the 
charity, or charities, to which the funds will be donated. 

8. Prepare a report to be added to the Raffle file. 

9. Hand over all documentation to the President. 
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23. REFERENCES 

REFERENCE 1: MODULO AA5/6 – AGENZIE DELLE ENTRATE 
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REFERENCE 2: LETTER TO AGENZIA DELLE ENTRATE 
 

BENVENUTO INTERNATIONAL CLUB OF MONZA 

 
The Benvenuto International Club of Monza 
C/o The Sporting Club of Monza  
Viale Brianza 39 
20900 Monza 

 
Monza, XX Giugno 20XX 

Oggetto: Cambio alla presidenza dell’associazione The Benvenuto International Club of Monza 

Con la presente si dichiara che: 
 

Il direttivo dell’associazione The Benvenuto International Club of Monza, con codice fiscale 
940 138 40155, sede in Viale Brianza 39 a Monza, in occasione della riunione generale tenutasi 
in data XX Aprile 20XX, con voto favorevole di tutti i membri, ha deliberato che: 

 
la carica di presidente dell’associazione medesima di cui sopra, passa dal giorno 1 luglio dalla persona 
di: 

 
Outgoing President’s name, birthdate in birth country, codice ficale____, residente a name of 
town, name of street and civic no. 

 
alla persona di 

 
Incoming President’s name, birthdate in birth country, codice ficale____, residente a name of 
town, name of street and civic no. 

 
 

Firme 
 
 
 

Name and Signature of the Outgoing President 
 
 
 

Name and Signature of the Incoming President 
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REFERENCE 3: MEETING MINUTES FOR THE NAME TRANSFER OF THE OLD TO 
THE NEW PRESIDENT AND TREASURER AS REQUIRED BY THE BANK AND THE 
AGENZIE DELLE ENTRATE. 

 

 

BENVENUTO 
INTERNATIONAL CLUB OF 

MONZA 

Board Meeting 
Minutes 

 
Informazione Generale  

Data Riunione Day, Date, Time 

Motivo Riunione Mensile dell’Associazione – Aprile 20XX (Club Monthly Meeting – Month 
Year) 

Sede Sporting Club di Monza (Location) 

Socie Presenti Vedi Allegato (The whole club attendance list of that Coffee Morning) 

 

La riunione mensile del Benvenuto International Club di Monza si è svolta verso le ore 
coffee morning time allo Sporting Club di Monza. Tutti i membri che erano presenti, hanno 
firmato il registro. Il nuovo comitato è stato presentato alle socie per la votazione.Le socie 
che erano presenti hanno approvato all'unanimità la nomina del nuovo comitato per 
l’annoyear 20xx/20xx in vigore dal 1 Luglio20xx fino al 30 giugno 20xx. E’ stata nominata in 
qualità di presidente la Sig.ra name of incoming President. 

 
Al nuovo presidente sono attribuiti i poteri di ordinaria e straordinaria amministrazione 
nonche’ facolta’ di nomina dei delegati ad operare sul conto corrente presso la banca. 

 
A tal proposito si dichiara la volonta’ del nuovo presidente Sig.ra name of incoming 
President, di delegare la Signora name of incoming Treasurer nata a birth place in birth 
country il date of birth, ad operare sul conto. 

 
Per questo passaggio, name of outgoing President e name of incoming Treasurer 
andranno alla Agenzia delle Entrate e alla Banca per esibire qualsiasi documento richiesto 
da tali istituzioni con la nomina del nuovo Presidente. 

 
Preparato da: 
name and signature of outgoing President, Il segretario dell’assemblea 

 
 
 
 

name and signature of incoming President, il neo presidente (In veste di presidente 
dell´assemblea) 
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REFERENCE 4: MEMBERSHIP APPLICATION FORM 

 

 

Benvenuto International Club of Monza 

 

MEMBERSHIP APPLICATION FORM 

      Date: _______________________________ 

 

Last name First name 
Nationality  
Street Address  
  
Post Code City 
Home telephone  
Cell phone  
Email address  
Birth date Month Birth date Day 
Mother Tongue  
Other languages spoken  
  
Any particular interests  
  
  

  
 
 
Photocopy of Identity document attached     Yes ___  
 
Privacy consent form attached                       Yes ___ 
 
 
 
Signature  ___________________________________ 
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Benvenuto International Club of Monza 
 

CONSENSO AL TRATTAMENTO DEI DATI PERSONALI 
REGOLAMENTO UE N. 2016/679 

CONSENT TO PROCESSING OF PERSONAL DATA 
EU REGULATION N. 2016/679 

 
La sottoscritta /The undersigned_____________________________________ 
Nata a/Born in _____________________________________________________________ 
Codice fiscale/Fiscal code __________________________________ 
Residente a /Resident in _______________________________________ 
__________________________________________________________ 
 
dichiara di aver ricevuto, letto e compreso l’informativa relativa al trattamento dei dati personali così come 
disciplinati dal Regolamento UE n. 2016/679 e consapevole, in particolare, che il trattamento potrebbe 
riguardare i dati “particolari” di cui all’art. 9 del citato Regolamento ossia quei “dati personali che rivelino l’origine 
razziale o etnica, le opinioni politiche, le convinzioni religiose o filosofiche, o l’appartenenza sindacale, nonché 
trattare dati genetici, dati biometrici intesi a identificare in modo univoco una persona fisica, dati relativi alla 
salute o alla vita sessuale o all’orientamento sessuale della persona” e pertanto 
hereby declares that she has received and duly read and understood the information provided regarding personal 
data processing as detailed by the EU Regulation no. 2016/679 and is aware, in particular, that such treatment 
could relate to “particular” data as per art. 9 of the mentioned Regulation i.e. “personal data revealing racial or 
ethnic origin, political opinions, religious or philosophical beliefs, or trade union membership, and the processing 
of genetic data, biometric data for the purpose of uniquely identifying a natural person, data concerning health 
or data concerning a natural person's sex life or sexual orientation.” And therefore 
 

PRESTA GIVES 
 
libero, consapevole, informato e specifico consenso al trattamento, anche con strumenti informatici e/o 
telematici, dei propri dati personali per le seguenti finalità: 
free, informed, specific and unambiguous consent to the processing, including through use of automated and/or 
computerized tools, of her personal data for the following purposes: 
 
1. trattamento dei dati necessario per lo svolgimento delle attività dell’Associazione nell’ambito dello scopo 

sociale, come definito nell’informativa. (Processing of data necessary to carry out the Club’s activities to 
achieve its purposes, as defined  in the Policy document) 
 

  do il consenso (yes)    nego il consenso (no) 
 
2. Trattamento dei dati necessario per la divulgazione di notizie relative all’attività dell’Associazione tramite 

web, email, WhatsApp  e/o social network. (Processing of data necessary to share news relating to the Club’s 
activities through the website, email, WhatsApp and/or social media)  

 
  do il consenso (yes)    nego il consenso (no) 
 
3. Per quanto riguarda l’utilizzo di web e social media, utilizzo di fotografie delle associate o di eventi ove 

potrebbero apparire le associate (tuttavia non identificate dal nome) nonché tutti gli eventuali loro invitati 
(As far as the use of the website and social media is concerned, the use of photographs of Club members or 
of events where Club members could appear – however not identified by name, as well as all their eventual 
guests). 

 
  do il consenso (yes)    nego il consenso (no) 
  
 
Luogo e date     Firma 
Place and date               Signed 
 
____________________________                          ______________________________________ 
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REFERENCE 5: NOMINATION FORM 

 

BENVENUTO INTERNATIONAL CLUB OF MONZA 
 

NOMINATION FORM 
BOARD MEMBERS 2019/2020 

 
Name of Nominee _______________________________ 
For the position of _______________________________ 
Nominated by __________________________________ 
 
Please provide a short comment about the person you are nominating 
 

__________________________________________________
__________________________________________________
__________________________________________________
__________________________________________ 
________________________________________________ 
 
Once completed, please drop the form into the ballot box available during the 
Coffee Morning or email it to membership.benvenutomonza@gmail.com 
 
 
 
 
 
 
 
 
 
 
 
 
 



Revised in March 2020 P a g e 52  | 
59 

 

 

24. CHANGE HISTORY 

1. April 2014 

A team consisting of Giovanna Casati, Choon Pei Brazzoni, Anne Stubley, Renate Barzaghi- Schwarz 
and Barbara Valaguzza, revised the whole Policies and Practices Manual, updating mainly new roles 
and responsibilities and clarifying the exact nature of each activity or details of external parties such 
as the accountant, notary, insurance and INPS, and eliminated outdated items. 

2. March 2019 

3. March 2020 

 


