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GUIDELINES FOR OFFICE-BEARERS 

 
 
PRESIDENT  
 
Principal duties: 

- safeguards the integrity of the International Association of Lyceum Clubs 
(IALC) on behalf of the International Central Bureau (BCI); 

- promotes the health and vitality of Lyceum Clubs by advising and encouraging 
Federation1 Presidents, who in turn advise and encourage the Presidents of 
Clubs in their country; 

- confers with the Vice-Presidents, the International Secretary and the 
International Treasurer  about current issues; 

- liaises with the Federation Presidents, especially on matters regarding new 
Clubs or Clubs in difficulties; 

- represents and promotes the IALC by attending, when invited, special Lyceum 
occasions (e.g. anniversaries, general meetings, twinnings, inaugurations of 
new Clubs).  If unable to attend, she can ask the International Vice-President 
responsible for that hemisphere to represent her; 

- represents the IALC when people seek information about Lyceum Clubs or 
about founding new Clubs. 

 
Administrative duties: 

- appoints the International Secretary and International Treasurer from her 
Lyceum Federation to assist her during her term of office; 

- confirms the appointment of the International Archivist by the Swiss 
Federation of Lyceum Clubs (Statutes, Article 56); 

- appoints the editor of the IALC Bulletin and contributes to each edition; 
- administers the funds of the IALC and the Carlin Legacy with the International 

Treasurer, who reports to the BCI every year (Statutes Article 54). 
 

BCI role: 
- convenes the BCI whenever she thinks necessary, but at least once a year 

(Statutes, Article 46) and she chairs the BCI meeting; 
- prepares the invitation and the agenda for the BCI meeting, and sends these 

at least two months in advance of the meeting (Statutes Article 48); 

 
1  In some countries, the National Federation of Lyceum Clubs is referred to as the National 
Association of Lyceum Clubs. In this paper, we have used the word ‘Federation’ to mean both 
types of national organisations, and national representative Clubs (i.e. a single club in a country) 
 

 



 
  
 

2 
 

- requests Federation Presidents to prepare their reports for the BCI in the 
three languages of the IALC: French, German and English; 

- prepares briefing papers for the BCI meeting, to facilitate discussion of 
important agenda items, with the help of other BCI members as appropriate. 

 
 
Congress role: 

- is responsible, with the BCI, the host Club and host Federation, for the 
planning of the International Congress in April, May or June every 3 years 
(Statutes, Article 50); 

- sends the invitation and the agenda for the International Council and the 
Congress at least 3 months in advance (Statutes, Article 32); 

- chairs the meeting of the International Council at the Congress; 
- requests Federation Presidents to provide her with the names of their 

delegates to the International Council two months before the Congress 
(Statutes, Article 33), and to provide their reports in three languages 
(Statutes, Article 11). 

 
 

VICE-PRESIDENTS 
 

- represent the International President, when necessary, in their own 
hemisphere particularly when the President is from the opposite hemisphere; 

- advise and support the Federation Presidents in their hemisphere, in 
consultation with the International President; 

- take over the President’s responsibilities if she should be unable to continue 
through death or infirmity, until the next International Council. 

- The International Vice-President for the Northern Hemisphere is, with the 
International President, also responsible for planning the European Cultural 
Meetings, in collaboration with the host Club, in the years when an 
International Congress is not being held. 

 
 
SECRETARY 
 

- assists the International President with the preparation of written material; 
- is responsible for taking the minutes of the BCI meetings and of the 

International Council and Congress; 
- maintains the lists of names and addresses of BCI members and of all Lyceum 

Clubs and their Presidents; 
- encourages communication between Lyceum Clubs by promoting the 

distribution of the IALC Bulletin and the circulation of Club newsletters; 
- provides assistance to the Editor of the IALC Bulletin as appropriate; 
- calls for nominations for the International President and for the two 

International Vice-Presidents’ positions prior to the triennial Congress. 
 

 
TREASURER 
 

- is responsible, with the International President, for the administration of the 
funds of IALC (Statutes, Article 54);  

- is responsible, with the International President, for the funds of the Carlin 
Legacy according to the policy determined by the BCI and International 
Council; 
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- receives the financial contributions of the National Federations and the Clubs 
before 1 March each year for the current year (Statutes, Article 14); 

- reports to the BCI and the International Council on the state of the IALC funds 
and of the Carlin Legacy, by preparing end-of-year statements, budgets, 
reports on investments, etc; 

- arranges for the professional audit of the accounts of the IALC and the Carlin 
Legacy before each Congress and at the end of her term of office. In the other 
years, the accounts are sent to two members nominated by the BCI for 
verification before the BCI meeting (Statutes, Article 55); 

- is responsible for the distribution of IALC badges to Federation Presidents 
(gold badges for members of 25 years’ standing, silver badges for all other 
members) at a price fixed by the Treasurer; 

- is responsible for the management of the IALC Website. 
 

 
ARCHIVIST 

 
- is the guardian of IALC history; 
- is responsible for the secure storage of the IALC archives in her home town in 

Switzerland (Statutes, Article 56); 
- stores the following documents: the minutes of the International Council and 

the minutes of the BCI, the list of delegates at each Congress, the Statutes of 
the National Federations and of individual Lyceum Clubs, all relevant 
documents and correspondence of the IALC and the National Federations 
(Statutes, Article 57); 

- reports to the BCI on her activities each year; 
- reports to the International Congress; 
- provides a short report for the IALC Bulletin from time to time;  
- advises the members of the BCI on the decisions taken at previous BCI and 

International Council meetings, to ensure continuity and consistency; 
- supplies copies of the International Statutes to member Clubs, and accurate 

information to other enquiries from researchers. 
 
 

FEDERATION PRESIDENTS (and Presidents of single Clubs in countries where no 
National Federation exists)  
 

- are responsible for the management of the affairs of their National 
Federation; 

- promote the health and vitality of the Lyceum Clubs in their country by 
advising and encouraging Club Presidents; 

- provide the International President and relevant Vice-President with 
information on new developments in their Clubs and consult her on 
establishing new Clubs; 

- invite the International President, if appropriate, to special Lyceum events in 
their country; 

- send their country’s annual subscription to the IALC account in Switzerland by 
1 March each year (Statutes, Article 14, 15); 

- represent their country’s Lyceum Clubs at BCI meetings and present a report, 
written in the three Lyceum languages, on their Clubs’ activities, initiatives 
and any problems; 

- represent a report, written in the three Lyceum Club languages, on their 
Clubs’ activities, initiatives and any problems to the International Council and 
Congress (Statutes, Article 11); 
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- advise the International President and the International Secretary of changes 
in contact details of Clubs in their country; 

- advise the International President of the names of the appropriate number of 
delegates 2 months before the International Council and Congress (Statutes, 
Article 33); 

- send reports, in the three Lyceum languages, to the Editor of the IALC 
Bulletin announcing events or activities of interest to members in other 
countries, also the results of elections, changes in the Clubs etc; 

- distribute the IALC Bulletin to all their Clubs to be forwarded to the members; 
- send the Archivist all relevant Federation material, statutes, minutes of 

AGM’s, Club newsletters, etc  
 
 
Approved by the BCI at its Groningen Meeting (May 2008)  
 


