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Tallahassee Parrohead Club

Sandard Operang Procedures

I. Governance
A. The Sandard Operang Procedures (SOP) and Bylaws govern he operaons o he Tallahassee

Parrohead Club, Inc. (TPHC or Club).

B. Bylaws are approved by he Board and disribued by email o members in good sanding.

Members have 14 days o voe, and a simple majoriy o voes received deermines passage. The

SOPs may be voed on by he Board and hen posed on he websie or members’ inormaon.

C. TPHC is a no-or-pro corporaon and local chaper o he naonal nework o Parro Head

Clubs collecvely called Parro Heads in Paradise (PHiP). All Clubs are required o comply wih

he guidelines se orh by PHiP. Saed in par, “The organizaon will engage in acvies ha

are chariable, educaonal and ha promoe he general welare o he communiy. Parro

Heads in Paradise, Inc. is a No-For-Pro Corporaon, whose purpose is o assis in communiy

and environmenal concerns and provide a variey o social acvies or people who are

ineresed in he music o Jimmy Bue and he ropical liesyle he personies.” For more

deails go o www.phip.com.

D. The Club moo is “Pary wih a Purpose!” and he Club mission saemen is “ParroHeads make

he communiy a beer place, one eaher a a me.”

II. Code o Conduc
A. The Tallahassee Parrohead Club is an equal-opporuniy, non-exclusive, non-polical, non-

commercial social organizaon. TPHC considers all aihs, belies, aliaons, and sexual

orienaon o be privae maers beyond he scope o our charer. Thereore, he Club sricly

limis public acvies o aiding charies and perorming communiy service and does no oer

isel as a orum or any venure or call-o-acon no relaed o our core business, as saed I,

Governance, paragraph 2.

B. Members may no approach oher members and non-members or sales, services, or

soliciaons as a represenave o he Club, wheher real or implied, ouside hose approved by

he Board o Direcors. This includes, bu is no limied o, person o person conac or

soliciaon via he TPHC websie, Facebooks pages, email, phone, or he like.

C. Club Members will rea ellow members, guess, sponsors, hoss, and heir personal propery

wih respec always. Members are personally responsible or heir words, acons and deeds and

agree no o exhibi behaviors ha are disrespecul, untng, or o a malicious naure.

Addionally, members agree o adhere o all local, sae, and ederal laws. All Club members

mus agree o abide wih he Code o Conduc and ac in a responsible ashion. Failure o abide
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by he Code o Conducmay resul in review by he Board or discipline up o and including

expulsion rom he Club.

III. Securiy
A. Adminisrave access is deermined each January by he incoming Board. Members o he Board

and/or specied Club members shall have access o secure areas or adminisrave oversigh

and uncons required o conduc Club business, e.g., he Webmaser mus have access o

domain setngs or web developmen. A leas wo, and preerably hree, Board members or

designees shall have access o each secure locaon/accoun simulaneously. I an adminisraor

leaves or any reason, accoun access mus be revoked immediaely. Secure inormaon shall

remain conained and no shared wih unauhorized individuals or any reason. The Board-

approved, auhorized adminisraors shall be lised on he TPHC Websie

(www.TallahasseeParroHeadClub.com/) and updaed as needed, o ensure members know

whom o conac.

1. Secure Club Accouns:

a. Simpleliss--Include access or Membership Chair

b. GoDaddy (Web developmen and email) --Include access or Membership Chair

c. Facebook (Group and Page)

d. Alphabe (Gmail, Phoos, Drive, ec.)

e. Cenennial Bank

. PayPal--Include access or Membership Chair

g. Square--Include access or Membership Chair

h. USPS mailbox

i. HUB Inernaonal liabiliy insurance policy

j. Complee membership lis or inernal use only--Include access or Membership Chair

2. Unsecured

a. Membership Lis (no secured; mainained by he Membership Chair a he discreon o

he members).

IV.Communicaons
A. Appropriae communicaon channels, as idened in Secon III (Dues) o he Bylaws, include,

bu are no limied o, email, announcemens a socials, social media, and posngs o he Club

websie. Ocial Club announcemens and inormaon will be disseminaed via he Club’s email

disribuon lis. Oher orms o ocial communicaon, such as social media, ex, ec., may be

used bu are no recognized as ocial communique.

B. Any TPHC member may send announcemens o Club members by emailing:

Members@TallahasseeParroHeadClub.com. Emails are inially held or adminisrave review

beore approval and disribuon. Emails should be reviewed by an adminisraor wihin 24

hours. I he email is me sensive, he auhor can reach ou o an adminisraor o reques an
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expedied review. Email auhors should no approve heir own emails; however, i any email is

no approved wihin 24 hours, conac he Capain.

C. Should an email conain incorrec inormaon, an adminisraor will deny he email and conac

he auhor or correcon and resubmission. I an email is deemed inammaory, irrelevan, or

oherwise inappropriae, an adminisraor will deny he email and inorm he auhor o he

inappropriae conen. I he violaons connue, he auhor may be banned rom he Club’s

email server lis.

D. The Club’s websie, www.TallahasseeParroHeadClub.com, is hosed by GoDaddy.com

mainained by he Club’s Webmaser. All Board members should mainain oversigh over he

conen o he websie. Ideally, a leas wo Board members, in addion o he Webmaser,

should have Adminisrave access and a working knowledge o web developmen a any me.

Board members shall deermine eligible Board members or his duy. I no Board member has

he skill or desire o underake hese asks, he Board o Direcors should seek ou anoher Club

member o assis. I none is ound, hen he Board could deermine i an ouside eny could be

hired o mainain he websie.

E. The Club mainains a Facebook accoun. The Club Page is: Tallahassee ParroHead Club

(www.Facebook.com/groups/TallahasseePHC).

F. Board members shall mainain adminisrave oversie o all social media oules mainained by

he Club. Any Board member may op ou o his adminisrave role, bu he Club shall mainain

a minimum o hree adminisraors per oule a any me and lis he adminisraors on he Club

websie.

G. Members and nonmembers are responsible or heir poss on social media mainained by he

Club. Poss mus ollow TPHC and PHiP’s Code o Conduc and mus be relevan o he Club’s

core business or relaed in some manner o he ropical liesyle, communiy service and he like.

Jokes and phoos or parros, piraes, beach hemes, ec. are accepable i hey are in good ase.

Poss deemed in violaon o hese guidelines will be denied publicaon. I he violaons

connue, he auhor will be inormed and banned rom urher posng.

H. The Club’s ocial email address is TallahasseeParroheadClub@gmail.com. This accoun is

primarily used o eld PHiP emails, oher exernal emails, and process emails rom PayPal and

Square. Oher accouns associaed wih he Club’s Alphabe accoun include Google Drive and

Google Phoos, each o which are adminisered by specied Board members or delegaed

represenave(s).

V. Membership Privileges
Parrohead Clubs ha are members in good sanding wih PHiP, receive he ollowing membership

privileges:

A. Clubs occasionally have an opporuniy o parcipae in evens provided by he PHiP. The

Capain will oversee ensuring ha PHiP guidelines are ollowed or disribuon.
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B. Limied use o he erms: Parro Head, ParroHeads, Margariaville and any oher licensed words

as graned permission by Margariaville, Inc. Furhermore, he name Tallahassee Parrohead

Club, inials TPHC and ocial logo may no be used wihou approval o he Board.

C. Limied use o he naonal logo or Parro Heads in Paradise, Inc. The naonal logo may no be

used in any manner o commerce by any Club wihou prior wrien consen o he PHiP Board o

Direcors. The PHiP logo may be used or adversing your Club and in conjuncon wih your own

Club logo only.

D. Opporuniy or he Club members o aend he naonal organizaon’s annual meeng, known

as Meeng o he Minds, or MOTM, and oher regional leadership evens.

E. The Club mainains wo sorage unis and a mobile railer (and various iems conained wihin).

Club members may borrow club resources, or example, he club railer, club en, and club

sound sysem by conacng he Board o Direcors. I approved, hey will be provided wih he

appropriae keys and mus reurn hem ASAP and in accordance wih he Board’s direcons. A

sign-ou orm is available in he sorage uni and railer and should be compleed (including

conrming he dae and condion all iems are reurned).

1. Iems loaned oumus be reurned in he condion received. The railer mus be reurned in

an orderly ashion, wih iems organized and nealy sacked and he railer swep and ree o

debris. No ood iems may be sored in he railer or he sorage unis.

2. Any serious damage should be repored immediaely o he board, and in he even o

negligence on he par o he borrower a repair/replacemen ee may be charged by he

Board.

3. I is up o he club member who borrowed an iem(s) o reurn he iem(s) o heir origin.

4. Members who sore he Club railer are no responsible or delivering he railer or iems

rom he railer. This responsibiliy lands on he person borrowing he iem(s).

5. Violaons o any policy saed above may resul in he member oreing use o club

equipmen or one year.

F. Members can earn Parro Poins hroughou he year based on he level o acviy. The more

acve a member is he more poins hey can poenally earn. Dieren acvies can earn

dieren poin amouns, or example:

1. Serves as a Board member – 12 poins

2. Chairs a major uncon – 10 poins

• Examples omajor uncons include he SGI Chili Cook-O, a parade, he

Phrenzy, he Pub Crawl, and he holiday pary.

3. Chairs a minor uncon– 5 poins

• Examples ominor uncons include FL Cares ramp builds, environmenal

cleanups, and house pares.

4. Aends an ou-o-own Parro Head uncon – 5 poins

• Examples o ou-o-own Parro Head uncons include he Panama Ciy Parro

Head Club Rendezvous, he Florida Regional Conerence, and Meeng o he
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Minds. I is up o he even chair o orward aendance inormaon as an

Acviy Repor o he Membership Chair and Capain or disribuon.

5. Serves as chariy sponsor or one o he monhly charies. – 5 poins

6. Serves on a commiee – 4 poins

7. Voluneers o work a a TPHC even (e.g., The Phrenzy, SGI Chili Cooko, Road Runner Chili

Cooko, Lichgae) – 3 poins

8. Aends a Board meeng – 2 poins

9. Aends a social, acviy, or even – 1 poin

10. Wears a name ag o a social – 1 poin

11. Donaes blood – 1 poin per donaon

12. Parro Poins are earned hroughou he calendar year.

13. Members are responsible or signing in a uncons where a sign-in shee is available. Sign-in

shees are ypically provided by he Even, Membership or Social chair and members should

ask or one i i is no eviden.

14. I is a duy o he Capain o adminiser he Parro Poins regarding opporunies o

parcipae in evens provided by he PHiP and o ensure compliance wih he PHiP

Disbursemen Policy.

15. Members in good sanding can reques a lis omembers and he oal number o poins

each member has accrued hroughou he year. The Membership Chair will provide he lis

wihin 10 business days afer he reques is made.

16. Parro Poins are also used o designae he annual Golden Flipop award winner.
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VI.Membership Caegories

A. Full Members aged 18 and older enjoy membership privileges and can run or a posion on he

Board, chair a commiee, parcipae on a commiee, voe on issues presened o he Club by

he Board, earn Parro Poins, and are eligible or poenal PHiP special opporunies or evens.

B. Parakees younger han 18 are sponsored by a paren, legal guardian or oher relave, like a

grandparen. Parakees can parcipae in Parakee-riendly Club acvies, earn Parro Poins,

and or poenal PHiP special opporunies or evens. Parakees do no pay annual dues and are

no eligible o voe.

C. Honorary Members—The Board can voe o gran Honorary Membership o individuals

associaed wih he Club. Honorary members enjoy he same privileges as ull members bu do

no pay annual dues and are no eligible o voe. Honorary memberships expire a he end o

each year.

D. Founding Members—The original Club members who have been presen since he 1996

ounding o he club are designaed Founding Members and enjoy he same privileges o

membership as ull members wihou paying annual dues, as long as he Club remains acve.

E. Snowbird Members who do no reside locally hroughou he year – pay hal o he annual

membership dues and enjoy he same privileges omembership as ull members. Snowbird

memberships will no longer be graned as o April 2018, alhough Snowbird memberships

graned prior o ha dae will be honored.

F. LiemeMembers—enjoy he same privileges omembership as ull members wihou paying

annual dues as long as he Club remains acve. Lieme membership will require 25 years o

exemplary parcipaon and service as deermined by he Board and documened in he

minues. Lieme memberships graned prior o November 2006 will be honored.

VII. Membership Requiremens
A. New Members

1. Annual dues or new members are $25. For new members ha join in he las quarer o any

year, membership dues will run hrough o December o he ollowing year.

2. New members mus complee he membership orm and pay dues o join he Club.

B. Renewing Members

1. Annual dues or members ha renew by January 31 are $25. Dues increase o $30 or

members who renew afer January 31. A Renewing Member is dened as being a Full

Member he prior year.

2. Renewing members ha do no pay he membership dues by January 31 are no longer

considered members in good sanding and are no eligible o enjoy he privileges o

membership unl membership is renewed. For markeng purposes, hey will remain on he

email disribuon lis (The lis has an unsubscribe opon, which hey are welcome o use a

heir discreon). Once he membership ee is paid, privileges are resored.
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3. I a newer orm version is available, or i he member’s inormaon on he previous orm has

changed, Club members are required o submi a new membership orm and pay he annual

membership dues o renew.

C. Members in Good Sanding

1. By December 1, Club members mus be noed ha heir memberships mus be renewed

by January 31 o remain members in good sanding.

2. The Board can voe o reduce or waive annual dues or members experiencing nancial

hardship. A wrien requesmus be submied o he Board or consideraon.

3. Membership expires a he end o he year or everyone excep Lieme members and

members ha join or renew in he las quarer (Ocober, November, or December).

4. Dues will no be reunded o members who erminae heir membership.

5. All members agree o adhere o he Code o Conduc, Bylaws, and Sandard Operang

Procedures. Ocers and Commiee members agree o ulll heir erms o service, unless

excused by he Board ollowing a mely reques by he member and explanaon o

exenuang circumsances.

D. Expulsion

1. Members ha violae he Code o Conduc in a subsanal or malicious way may be expelled

rom he Club by a majoriy voe o he Board.

2. I he member is a board member, hey will be recused rom he voe.

3. Annual dues will no be reunded o members expelled rom he Club.

4. Members ha have been expelled are no longer eligible o renew heir Club membership.

E. Membership Transer

1. An acve membership saus may no be ranserred o any oher individual as a resul o

relocaon, incapaciy or deah o he acve member a any me.

VIII. Board o Direcors

A. Overall Board Responsibilies

1. The Board o Direcors (Board or BoD) consiss o he ollowing posions, which are

posions voed in by Club members:

a. Capain (Presiden)

b. FirsMae (Vice Presiden)

c. Purser (Treasurer)

d. Scribe (Secreary)

e. Three Members a Large

2. The Board o Direcors shall mee a minimum o six mes a year (every odd monh, sarng

in January). Any Board member who misses hree meengs wihou good cause will be

dismissed rom he Board o Direcors, wih he rs wo oenses being documened wih

wrien noces by he Capain. Meengs are inclusive, in ha, members in good sanding

may aend. Only eleced board members are allowed o voe. Vong wih non-eleced

members presen will be conduced privaely, i necessary, due o sensive maer.
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Addional meengs may be called hroughou he year exclusively or Board members as

needed.

3. All Board members are eligible o join he PHiP Club Leader email lis and he Regional Club

Leader email lis. These mailing liss include relevan inormaon abou curren and uure

evens in he Parrohead world and imporan regional and naonal announcemens rom

PHiP.

4. The Board solicis, reviews, approves, or denies all evens, including monhly chariy evens

or he curren calendar year or i necessary, or upcoming calendar years.

5. When required he Board oversees budge requess or all evens and mus preapprove said

budges beore any even can be announced o Club members.

6. Members may recommend oher charies or evens ouside he monhly socials, bu he

Board mus pre-approve hese evens, oo. Such opons are encouraged bu should no

conic wih he Wednesday socials ha suppormonhly charies.

7. In he Fall, he Board will send a reques o Club members or monhly and recurring chariy

even sponsors. Members may reques a chariy and monh which will be reviewed by he

Chariy Commiee and Board. I approved, hey will be added o he published monhly

chariy calendar.

8. The Ougoing Board, in conjuncon wih he Membership Chair, will designae he winner o

he annual Golden Flipop Award.

B. Board Member General Dues

1. The ollowing responsibilies ouline Board posion responsibilies. For a more deailed

ouline, see TPHC Monthly Timeline and Board PD (2026).

a. Capain

• The primary duy o he Capain is o adminiser Club business.

• The Capain is he Club’s ocial represenave or PHiP. The represenave mus be

a member o he PHiP Club Leader Lis and disribues PHiP communicaons o he

Club, brings Club member concerns, commens, and suggesons o PHiP’s aenon

and voes on naonal issues. The represenave mus repor any changes in Board

members o he PHiP Direcor oMembership wihin 30 days.

• No member shall run or he posion o Capain wihou having served a leas one

ull erm on he Board.

• I deemed necessary, he Capain can call or an SOP/Bylaws review and is

encouraged o involve a leas one member o he previous SOP/Bylaws review eam

or consisency. As a poin o reerence, he Bylaws require a voe rom all members

and are a high-level overarching documen ha should no be changed excep when

necessary. The SOPs are more appropriae or minor procedural changes ha he

Board decides upon.

b. FirsMae
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• The primary duy o he FirsMae is o assis he Capain in compleng asks

relevan o he core business o he Club.

• In he even he Capain is unable o complee a ull year erm, he FirsMae shall

inheri all he Capain dues. The remaining Board mus decide wheher or no o

hold a special elecon or remain as is unl he ocial process kicks in.

c. Scribe

• Takes meeng minues a each Board meeng and disribues o he Board or

review wihin a week o he Board meeng.

• Incorporaes Board commens and sends draf minues o Board or email approval,

wihin one week o he board review.

• Sends approved minues o Webmaser or posng on he Club websie and noes

Club members omeeng minues.

• Members in good sanding can reques o examine meeng minues. The Scribe will

prepare he minues or review wihin 10 business days afer he reques is made.

d. Purser

• Handles all nancial maers associaed wih he Club.

• Provides wrien updaes a each Board meeng including a pro-and-loss

summary.

• Faciliaes an inernal annual audi.

• Ensures our saus as a no-or-pro chariable organizaon

e. Members a Large

• Members a Large shall assis he ocers wih running he Club and are expeced o

assis chairs and oher members in whaever capaciy is required.

C. Board Transion Responsibilies by Posion (Ougoing and Incoming)

1. Ougoing Capain

a. Send compleed annual repor or he previous year o PHiPAnnualRenewal@gmail.com.

2. Incoming Capain

a. The Incoming Capain schedules he rs Board Meeng or he rs week o January

and requess iems or he agenda. Two weeks beore he scheduled dae (usually a he

end o January) noy Board members and Club members omeeng dae and me,

locaon, and provide he agenda iems.

b. Ensures ha all newly eleced Board Members have reviewed he Bylaws, SOP and

monhly Timeline, and are aware o heir responsibilies.

c. Appoins or reappoins commiee chairs and repors he commiee makeup o he

Board in January, or heir voe o approval. Ougoing commiee chairs do NOT

auomacally connue.

d. Ensures he lis o new club ocers is submied o phipmembership@gmail.com.

e. Ensures all securiy accouns are updaed (ougoing board members deleed and new

designees added) per SOP, and ha he or she as Capain has access o all securiy

uncons
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. Ensures ha he Name-Tag Chair has he necessary equipmen and raining o ulll

heir dues.

g. Sends TPHC members a welcome leer ha includes links o Facebook, and websie,

explains he Simpleliss email process and where o nd he Bylaws and SOP. Highligh

he un, our mission, and opporunies o gemore involved.

h. Obains railer, sorage and PO box keys and designaes wo people o hold hem.

i. Welcomes members and makes announcemens and inroducons a socials and oher

gaherings (AKA “Phlockings”).

3. Incoming FirsMae

a. Assis Capain wih ransion and oher Club chores.

b. Serve as back-up chairperson a Socials and serves as Commiee Represenave,

assisng commiee members in whaever capaciy is necessary o reach heir goals.

c. Serve as co-signer on he Club’s bank accoun, i necessary.

4. Ougoing Purser

a. Prepares he nal nancial repor or he Incoming Board.

• Prepares and submis renewal dues paymen o PHiP, P.O. Box 64148-4148, Pipe

Creek, TX 78063

b. Submis Division o Corporaons Annual Repor (wih inpu rom incoming Purser, i

necessary).

5. Incoming Purser

a. Coordinaes a rip o he bank o change he signaory auhoriy on he TPHC accouns.

Signaure auhoriy is preerably besowed on he Purser, Capain, FirsMae and Scribe.

A minimum o hree Board members should be an auhoriy.

b. Updaes and submi renewal and paymen o Sunbiz.org o mainain no or-pro

saus.

6. Ougoing Scribe

a. Mus documen he names o he newly eleced Board members in November Board

meeng minues.

7. Incoming Scribe

a. Sends Board members a link o he Bylaws, SOP, and meeng agenda as well as he

currenMonhly Timeline acvies.

D. Ex-Ocio Board Members (Do No Voe)

1. Membership Chair

a. Coordinaes wih Capain and Purser o compile and submi he PHiP Bi-Annual Repor

and Annual Membership Renewal Form o PHiP by he assigned due daes.

b. Is responsible or mainaining he Membership Direcory, collecng membership orms

and dues, orwarding dues o he Purser or deposi, keeping compleed and signed

membership orms on le.

c. Ensures Simpleliss is up o dae wih all acve members’ curren emails. Encourages

members o renew and ensures new members are recognized (providing a whie lei and

new member goodie bag).

d. Reieraes ha dues go up rom $25 o $30 afer January 31.
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e. Sends members an ino-leer (email, Facebook, web link) peraining o he Parro Poin

Sysem and Golden Flip-Flop Award.

. Provides sign-in shees a all socials.

g. Coordinaes iniaon o new members, wih Social Chair.

h. Provides updaes on membership numbers and recruimen eors and a summary o

Acviy repors o he Board.

i. Keeps Capain, Name Tag Chair and Webmaser updaed wih member inormaon.

j. Mainains complee Membership Direcory which is shared only wih he Board. A

separae membership lis, including op-in inormaon approved by individual Club

members (e.g. heir address and conac inormaon) will be shared wih Club Members

by means o Club email sysem only and no published on he websie or social media.

2. Webmaser

a. Mainains an operaonal Club websie as a condion o PHiP renewal.

b. Updaes lis o new ocers on he websie.

c. Ensures ha conen is accurae and updaed in a mely manner, including donaon

page and acviy calendar.

d. Poss calendar omonhly charies once approved by he Board.

e. Poss he minues when received rom he Scribe or he mos recen Board meeng,

once approved by he Board.

. I none o he Club members are amiliar wih websie developmen, hen he Board will

pursue a hird-pary soluon o mainain Club websie.

3. Social Chair

a. Coordinaes he Club socials (Phlockings), inorms members o he bimonhly and 5h

Wednesday socials.

b. Inorms members who have been approved o chairperson a monhly chariy o heir

monh and responsibilies. In coordinaon wih he chariy chair, noes Club members

o socials via email and Facebook he week beore he social.

c. Conrms he venue, hires he musician, ses up beore he social, and makes

announcemens during he social, as well as ensuring he musician is paid he approved

$150.00, i no covered by venue. (Noe: a musician is no required or every even or

social).

4. Environmenal Chair

a. Acquires necessary inormaon on working wih Keep Tallahassee Beauul and Leon

Couny or he bi-monhly road cleanup.

b. Plans addional environmenal acvies.

c. Advises members by email (and possibly social media poss) o upcoming evens and

submi mely acviy repors.

5. Name-Tag Chair

a. Obains he laminang machine, maerials, and les o begin aking on he Name-Tag

Chair responsibilies.

b. Prins name ags or all acve members showing heir annual membership, as well as

ags or any recen acvies. Disribue a socials and oher gaherings.
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6. Charies Chair

a. Selecs wo or hree members o assis wih reviewing all member requess o sponsor a

monhly social.

b. Ensures charies comply wih he principles o our governance mission (e.g., no religious

or polical charies) and 501(C)(3) or SunBiz regisered non-pros have prioriy.

Member recommendaons ha have previously been urned down due o available

me slos (as opposed o subsanve reasons) shall have prioriy he ollowing year.

Members who reques o hos a specic chariy are no obliged o accep a subsue

oer.

c. Aemps o keep he ideny o he submitng member condenal o avoid any

appearance o bias or avorism, unl afer he board voes.

d. Noes members o he Commiee recommendaon (e.g., approve/disapprove, monh

available). The Charies Chair will hen orward heir recommendaons and possible

opons o he Board or nal approval.

IX.Commiees
A. Commiee Governance

1. Members who si on a Commiee shall use discreon and rea all persons wih respec,

including, bu no limied o, curren, ormer, and new club members, poenal club

members, voluneers, co-chairs, hoss, vendors, sponsors, merchandizers, and he public.

2. Commiee Chairs are approved by he Board bumay selec heir own commiee members.

3. See Secon VI in he Bylaws or addional deails on commiee governance.

4. Commiee Chairs will send Acviy Repors o he Membership Chair, Name Tag Chair and

Capain wihin wo weeks o even conclusion. Essenally, Acviy Repors are required or

any TPHC-sponsored even where voluneer hours and/or unds and/or goods are colleced

and donaed.

a. A a minimum, Acviy Repors mus include he name and dae o he acviy or even,

he name, address, and phone number o he chariy beneng rom he acviy, he

names o he voluneers, he number o voluneers, he oal number o hours’

voluneers worked on he acviy, and he amoun omoney donaed o he chariy.

b. Commiee Chairs responsibiliy o submi an Acviy Repor is essenal o he uncon

o our Club so we can deposi, rack and disribue unds appropriaely, o comply wih

bi-annual and annual PHiP reporng requiremens and o rack Parro Poins An acviy

repormus be received beore any unds can be disribued o a chariy.

B. Chairing Club Evens (Non-Commiee)

1. Overview

a. The Chair o any TPHC even is responsible or all aspecs o heir even.

b. TPHC socials are held on he 1s and 3rd Wednesday o each monh. The 1sWednesday

is a a locaon normally seleced by he Social Chair, bu coordinaon beween he

monhly Chair and he Social Chair is recommended. The 3rd Wednesday is held a

Corner Pocke Bar & Grill on Apalachee Parkway.
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c. The Chair is required o announce each social even via he Club email sysem no laer

han he Friday preceding each Wednesday social. This is done by sending an email o

members@allahasseeparroheadclub.com. Once he email is sen, he sender will

receive a nocaon ha he email is under review. Email adminisraors review each

email sen o he Club or accuracy and conen. I is recommended ha he Chair also

adverse on he Club’s Facebook group secon a

hps://www.acebook.com/groups/TallahasseePHC. Each adversemen should be

submied no laer han he Friday prior o he 1s and 3rd Wednesdays. I a Chair does

no have a Facebook accoun, hey can reach ou o FirsMae or Social Chair or

assisance. A a minimum, he adversemen should conain.

• The name o he Chariy (inormaon on he chariy, e.g., heir Mission Saemen,

websie URL, ec.)

• Dae and mes o he social

• The name o he venue (physical address is recommended)

• The name o he scheduled musician, i any.

d. Musicians are normally scheduled by he Social Chair and paymen or he musician

mus be esablished prior o he social (some venues will pay or he musicians, ohers

will no). I he venue will no pay he musician ($150), he Chair and/or Social Chair

mus conac he Purser prior o he social so a TPHC check can be produced.

e. The Chair mus coordinae wih he chariy organizaon so hey can aend boh socials.

During his process, he Chair should ideny one or more conacs wihin he

organizaon and share his inormaon wih he Board.

. Sharing his inormaon is benecial because

• The conac inormaon ha can be used or uure evens, and

• For inclusion in he semi-annual and annual repors sen o PHiP

g. The Chair should inroduce he monhly organizaon and conac(s) a each social. The

conac or he organizaon is expeced o give a brie announcemen/presenaon a

he social. I is permissible or he organizaon o hand ou yers, ec.

h. The Chair is expeced o sell ckes a each social. Solicing he organizaon o assis

wih cke sales is recommended.

i. I a Chair is unable o aend a social, hey mus ask anoher member o assis. I is no

up o he Social Chair, nor he chariy organizaon o run he social in place o he Chair.

j. Funds are colleced by selling ckes and ckes can be sold o any adul a he social. I

is no a requiremen ha ckeholders be Club members, bu parcipans mus be

presen o win. Money and ckes should be handled by wo individuals, one aking

money and one disribung ckes. Boh should aemp o rack careully how much

money is aken in and he number o ckes disribued (nong he sarng number on

each roll o ckes will help wih his).

k. There are usually mulple drawings or smaller giveaways a each social. I is up o he

Chair o shore up prizes or each drawing. Please do no assume he Social Chair will

have iems on hand a each social.
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l. Tickes are normally purchased wih cash bu can also be purchased via credi or debi

card using Square. Please conac he Capain or he Purser or more inormaon.

m. Afer smaller prizes are given away, here is a nal drawing - The person wih he

winning cke receives 30% o he money raised. Winners can donae a poron o or all

heir money back o he chariy i hey wish.

n. All monies colleced are he responsibiliy o he Chair and mus be handed over o he

Purser afer he nal drawing (or oher Board member i he Purser is no in

aendance). The Purser will deposi he money and send a check o he organizaon

afer he chariy monh has ended. An acviy repor documenng he amoun is

required o be submied.

o. The Chair is required o complee an Acviy Reporwihin wo weeks afer he second

social o he Chair’s given monh. The Acviy Repor emplae is provided by he Social

Chair or a Board member. Repor emplae will be provided. The repor is emailed o he

Capain, Membership Chair, Purser and Tag Chair. The Acviy Repor is necessary

because

• I Gives he Chair “credi” or he me hey dedicaed o he chariy.

• Makes documenaon and submission easier or he semiannual and annual PHiP

repors. I an Acviy Repor is no compleed and submied, imay be excluded

rom he PHiP repor.

• I is used o reconciling pro-and-loss saemens and TPHC nancial saemens

and wihou i a check canno be sen o he chariy.

C. Suggesed Acvies and Evens

1. Wheelchair Ramp/Sairs Consrucon. The Club eams up wih FL Cares, or a similar chariy,

o build wheelchair ramps and sairs hroughou he year. The Chair schedules a dae and

me wih FL Cares, publicizes he even, coordinaes voluneers, and submis an Acviy

Repor.

2. Road Runners Chili Cook O. The Club usually aends he Road Runners Chili Cook O each

year, which is held on he rs Saurday in February. The even is managed by an

organizaon oher han TPHC and is held a he Moose Lodge in Tallahassee. The Club

piches a en and sells chili and oher iems or he designaed chariy.

3. Environmenal Cleanups. The Environmenal Cleanup Chair schedules environmenal

cleanup acvies or he Club, disribues inormaon, and submis Acviy Repors o he

Membership Chair and he Ciy o Tallahassee or he Riggins Road cleanups. Keep

Tallahassee-Leon Couny Beauul aids (conac 850/545-6507 or supplies and ino). The

Chair is encouraged o sugges and coordinae oher environmenal evens, such as beach or

local lake cleanups.

4. The Florida Regional Leadership Conerence is an annual Parrohead conerence open o all

members in good sanding. Since his even is ou o own, lodging mus be secured well

beorehand, and here is usually a regisraon cos o aend. The coss o regisraon,

housing and all oher relaed coss are he responsibiliy o he aending Club member.

5. The Meeng o he Minds (MOTM) Convenon is he annual PHiP conerence and is held in

he all (auumn). The Capain is our ocial vong represenave bumay delegae o
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anoher member who is aending. Since his even is ou o own, lodging mus be secured

well beorehand, and here is usually a regisraon cos o aend. The coss o regisraon,

housing and all oher relaed coss are he responsibiliy o he aending Club member.

6. Springme Tallahassee and Holiday Evens/Parades.

a. The Club somemes parcipaes in he Springme Tallahassee and Winer Fesval

Parades.

b. The Parade Chair regisers he Club in he parade, making sure he Club has he

appropriae liabiliy insurance, coordinaes he heme or he oa, coordinaes

voluneers o ge everyone a he righ place a he righ me, and submis an Acviy

Repor o he Membership Chair. Any member in good sanding can chair he Springme

Tallahassee Parade and he Winer Fesval Parade, wih he approval o he Board,

which also mus voe o approve any budge expendiures.

c. A proposed budgemus be presened o he Board or approval prior o any acons

being se in moon.

7. Phrenzy

a. The Parrohead Phrenzy is he Club’s bigges undraiser, ypically held in Augus, o

bene The Alzheimer’s Projec.

b. The Phrenzy Chair is responsible or nding a venue or he Phrenzy and getng approval

rom he Board beore signing any conracs or making paymens.

c. The Chair will ge liabiliy insurance or he even i needed.

d. The Chair is also in charge o coordinang voluneers o handle publiciy, cke sales,

ood, silen aucons, music, and decoraons, and submis an Acviy Repor o he

Membership Chair.

8. Pub Crawl

a. The Club usually holds an annual Pub Crawl (aka Pup Crawl) a a handul o local bars.

The Chair schedules he even, decides which chariy o suppor, disribues

inormaon, and submis an Acviy Repor o he Membership Chair.

9. SGI Chili Cook-O

a. The S. George Island (SGI) re deparmen holds an annual chili cook-o he rs

weekend in March.

b. The SGI Chili Cook-O Chair regisers he Club or he even and coordinaes voluneers

o se up and decorae he booh and provide iems or sale (e.g., chili, Jell-O shos,

beads) and submis an Acviy Repor o he Membership Chair.

10. Panama Ciy Rendezvous

a. The Panama Ciy Parrohead Club holds an annual undraiser on Panama Ciy Beach in

April. TPHC normally sends a group o people o represen he Club. Since his even is

ou o own, lodging mus be secured well beorehand, and here is usually a regisraon

ee o aend. All coss are he responsibiliy o he Club member.

11. Recognion Pary

a. To recognize ougoing board members, inroduce he new board and recognize he Club

achievers and he Golden Flipop Award winner, he Club holds an even, usually in

January. Normally plaques and cercaes are disribued based on service o he Club.
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X. Club Finances
A. Governance

1. Cenennial is he Club’s bank or conducng business. The Purser and a leas wo addional

Board members shall always mainain adminisrave righs over he accoun, as well as he

Club’s PayPal and Square accouns, which are used or processing elecronic ransacons,

e.g., paying membership dues. Curren adminisraors should be specied by he Purser and

idened in he January minues. Signaure auhoriy is preerably besowed on he Purser,

Capain, FirsMae and Scribe; however, o avoid any conic o ineres, Board members

who are relaed by kinship, marriage, civil union, or he like are no permied o obain

signaory auhoriy simulaneously.

2. The scal year is rom January 1 o December 31.

3. Deposis are made wihin ve business days o receip. The Board decides how Club unds

will be spen.

4. The Board has approved a quarerly paymen o $300/quarer o be submied auomacally

o FL Cares (FLcares.wordpress.com), unl/unless he Board voes o change his ongoing

donaon.

5. Evens are budgeed o a leas break even nancially. Excepons can be made i he money

is going o chariy. I a deci appears likely, he chair mus repor he ancipaed deci o

he Board wihin 15 days o he even.

6. For major evens, TPHC may reain up o 8% o he ne pros o suppor Club uncons,

wih Board approval.

7. Conracual agreemens wih more han $1,000 mus be signed by wo members o he

Board.

8. I a Club member’s check is reurned by he bank or insucien unds, he member mus

pay he amoun o he check and service ees in cash.

9. Annual recurring expenses can be paid wihou prior approval rom he Board provided he

recurring expenses are included in he annual budge (see C below).

B. Reimbursing Expenses

1. Members mus receive prior auhorizaon rom he Board beore making purchases ha will

be submied o he Club or reimbursemen.

2. Even Chairs submi a budge reques or evens ha he Club pays expenses or. Once he

budge reques has been approved by he Board, he Chair can spend up o he approved

amoun wihou addional auhorizaon. Expenses more han he approved amoun mus

be approved by he Board o be eligible or reimbursemen.

3. Receips and a descripon o he purchase mus accompany requess or reimbursemen.

The Purser cus reimbursemen checks wihin 10 business days o receiving he check

reques.

4. Board members requesng reimbursemen will recuse hemselves rom he voe o approve

he reimbursemen reques.
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C. Annual Recurring Expenses

The Purser is responsible or ensuring ha Club services used o manage Club operaons are

renewed by he esablished due daes. These pre-approved services are limied o:

1. PHiP Annual Membership Renewal Fee – Due by January 31 each calendar year

2. Division o Corporaons Annual Repor Renewal Fee– Due by January 31 each calendar year

3. Pos Oce Box Renewal Fee– Due by he end o February each calendar year

4. GoDaddy Websie Renewal Fees

5. DNS – Due by he end o Sepember each calendar year

6. Domain – Due by he end o February each calendar year

7. Email – Due by he end oMarch each calendar year

8. Sofware – Due by he end o April each calendar year

9. Simpleliss Renewal Fee– Due by Ocober 10h each calendar year,

10. Trailer Regisraon Renewal Fee– Due by June each calendar year,

11. Sorage Uni ees, including insurance, are due each Sepember,

12. HUB Inernaonal Liabiliy Insurance policy – Due by he end o July each calendar year.

13. FL Cares $1,200 per year, issued in our quarerly paymens o $300.

D. Savings and Surplus Funds

As a No-For-Pro Corporaon, we should ensure he scal sabiliy o he Club, while ensuring

ha available unds are used o ulll our mission o aiding charies and perorming communiy

service.

1. On an annual basis, he Purser shall creae and submi an annual budge o he Board o

Direcors or review and approval.

2. Any unds more han he annual budge by he end o he scal year shall be disribued in

equal amouns o he ollowing:

a. The Purser shall hold hree mes he average annual expendiure (rom he prior hree

years) in a savings-ype orma (e.g., savings, money marke or cercae o deposi).

This money is o ensure againsmajor disrupons and provide or seamless connuiy o

he Club. I can only be spen wih a majoriy voe o he Board and

3. Afer ensuring unds o cover all ancipaed reimbursable expenses (see B above) and

accounng or annual recurring expenses (see C above), any cash held in checking accouns

beyond ha required or savings (see 1 above), should be used o urher our mission.

a. Wih Board approval, he money may be designaed o improve he Club’s unconaliy

(e.g., railers, displays, ools and und-raising iems) and adversing o make us more

ecien.

b. The Board may gran exra donaons o approved charies in incremens o up-o

$500/per chariy/per year. All such donaons mus be repored in he Board minues o

he members.

X. Amending he Sandard Operang Procedures
The Board can choose o voe o amend he Sandard Operang Procedures

permanenly or emporarily or he duraon o heir erm. The SOP does no require



TPHC SOPs 2026 Board Updaes Page 18 o 19 Augus 6, 2026

membership approval. The SOP needs o be updaed o reec emporary

amendmens bumus be revised o documen permanen amendmens.


