
19th November 2025 
 
 

Dachshund Club of Queensland Inc 
 

By-Law / Operating Procedure No. 1: Membership of the Management Committee 
 
 
Relevant clauses in the Model Rules 
 

18 Membership of management committee 
(1) The management committee of the association consists of a president, treasurer, and 

any other members the association members elect at a general meeting. 
 

42 By-laws 
(1) The management committee may make, amend or repeal by-laws, not inconsistent with 

these rules, for the internal management of the association. 
      (2) A by-law may be set aside by a vote of members at a general meeting of the association. 
  
 
 
 
Dachshund Club of Queensland Inc By-Law / Operating Procedure 
 
Membership of the Management Committee 

 
(a) Subject to Clauses 18 (1) and 42 (1) & (2) the Management Committee will consist of 

a President, a Vice-President, a Treasurer, a Secretary and a maximum of 6 (six) 
Office Bearers and/or Management Committee members required to manage the 
operations of the association and to chair sub-committees from time to time. 
 

(b) Sub-Committees will be reviewed and determined for the next year at the first 
management committee meeting after the AGM in a particular year. 
 

(c) If more than the number of association management committee members required to 
chair the sub-committees are nominated for election at the AGM then a ballot will 
take place. 
 

(d) If a ballot takes place the number of association management committee members 
elected will be on a first past the post basis. 

  
  
 
 
 
 

End of By-Law / Operating Procedure No. 1 
 
 



22nd November 2023 
 

Dachshund Club of Queensland Inc 
 

By-Law / Operating Procedure No. 2:  Classes of Membership 
 
 
Relevant clause in the Model Rules 
 

Classes of membership 

1.1 General members: either Single or Double 

1.2 Junior members 

1.3 Life members 
 
  
 
Dachshund Club of Queensland Inc By-Law / Operating Procedure 
 
Classes of Membership 

 
An additional class of membership will be added, namely an HONORARY 
MEMBERSHIP: 

(a) Honorary membership may be awarded to a person: 

(i) in recognition of significant and exceptional services to the affiliate; or 

(ii) could contribute significant and exceptional services to the affiliate. 

(b) A person may be nominated for honorary membership upon the recommendation 
of the management committee. 

(c) The period of honorary membership may be for a defined period or life. 

(d) The management committee will consider all nominations and recommend a 
member for honorary membership to a general meeting. 

(e) An honorary member is not entitled to hold office or to vote at meetings 
but will otherwise have access to all other member benefits. 

(f) The affiliate reserves the right to revoke honorary membership in 
circumstances where the actions and behaviours of the individual are 
considered to be detrimental or damaging to the character or interests of the 
affiliate. 

(g) In the event of a proposed revocation of honorary membership, the management 
committee will undertake an independent investigation and any decision must 
be unanimous. 

 
   

End of By-Law / Operating Procedure No. 2 



8th February 2024 

 

Dachshund Club of Queensland Inc 

By-Law / Operating Procedure No. 3: Removing A Management Committee Member 

 

Constitution Rules to be followed when a management committee member resigns or is to be 
removed as a member of the management committee. 

Reference: 

Dachshund Club of Queensland Inc Model Rules version 7 Clauses 18, 20, 21 & 25 

What the Model Rules say: 

Clause 18 (1)  Who is a member of the management committee? 

(1) The management committee of the association consists of a president, treasurer, 
and any other members the association members elect at a general meeting.  

Clause 20 Resignation, removal or vacation of office of management committee member  

(1) A member of the management committee may resign from the committee by 
giving written notice of resignation to the secretary.  

(3) A member may be removed from office at a general meeting of the association if a 
majority of the members present and eligible to vote at the meeting vote in favour of 
removing the member.  

(4) Before a vote of members is taken about removing the member from office, the 
member must be given a full and fair opportunity to show cause why he or she should 
not be removed from office.  

(5) A member has no right of appeal against the member’s removal from office under 
this rule.  

Clause 21  Vacancies on management committee  

(1) If a casual vacancy happens on the management committee, the continuing 
members of the committee may appoint another member of the association to fill the 
vacancy until the next annual general meeting.  

(2) The continuing members of the management committee may act despite a casual 
vacancy on the management committee.  

Clause 25  Calling a Special meeting of management committee  

(1) If the secretary receives a written request signed by at least 33% of the members 
of the management committee, the secretary must call a special meeting of the 
committee by giving each member of the committee notice of the meeting within 14 
days after the secretary receives the request.  



(3) A request for a special meeting must state—  

(a) why the special meeting is called; and  

(b) the business to be conducted at the meeting.  

(4) A notice of a special meeting must state—  

(a) the day, time and place of the meeting; and  

(b) the business to be conducted at the meeting.  

 

Summary of Actions for the Management Committee 

1 At least 33% of the management committee must write to the Secretary to request 
a Special Meeting of the Management Committee. 

2 The Secretary must call the special meeting within 14 days of the request. 
3 At the Special Meeting the agenda as listed in the notice of the Special Meeting 

being called must be discussed and recorded by the Secretary. 
4 If the management committee member resigns then this must be in writing after 

which no further action is required. 
5 If the management committee member does not resign and the remaining 

members of the committee vote in the majority to remove the member then a 
general meeting of all members must be called. 

6 The agenda of the general meeting being called must state the reasons why the 
management committee member requires to be removed from the committee. 

7 The member of the management committee to be removed must be given a full 
and fair opportunity to show cause why he or she should not be removed from 
office. 

8 If the majority of members at the general meeting vote to remove the member of 
the management committee then the member is removed from the management 
committee. 

9 A member has no right of appeal against the member’s removal from office under 
this rule. 

10 The remaining members of the management committee may declare a casual 
vacancy in the management committee and appoint another member to the casual 
vacancy until the next AGM. 

11 Or the remaining members of the management committee may continue to 
function without filling the casual vacancy until the next AGM providing a 
quorum for management committee meetings is maintained. 

12 If the management committee member being removed is the President a new 
President cannot be appointed by the remaining members of the management 
committee. 

13 A Vice President or another member of the management committee may assume 
the Chair of the management committee until the next AGM. 
 
 

End of By-Law / Operating Procedure No. 3 



3rd June 2024 
 

Dachshund Club of Queensland Inc 
 

By-Law / Operating Procedure No.4: Responsibilities of the Management Committee 
 
Relevant clauses in the Model Rules 
 

22 Functions of management committee 
 

23 Meetings of management committee 
 

42 By-laws 
(1) The management committee may make, amend or repeal by-laws, not inconsistent with 

these rules, for the internal management of the association. 
      (2) A by-law may be set aside by a vote of members at a general meeting of the association. 
  
 
Dachshund Club of Queensland Inc By-Law 
 
 
Responsibilities of the Management Committee 
The management committee of an incorporated association has a number of responsibilities. 
 
Identifying the association 
The committee must ensure the association identifies itself properly by: 

• nominating and maintaining a physical address in Queensland for serving documents 
(this cannot be a post office box) 

• putting the association’s name on the common seal if it has one 
• making sure the association’s full name appears on all official documents, such as 

o advertising 
o business letters 
o accounts 
o official notices 
o publications 
o cheques 
o receipts. 

 
Managing financial affairs 
The committee must manage the association’s financial affairs by: 

• registering the association’s land or interests in land 
• making sure that the financial statements are audited or verified annually 
• controlling the business dealings and operations 
• keeping up to date with public liability insurance (if needed) 
• keeping proper records of all transactions and the financial position of the association. 

 
Reporting to members 
The committee must uphold their responsibilities to their members by: 

• making a copy of the association’s rules available to all members 
• following the rules for calling and holding meetings 

https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/running-an-incorporated-association/public-liability-insurance-for-associations


• calling an annual general meeting (AGM) every year (within 6 months of the end of 
the association’s financial year) 

• ensuring a secretary is elected or appointed at the AGM 
• submitting all the financial statements (audited or verified) at the AGM 
• keeping minutes of all committee and general meetings. 

 
Lodging reports to us 
The committee must ensure the association reports to the OFT by: 

• lodging an annual return  
• notifying us about any changes to 

o office bearers (president, treasurer or secretary) 
o the association’s postal address 
o the secretary’s residential address 

• making sure that these reports don’t contain or omit anything to make them false or 
misleading. 
 

Acting for the association 
Committee members should: 

• act in good faith 
• use reasonable care and skill while doing their duties 
• tell the committee if they have a possible conflict of interest (e.g. if a proposed action 

will financially benefit them) 
• not make false or misleading statements to the association’s members 
• know the secretary’s duties and make sure they are properly carried out 
• bring any relevant letters, emails or other association documents to the committee’s 

attention. 
 
Follow the association rules 
The association rules might set out extra responsibilities or impose specific restrictions on the 
committee. 
All committee members should be familiar with these rules. 
 
Office bearers’ responsibilities 
 
President 
The president: 

• chairs the committee 
• plays a major role in general meetings. 

Under the model rules, the president must chair every meeting they attend. If they can’t 
attend a meeting, another committee member can sit in as acting chair. 
 
Secretary 
The secretary’s duties include: 

• keeping the register of members 
• sending and receiving letters, emails or other documents 
• advising the president or treasurer about urgent matters that arise from letters or other 

documents 
• taking nominations for the committee 
• telling members about meetings (giving plenty of notice) 
• calling and convening all meetings 



• arranging the venue 
• preparing the agenda 
• gathering and presenting any relevant documents 
• taking and keeping minutes of meetings and making them available to members. 

 
Treasurer 
The treasurer is responsible for the financial affairs of the association. Their duties might 
include: 

• keeping and maintaining an asset register for the association 
• managing the petty cash balance 
• keeping the petty cash book up to date 
• documenting all payments made, including receipts, invoices and statements 
• maintaining all deposit and cheque books 
• making sure that the committee 

o approves or ratifies all payments made 
o records details of these payments in the minutes 

• keeping all financial records in Queensland. 
They must also keep track of payments received by using either: 

• a receipt book of consecutively numbered receipts 
• a computer system that keeps track of these records. 

 
 
 

End of By-Law / Operating Procedure No. 4 
 

 
 

  
  
 
 



 25th October 2024 

 

Dachshund Club of Queensland Inc 

By-Law / Operating Procedure No. 5:  

Notice of AGM and Electing A Management Committee 

 

Relevant clauses in the Model Rules 

5 Classes of membership 

19 Electing the management committee 

 

Dachshund Club of Queensland Inc By-Law/Operating Procedure 

 

1. Notice of Annual General Meeting 

This notice should be sent to members approximately one month before the date of the AGM 
along with a copy of By-Law/Operating Procedure No. 4: Responsibilities of the 
Management Committee. 

Notice of Annual General Meeting 

In accordance with the Incorporated Associations Act 1981 and the Dachshund Club of 
Queensland Inc Constitution an Annual General meeting will be held at: 

[insert place, date and time].  
 
The meeting will hear annual President’s and Treasurer’s reports and elect a new 
management committee to run the association for the next twelve months.  

 

2. The rules for electing the new management committee are as follows: 

2.1 Only financial single and double members of the Dachshund Club of Queensland Inc and 
Dogs Queensland at the close of nominations can nominate or be nominated for election to 
the management committee. All financial single and double members are invited to attend the 
AGM. 

2.2 Junior Members 

(a) The age of a junior member is seven years or older but less than eighteen years of age. 

(b) The junior member must be sponsored by a single or double member. 

(c) A junior member is not entitled to hold office or vote at meetings but will otherwise have 
access to all other member benefits. 



Clause 19 Electing the Management Committee   

19.1 A member of the Management Committee may only be elected as follows: 

(a)  Any 2 financial members of the association may nominate another financial member 
      (the candidate) to serve as a member of the Management Committee. 
(b)  The nomination must be: 
 (i) In writing, and: 
 (ii) Signed by the candidate and the members who nominated him or her; and 
 (iii) Given to the Secretary at least 14 days before the AGM at which the election is to be 
held 

(c) Each member of the Association present and eligible to vote at the annual general meeting 
may vote for one (1) candidate for each vacant position on the Management Committee. 
(d) if, at the start of the meeting, there are not enough candidates nominated, nominations 
may be taken from the floor of the meeting. 
 

19.2 A person may be a candidate only if the person:  
(a) Is an adult; and 
(b) Is not ineligible to be elected as a member under section 61A of the Act. 
 

19.3 A list of the candidate names, complete with a short resume, in alphabetical order, with 
the names of the members who nominated each candidate, must be included with the meeting 
agenda immediately 7 days preceding the AGM.   
 

19.4 If required by the Management Committee, balloting lists must be prepared containing 
the names of the candidates in alphabetical order.   
 

19.5 The Management Committee must ensure that, before a candidate is elected as a 
member of the Management Committee, the candidate is advised:   
(a) Whether or not the Association has public liability insurance; and 
(b) If the Association has public liability insurance and the amount of the insurance. 

 

PLEASE NOTE NOMINATIONS MUST BE RECEIVED BY THE SECRETARY ON 
OR BEFORE [insert date] by one of the following methods: 

Email: dachshundclubofqld@gmail.com  

Post: PO Box 858, Morayfield, QLD, 4506  

By Hand given to the Secretary. 
 

Please note that if the member chooses to use the Australian postal service to post 
his/her nomination then it is the member’s responsibility to ensure that they post the 
nomination in good time.  Nominations that are late will not be accepted. 
 



Management Committee Nomination Form format to be used. 
 
We wish to nominate………………………………………………… 

 
For the position of ……………………………………………………for the [insert year] year.  
 
Name…………………………………………………….  

Signed……………………………….  
 
Name…………………………………………………….  

Signed……………………………….  
 
I agree to accept the position of ___________________________for the [insert year] year.  
 

Name…………………………………………………...Signed……………………………  
 
If more than one Nomination Form is required use photocopies. 
 

3. At the close of nominations, the Secretary must confirm that all nominees and 
nominators are financial members of the Association and Dogs Queensland. 

List of Nominations by position and in alphabetical order must be sent to members 14 days 
prior to the AGM. 

For each position the names of the two nominators are to be listed against each nominee as 
below: 

Nominee:   Nominated by: 

President 

[insert list of names]      

Vice President  

[insert list of names]  

Secretary 

[insert list of names]  

Treasurer 

[insert list of names] 

Office Bearers (List Positions) 

[insert list of names under each position] 

 



Committee  

[insert list of names]  

(insert number of committee members required in accordance with By-Law/Operating 
Procedure No.1) 

4 If a secret ballot is required, a ballot form in the following format should be used. 

President: 

Nominations are: 

[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 

 

Vice President 

[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 

 

Secretary 

[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 

 

Treasurer 

[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 

 

Office Bearers (List Positions) 

[insert list of names under each position] [   ] 

Place an X between the brackets next to ONE NAME ONLY For Each Position 

 

Committee (numbers in accordance with By-Law/Operating Procedure No.1) 

[insert list of names]  [   ] 

Place an X between the brackets next to the number of NAMES REQUIRED ONLY 

 

End of By-Law/Operating Procedure No.5 



25th October 2024 

Dachshund Club of Queensland Inc 
By-Law / Operating Procedure No. 6: Proxy Voting 

 

Relevant clauses in the Model Rules 

Clause 40 Proxies 

 
Dachshund Club of Queensland Inc By-Law / Operating Procedure 
 

1. Proxy Voting for the election of Management Committee 

For financial members who are unable to attend in person at the AGM, they can submit a 
proxy vote to be sent or handed to the Secretary before the start of the AGM. 

Only one proxy can be submitted by a financial member.  The format of the proxy form is as 
follows: 

Dachshund Club of Queensland Inc 
Appointment of Proxy: 
 
I...................................................(full name) being a financial member of the Dachshund Club 
of Queensland Inc appoint the Secretary to act as my proxy and to lodge my vote on my 
behalf at the [insert year] Annual General Meeting to be held at [insert place, date & time]. 
 
I...................................................(full name) authorise my proxy to vote on my behalf in the 
following manner: 
 
President: 
 
[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 

 

Vice President 

[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 

 

Secretary 

[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 



Treasurer 

[insert list of names]  [   ] 

Place an X between the brackets next to ONE NAME ONLY 

 

Office Bearers (List Positions) 

[insert list of names for each position]  [   ] 

Place an X between the brackets next to ONE NAME ONLY FOR EACH POSITION 

 

Committee (numbers in accordance with By-Law/Operating Procedure No.1) 

[insert list of names]  [   ] 

Place an X between the brackets next to the number of NAMES REQUIRED ONLY 

 

Signed: .............................................................. Date.................................................. 

 
PLEASE NOTE PROXIES MUST BE RECEIVED BY THE SECRETARY ON OR 
BEFORE [insert date & time] and can be sent in one of the following ways: 

Email: dachshundclubofqld@gmail.com  

Post: PO Box 858, Morayfield, QLD, 4506  

By Hand in a sealed envelope. 
 
Please note that if the member chooses to use the Australian postal service to post 
his/her proxy then it is the member’s responsibility to ensure that they post the proxy in 
good time.  Proxies that are late will not be accepted. 
 
PROXIES WILL BE GIVEN TO THE RETURNING OFFICER BY THE 
SECRETARY BEFORE THE COUNTING OF VOTES. 
 
 
2. Proxy Voting for Resolutions, Resolution Amendments or Adjournments 
 
If financial members want a proxy to vote on their behalf for or against a resolution at a general 
meeting, the instrument appointing the proxy must be in the following form: 
 
Dachshund Club of Queensland Inc: 
I,___________________________________being a member of the association, appoint 
__________________________________ as my proxy to vote for me on my behalf at the 
(annual) general meeting of the association, to be held on the ________ day of 
_______________________ 20_____ and at any adjournment of the meeting. 



 

Signed this _______ day of _______________ 20_____  

___________________________________ Signature 

This form is to be used in favour of / against the following resolutions: 
[the proxy to strike out whichever of the above is not wanted]  
 
[List relevant resolutions]    For  Against 

PLEASE NOTE PROXIES MUST BE RECEIVED BY THE SECRETARY BY HAND 
BEFORE THE COMMENCEMENT OF THE AGM or GENERAL MEETING. 
 

3. Proxy Rules 
 
Queensland Government restrictions on proxies 
Restrictions on the use of proxies include: 
 

a. A person must not hold proxies for more than 5% of the total number of financial 
members of the Association.  
For example: If there are 100 financial members in the Association a person can hold 
a maximum of 5 proxies. 

 
b.  The Secretary can hold an unlimited number of Proxies. 

 
 
 

End of By-Law/Operating Procedure No. 6 
 
 
 
 
  
 

 

 



25th October 2024 

Dachshund Club of Queensland Inc 

By-Law / Operating Procedure No. 7: Voting at a General Meeting 

 

Relevant clauses in the Model Rules 

Clause 38 Voting at General Meeting 

 
Dachshund Club of Queensland Inc By-Law / Operating Procedure 

1. Voting at a general meeting 
At a general meeting, each question, matter or resolution, other than a special resolution, must 
be decided by a majority of votes of the members present. 

Each member present and eligible to vote is entitled to 1 vote only and, if the votes are equal, 
the chairperson has a casting vote as well as a primary vote. 
A member is not entitled to vote at a general meeting if the member’s annual subscription is in 
arrears at the date of the meeting. 

Voting can be conducted by a show of hands or a secret ballot. 

The method of voting is to be decided by the management committee. 

However, if at least 20% of the members present demand a secret ballot, voting must be by 
secret ballot. 

If a secret ballot is held, the chairperson must appoint a returning officer and 2 scrutineers to 
conduct the secret ballot in the way the chairperson decides. 

The returning officer and scrutineers maybe financial members not being nominated for 
management committee positions or other persons who are not members of the Association. 

The result of a secret ballot as declared by the chairperson is taken to be a resolution of the 
meeting at which the ballot was held. 
 
2. Special Resolutions 
 
A special resolution is required to change to your association’s legal status. This might be: 

a. Changing the name 
b. Adding, removing or changing rules in the Constitution 
c. Bringing the association to an end. 

A special resolution must: 
Be presented at a general meeting (including the AGM) and get 75% of the vote (from 
members who are present and entitled to vote). 
 

End of By-Law/Operating Procedure No.7 

https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/running-an-incorporated-association/meetings-for-associations/types-of-meetings#general-meetings
https://www.qld.gov.au/law/laws-regulated-industries-and-accountability/queensland-laws-and-regulations/associations-charities-and-non-for-profits/incorporated-associations/running-an-incorporated-association/meetings-for-associations/types-of-meetings#agm
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