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The Brand Tanzania Initiative Administration, Operation and Finance Rules


(Made under article 20)
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PREAMBLE.
Brand Tanzania Initiative (BTI) carries mission to Brand the Nation through comprehensive strategies. From Its inception in 2012 to date three version of national branding strategies have developed. All the way just a team of seven experts worked at first (2012 to 2016) the brand Tanzania Team operated under statehouse guideline under patronage of his excellency Jakaya Mrisho Kikwete the fourth President of Tanzania. He commissioned hon Rajabu Luhwavi the then state house Secretary for domestic politics to coordinate the team and the work of writing a first ever analytical national branding strategy.
After time it was evident that this work needed a clear legal frame work to run and develop the national branding strategies. In the pursuit of solution or an answer to the question whether BTI should remain as a team of experts working informally under the Government or get registered as NGO got answered by registering it this year 2024. Registering BTI as NGO meant to give the public freedom to join the work and take ownership and participate not only in writing strategies but also implementing the same.

Therefore, these rules are extracted or developed from the BTI registered constitution to give clarity of matters as it appears that some of the deliberate issues wrote in the constitution in generality without much explanations. These Rules are now generated to cover that gape and give clear directives to BTI members and leaders while implementing the objectives of the constitution. These rules are intended to be used for operating and administering organizational matters including leadership and financial issues.
These rules may not provide complete and all answers to any fore coming antagonistic but to start with shall save the intended purpose and be proper guideline. Herein highlights of administrations, operations and Finances are briefly presented as matter of concerns giving aid for leaders to use them in course of their leadership.
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PART 1:
RULE;	PRELIMINARY PROVISIONS.

1. Organization name and Citation: The name of the organization is Brand Tanzania Initiative abbreviated as BTI.  These rules shall be cited as Administrations, Operations and Finance Rules.
2. 	Application/Scope: These rules shall Apply to all BTI’s administration, operations and financial matters to BTI Tanzania mainland and BTI Zanzibar.
3. Interpretation: DEFINITIONS
In these rules, unless the context otherwise requires:
"Act": Shall refer to the Non-Governmental Organizations Act, Cap. 40 of 2002, including any amendments made to it from time to time. The Act governs the registration, regulation, and functioning of Non- Governmental Organizations within Tanzania.
"Organization": Shall mean the "BRAND TANZANIA INITIATIVE,"(BTI) which is the official name of the organization. The Organization is focused on promoting and positioning Tanzania as a globally recognized brand through various initiatives.
"Board": Shall mean the Board of Directors of the Organization. The Board is responsible for overseeing the strategic direction, governance, and overall management of the Organization's activities and affairs.
"Registrar": Shall refer to the Registrar of Non-Governmental Organizations, the official government authority responsible for registering and regulating non-governmental organizations in Tanzania.
"Office bearers": This term shall refer to the key officials of the Organization, including the National Chairperson, Vice Chairperson secretary General, Deputy Secretary General, and Treasurer. These

office bearers are responsible for managing the daily operations of the Organization, representing it in various capacities, and ensuring that its objectives are met.
Members: shall mean Brand Tanzania Members
Operations: shall mean executions of BTI activities including how to run daily activities of the organizations
Management: Shall mean providing leadership on how to run the organization and each of its activities.
Finance; shall mean organization’s Assets and liabilities.
Office; Shall mean BTI’S legal office owned or rented or any working
space recognized by the board.

PART II
Logo, Colors, Usage, Trade Mark, Scope, Office and Contact.
4. [image: ]Logo: BTI have Developed and use a logo in all official documents and branding materials that incorporate the name "BRAND TANZANIA INITIATIVE" to enhance visibility and establish a strong organizational identity. BTI logo incorporates Tanzania national symbols and identities including national flag colors, Giraffe (national animal), Mount Kilimanjaro Pick (as Tanzania’s pride); BTI Logo appears as below

The BTI Logo colors are Green, black, Gold and blue 


5. Colors: BTI colors shall be BLUE, BLACK, GOLD, GREEN & WHITE and shall be used jointly or separate depending on the need of the respective document or branding materials.
6. Usage: The name "BRAND TANZANIA INITIATIVE"(BTI) and the Logo shall be used in all official documents, communications, and representations of the Organization. This includes letterheads, contracts, profile, Reports, minutes, promotional materials and any other documents.
7. Trade Mark: the name Brand Tanzania Initiative and Logo shall carry the trade mark of the organization Upon successful registration as Trade mark to avoid any illegal usage or individual ownership or defamation by either members or third parties.




8. Amendments:
1) Amendment of the rules: Any amendment to the rules shall be adopted upon fulfilment of the following conditions:
a) .A proposal to the amendment shall be submitted in writing by the secretariate or any member of the organization. 
                     b). The proposal shall be presented to the General Assembly    
                         for consideration 
                     c). The amendment shall be adopted only upon approval by 
                        2/3 majority of the members present voting at duly constituted
                      General Assembly. 
                   d). Upon adoption the amendments shall be communicated to the registrar of the Non Governmental Organization Mainland and Zanzibar, members of the organization and General Public. 
     
2. Amendment Process: If a change to the name of the Organization is proposed, shall require approval by a two-thirds of the members present and voting at a General Meeting.

  
3. OFFICE AND CONTACTS: HEAD OFFICE
1. Location of Head Office:
a). Currently The head office of the Organization is located at Kazima Street, near Kinondoni Mosque, Kinondoni Ward, Kinondoni District, Dar es Salaam Region. The head office can be altered upon decisions of the Board of Directors.
b). The organization shall establish Zanzibar sub office to facilitate its operations within Zanzibar. Such office shall operate under the authority and supervision of the organization in accordance with this constitution and its rules. 
2. Function of the Head Office:
The head office shall serve as the central location for the Organization's administrative, operational, and communication activities. All official records, documents, and correspondence shall be managed and maintained at the head office. 

3. Other offices: BTI shall establish other regional offices and on-site offices for projects and other organization operation. Any office to be a legal BTI’s office must be endorsed by the Board of Directors after receiving recommendation from the Executive council or secretariate whenever the need arises.
4. Notification of Changes:
Any change in the location of the head office shall be approved by the Board of Directors and promptly communicated to all members, stakeholders, and relevant authorities, including the Registrar of Non- Governmental Organizations.
5. Accessibility:
The head office shall be accessible to members of the Organization, staff, stakeholders, and relevant authorities during designated business hours. Appropriate measures shall be taken to ensure that the office is safe and conducive for work and meetings.





6. Signage and Identification:
The office shall be clearly marked with the name "BRAND TANZANIA INITIATIVE" to ensure easy identification by visitors, stakeholders, and the public.

7. Facilities and Resources:
The office shall be equipped with the necessary facilities, equipment, and resources to support the efficient functioning of the Organization. This includes office furniture, communication tools, and other essential office supplies.
8. Record Keeping:
All official documents, including financial records, minutes of meetings, legal documents, and other important papers, shall be securely stored at the office. Access to these records shall be restricted to authorized personnel only.
9. Contacts: There shall be registered phone numbers, website & emails of the organizations for office use. Upon agreement the executive council or secretariate shall make choice what network and website design is suitable. Leaders may use their own phone numbers and emails for works purpose temporally or before the office contacts are provided.

PART III. MEMBERSHIP.
10. Qualification & Codes of Members: BTI Membership shall be for Tanzanians with the following qualifications:
i. Have attained the Age of majority.
ii. Shall be of Sound mind.
iii. Must demonstrate Patriotism. 
iv. Strong sense of Nationalism. 
v. Committed to national interest values and Development.
vi. Non-Discriminatory.
vii. Industrious- Highly committed and hard working. 
viii. Devotee- 
ix. High integrity.
x. Non corrupt.
11. REGISTRATION OF MEMBERS
The mother rule for members recruitment shall be through word of mouth or through a root member (existing active member or leader introducing a new member) and the following procedures shall be adopted:
i. A new member after being introduced to BTI shall apply for membership by filling in a membership form and make full payment for the membership registration fee.
ii. The region’s coordinator together with the team shall review and agree on the application then indorse the form to Secretary General for final approval.
iii. The secretariate shall be responsible to verify and register a member and issue membership number after confirming that such a member fulfills qualification of membership and that such member adheres to the BTI’s code of membership. This shall be implemented under Secretary General office.
iv. The secretary General shall issue the membership ID to new member.
v. In case the membership registration is denied the Secretary General shall notify the region coordinator of the reasons for denial in writing stating the core reasons for rejecting membership.
vi. Registration fee shall be non- refundable. 

12. OBLIGATIONS/DUTIES.
i. To Perform all duties as per constitution and leadership directives related to these rules. 
ii. To contribute both in kind and materially for the furtherance of the organization.
iii. To promote Patriotism and nationalism.
iv. To advance national holistic values.
v. To pay fees.
vi. To attend all organizational events and official activities including meetings, summit, trainings, domestic tourism, and other activities.
vii. To correct mistakes and stand for the truth and rights of others.
viii. To Vote and elect leaders.
ix. To participate in building or writing national branding strategies.
x. To promote tourism 
xi. To preserve and promote national culture. 
13. RIGHTS OF MEMBERS.
i. To be heard and respected.
ii. To be elected or appointed for leadership.
iii. To access organization’s information.
iv. To benefit with all possible organization opportunities.
v. To represent the organization whenever required by the organization.


14. ACTIVE MEMBER
Active member is one who have fulfilled or qualified to be a member and have fully paid for the membership fees (registration and annual fee) and is actively participating in organizational activities at any organization level (national or regional). Member’s participation in organization’s works and programs shall be crucial determinant factor for a member to be considered active.





15. REGISTRATION FEE.
i. A member shall be obliged to pay registration fee of thirty thousand Tanzania Shillings (30,000Tsh).
ii. The registration fee shall be deposited to the designed organization bank account or mobile money, directed by the Secretary General. 
iii. The paid Fee shall be non-refundable.
iv. This amount shall be subject to change from time-to-time time as shall deem to be fit by the Board of Directors.

16. ANNUAL FEE.
i. There shall be annual fee of Twenty Thousand (20,000Tsh) for all members in every accounting year.
ii. The annual fee shall be deposited to the designed organization bank account or mobile money.
iii. The paid Fee shall be non-refundable.
iv. This amount shall be subject to change from time to time. Such change must be proposed by the board of directors under General Assembly and indorsed by the General assembly.
v. Any member who fails to contribute the annual fee shall cease to be a member after 24 months in a next following year after being served with written reminder notice at least three months prior to termination.

17. CESSION OF MEMBERSHIP
Any member shall cease to be a member or shall be terminated to be a member if any of the following occurs:
i. By resignation: Should any member wish to resign his/her membership shall write a letter of resignation to the secretary General stating reasons for resignations and the Secretary General shall table the matter to the Board of Directors and upon agreement secretary General shall write back a reply to accept the resignation or otherwise.
ii. When clinically confirmed of unsound mind. When a member becomes permanently of unsound mind or suffers mental disorder. The secretary General office shall obtain a clinic report or certificate confirming that such member is under permanent insanity and secretary general shall present the matter to the board of directors’ /executive council in writing with clinical evidence and upon satisfaction the board of directors/Executive council shall terminate or cease the membership.
iii. The report of termination of membership must be presented to the General Assembly annually.
iv. Failure to perform obligations or adhere to the organization’s resolutions/rules and constitution. This termination shall be done by writing notice to a misbehaving member and demand him to give written explanation. If his/her explanations do not satisfy the Secretary General such matter shall be taken to

Disciplinary committee for hearing and resolution. If the Disciplinary Committee rules against such member his/her membership shall be terminated. Such a member shall have right to appeal to the board of directors and the decision of the Board of directors shall be final. 
v. Failure to pay annual fee for more than 2 years.
vi. Going against code of membership
vii. Death.
viii. Failure	to	attend	Three	consecutive	meeting	without reasonable information.

PART IV ORGANOGRAM
18. Organization structure: BTI shall operate through the following organs:
i. General Assembly
ii. Guardian
iii. Board of Directors
iv. Secretariate.
v. Region team/Office.
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19. GENERAL ASSEMBLY(GA)
19.1 : Supremacy of the GA. The General Assembly shall be the supreme organ of the organization. Any decision made by the GA shall be final no other organ of the organization shall have power to overrule the decision of the GAM.
The General Assembly shall have power do direct or delegate its power to other organ of the organization or direct or delegate its power to any office bearer within the organization or form a committee to execute its role.
19.2 Composition of the General Assembly.
1) Membership: The General Meeting shall include all active members of the Organization. Each Active member has the right to attend and participate.
2) Eligibility: Ensure that all active members are eligible to participate based on the organization's membership criteria and any specific rules related to attendance.
3) Registration: Members shall register their attendance through issued procedures by the Board of directors towards the meeting which can include confirmations through written letters, emails or phones. Secretariate shall be issuing notice to members prescribing the way or manner which members shall be confirming their participations.
4) Notice: The notice or call for GAM shall include the date, time, location, and agenda to all eligible members.
19.2 : General Assembly Agendas.
Secretariate shall prepare and discuss all Agenda and present them to Board of Directors for review and decision. Upon confirmation of the BOD, Agenda shall be circulated to members/participants of the General Assembly. No Agenda shall be discussed in the General Assembly without being determined by the Board of Directors Prior to the General Assembly Meeting.
19.3 : Quorum: Define what constitutes a quorum (the minimum number of members required to hold a valid meeting). The General Meeting shall be

valid only if the attendance exceeds half of the total active members of the organization eligible to attend the GAM.
19.4 : Conduct of the Meeting
GAM shall be presided by the chairperson of the organization and on his absence the Deputy Chairperson shall take over. In case the deputy chairperson is also not present then Secretary General shall take over and if the Secretary General also is not present then the GAM shall appoint among members a chairperson.
i. Order: Participation of members in the meeting shall be under the directive of the chairperson and Maintain order during the meeting, ensuring that discussions are focused and respectful.
ii. Participation: Allow members to participate in discussions and present their views before decisions are made. Give chance to members to speak out their ideas and opinions as many as possible. Member shall be asking to speak by raising of hand whenever the chairperson give a chance to. A chairperson can point or call any member to speak if deemed fit to do so. No member shall be interrupting other either by speaking without being allowed by the chairperson or raising hand while other member is talking or a chairperson is talking.
iii. Minutes: Accurate minutes should be taken during the GAM, documenting attendance, discussions, decisions, and voting outcomes. These minutes should be approved at the next General Meeting and kept as part of the official records.
19.5 : Decision-Making Process.
Decision of each agenda during General Assembly Meeting shall be passed democratically by agreement of majority vote of the members present.
19.6 ; Special General Assembly Meetings
Calling & Purpose: Special General Assembly Meeting can be called on occurrence of any event that necessitates or require seating of the General Assembly. Such meeting can be called by the Board of Directors Such Specify the procedures for calling special General Meetings outside of the regular

schedule. Event that may attracts seating of the General Assembly may include;
i. Special election of a leader retired from position by way of resignation, death or impeachment.
ii. Mandatory amendment of the constitution or rules and any other reason suggested by members of the GA.
iii. 	Impeachment: Whenever need arises to impeach any national leader (chairperson, deputy chairperson, secretary General, Deputy Secretary &Treasurer). Such impeachment shall be valid only if at least half of the active members sign a petition to impeach such leader and calls for the General Assembly Meeting.
19.7 : Record Keeping.
i. Documentation: the Secretariate shall ensure that all records related to the General Meeting, including minutes, attendance lists, and voting results, are properly documented and stored.
ii. Access: Provide access to meeting records for members as appropriate, in line with transparency and accountability principles.
20. POWERS/FUNCTIONS OF THE GENERAL ASSEMBLY.
20.1 : Administration, Discipline, and Expulsion of Leaders.
i. Discipline: Discuss and make decisions on disciplinary actions against leaders who violate the organization's rules or policies, following established procedures by warning or impeachment.
ii. Expulsion: Approve the expulsion or impeachment of Leaders if necessary, ensuring due process is followed and the leaders has an opportunity to present their case.
iii. Attend referrals of members expelled from organization by the board of directors and make final decision by upholding the board of directors or returning a membership to the member(s)
expelled by the board of Directors.

20.2 : Approval of Budgets, Plans, Audit and Reports
1) Budgets: Review and approve the annual budget presented by the board of Directors Treasurer, ensuring it aligns with the organization’s goals and financial needs.
2) Plans: Discuss and approve strategic plans, strategies, work programs, and other key operational plans.
3) Audit; Appoint external auditor to perform annual auditing or special audit.
4) Reports: Review and approve physical and financial implementation reports, assessing the organization’s performance against its plans including annual financial reports, Auditor reports
20.3 : Amendment of the Constitution.
1) Proposal: Amendments to the Constitution can be proposed by the Board of Directors or a proposal by half- of active members of the organization.
2) Discussion: Discuss proposed amendments in detail during the meeting, allowing for member input and debate.
3) Approval: Amendments to the Constitution require approval by vote of two-thirds majority of members present to the General meeting.
20.4 : Election of Office Bearers.
1) Nomination: Nominate candidates for office bearer positions
according to the organization’s election procedures.
2) Election: Conduct elections to fill office bearer positions, ensuring a transparent and fair voting process.
3) Results: Announce and document the results of the election and formally recognize the newly elected office bearers.
4) Appeal: Hearing all appeals related to elections as described in the Leadership and election rules.

20.5 : Approval of Issues Originated from the Board of Directors
1) Review: Review and discuss issues or proposals submitted by the Board of Directors.
2) Decision: Approve or reject the proposals based on discussion and voting, ensuring alignment with organizational goals and policies.
20.6 : Appointment of the Board of Directors and Guardians.
1) Selection: Appoint the members of the Board of Directors and guardians based on recommendations or nominations provided to the General Meeting.
2) Confirmation: Confirm the appointment of Board members, ensuring all appointments comply with organizational rules. Such appointment shall be confirmed by majority votes of the members present.
1. Determination and Approval of Policy, Rules, Projects, and Work Programs
1) Policy and Rules: Discuss and approve organizational policies, rules, and any amendments to ensure they support the organization’s objectives.
2) Projects: Review and approve major projects and work programs, ensuring they are feasible and aligned with the

21: ADVISORY BOARD.
There shall be advisory board of the organization to provide guardianship to the organization.
The Advisory board shall be led by the Patron/Matron of the organization to be appointed by the General Assembly.
The Advisory board shall have five members all appointed by the General Assembly depending on their qualification.
Members of the Advisory board must be seniors of high integrity and real Patriotic of Tanzania with high experience in government or corporate or private sector leadership.

22: BOARD OF DIRECTORS/EXECUTIVE COUNCIL
22.1 : MANDATE/POWER OF THE BOARD OF DIRECTORS.
Board of Directors shall be operating organ under General Assembly to manage the affairs of the organization. Make decisions regarding to all matters of the organization as designated to it by the General Assembly and the constitution and its rules.
22.2 ; Composition of the Board of Directors.
1) Members: The Board shall consist of the Chairperson, Deputy Chairperson, Executive Secretary, Deputy Secretary General, Treasurer, deputy treasure (Chief Accountant) and eight (8) other members shall be appointed by the general meeting.
2) Appointment: The five members shall become members by virtue of their position and another eight members shall be appointed by the General Assembly. The procedures in which the members shall be appointed by the General Assembly is described in the Election Rules.
22.3 : Term of Office.
1) Duration: Board members, including the Chairperson, Executive Secretary, and Treasurer, shall serve for a term of three years.
2) Reappointment: Board members may be reappointed for an additional term of three years, allowing for a maximum of three consecutive years on the Board.
22.4 : Chairperson of the Board of Directors.
The board of Directors shall be head by the Chairperson of the organization. The chairperson shall be appointed by the General assembly.
22.5 : Meetings of the Board.
1) Regular Meetings: The Board of Directors shall hold regular meetings thrice a year to discuss and review organizational matters.

2) Emergency Meetings: The Board can convene other meetings in case of emergencies or urgent matters that require immediate attention.
Scheduling: Meetings should be scheduled with adequate notice to all Board members, and agendas should be prepared and distributed in advance. Agenda of a board of directors shall be seat by the secretariate of the organization. And shall be communicated to members at least seven days prior to meeting date all regular meetings.
22.6 : Quorum
1) Definition: A quorum for Board meetings shall consist of two- thirds of the Board members and at least half of the members appointed by the General Assembly to be members of the Board of Directors other than those with leadership position in the organization. This ensures that decisions are made with sufficient representation.
2) Absences: If a quorum is not met, the meeting may be rescheduled or held without making binding decisions until a quorum is present.
22.7 : Decision-Making.
1) Decision: Decisions by the Board shall be made by consensus should be made by majority vote, with each member having one vote. In case of a tie, the Chairperson may cast the deciding vote if applicable.
Minutes: Accurate minutes should be taken during meetings and approved at the next Board meeting. These minutes should be kept as part of the organization's official records.
22.8 : Functions and Duties of Board of Directors.
1. Making Rules and Regulations.
1) Development: On behalf of General Assembly, the Board is
responsible for developing and updating the organization’s rules

and regulations, ensuring they are in line with the organization's mission and goals.
2) Approval: New rules and regulations should be reviewed and approved by the Board before implementation. Significant changes may also need approval from the general meeting.
2. Protecting and Advancing the Organization’s Image
1) Public Relations: Develop and implement strategies to enhance and protect the organization's reputation and public image.
2) Communication: Ensure consistent and positive communication about the organization’s activities and achievements.
3) Crisis Management: Address any issues or crises that may affect the organization’s image, including managing public relations and media interactions.
3. Recruiting Staff
1) Hiring: Oversee the recruitment process for key staff positions, ensuring that qualified individuals are selected.
2) Policies: Develop and enforce policies related to staff recruitment, including job descriptions, selection criteria, and hiring procedures.
3) Support: Provide support and resources for staff development and performance management.
4. Participating in Developing Strategic Plans
1) Planning: Contribute to the development of the organization’s
strategic plans, including setting long-term goals and priorities.
2) Review: Regularly review and update the strategic plan to ensure it remains relevant and aligned with the organization’s objectives.
3) Implementation: Monitor the implementation of strategic plans and assess progress toward achieving organizational goals.

5. Appointing Auditors
1) Selection: propose external auditors to conduct annual audits
of the organization’s financial statements.
2) Review: Review and approve the auditor’s reports and ensure
that any recommendations or issues are addressed.
3) Compliance: Ensure compliance with financial regulations and standards through regular audits.
6. Convene Projects and Feasibility Studies
1) Project Planning: Initiate and oversee projects that align with the organization’s objectives, ensuring they are well-defined and feasible.
2) Feasibility Studies: Conduct or commission feasibility studies to assess the viability and potential impact of proposed projects.
3) Approval: Submit project proposals and feasibility studies to the general meeting for approval before proceeding with implementation.
7. Forming Committees
1) Establishment: Form committees as needed to focus on specific areas or tasks, such as finance, programs, or events.
2) Membership:	Appoint	committee	members	based	on	their
expertise and relevance to the committee’s purpose.
3) Oversight: Monitor the activities and progress of committees, ensuring they operate effectively and report back to the Board.
8. Monitoring and Evaluation
1) Oversight: Regularly review the organization’s performance and
operations to ensure alignment with its goals and objectives.
2) Evaluation: Evaluate the effectiveness of policies, programs, and projects, making adjustments as needed to improve outcomes.

23. SECRETARIATE.
23.1 : Mandate/Power of the Secretariate.
Secretariate shall be operating organ under Board of Director to manage the affairs of the organization. Executing daily duties and managing all matters of the organization as designated to it by the General Assembly and the constitution and its rules.
23.2 ; Composition of the Secretariate
1. Members: The Board shall consist of the Secretary General (Chairperson of the Secretariate), Deputy Secretary General (Deputy Chairperson of the Secretariate), Treasurer, deputy treasure, HR manager, Chief Accountant, program coordinator, and other key staff as shall be decided by the board of Directors.
2. Appointment: All members of the Secretariate shall become members by virtues of their position in the organization.
23.3 : Term of Office.
1. Duration: shall depend on the term/period of their services as per their position in the organization.
23.4 : Chairperson of the Secretariate.
The Secretariate shall be headed by the Secretary General of the organization and shall be assisted by the Deput Secretary.
23.5 : Meetings of the Secretariate.
1. Meetings: The Secretariate shall hold office meetings regularly as shall be schedules by the secretariate.

23.6 : Quorum
1. Definition: A quorum for Secretariate meetings shall consist of two- thirds of the Secretariate members. This ensures that decisions are made with sufficient representation.
2. Absences: If a quorum is not met, the meeting may be rescheduled or held without making binding decisions until a quorum is present.
23.7 : Decision-Making.
1. Decision: Decisions by the Secretariate shall be made by consensus of members or by majority vote, with each member having one vote.
2. Minutes: Accurate minutes should be taken during meetings and approved at the next Meeting. These minutes should be kept as part of the organization's official records.
23.8 : Functions and Duties of the Secretariate.
1. Implementing Rules and Regulations
a). Development: On behalf of Board of Directors, the Secretariate is responsible for implementing plans, projects, rules and regulations, ensuring they are in line with the organization's mission and goals.
2. Protecting and Advancing the Organization’s Image
a). Public Relations: Develop and implement strategies to enhance and protect the organization's reputation and public image.
b). Communication: Ensure consistent and positive communication about the organization’s activities and achievements to the board of directors and other stakeholders.
c). Crisis Management: Address any issues or crises that may affect the organization’s image, including managing public relations and media interactions. perform duties with legal binding conscious.

3. Recruiting Staff
a). Hiring: select and supervise the recruitment process for key staff positions, ensuring that qualified individuals are selected.
b). Policies: Implement or enforce all organization policies related to staff recruitment, including job descriptions, selection criteria, and hiring procedures.
c). Support: Provide support and resources for staff development through training and performance management.
4. Participating in Developing Strategic Plans
a). Planning: Contribute to the development of the organization’s
strategic plans, including setting long-term goals and priorities.
b). Review: Regularly review and update the strategic plan to ensure it remains relevant and aligned with the organization’s objectives.
c). Implementation: Monitor the implementation of strategic plans and assess progress toward achieving organizational goals.
5. Office Management:
a). Shall be responsible for all office operations, set up and all arrangements, protection, branding and communication.
6. Implement Projects.
a). Project Planning: Initiate and oversee projects that align with the organization’s objectives, ensuring they are well-defined and feasible.
b). Feasibility Studies: Conduct or commission feasibility studies to assess the viability and potential impact of proposed projects.
c). Approval: Submit project proposals and feasibility studies to the general meeting for approval before proceeding with implementation.

RULE: 24 REGION OFFICE.
There shall be BTI TEAM in every region to be lead by region coordinator and shall be the chairperson of the region meetings assisted by Deputy region coordinator and secretary of all region’s meetings. The Team shall have 7 members of the region leadership team.
Region Team shall have at least 15 members or more depending on the mobilization.
The main Role of the team shall be to write regions’ branding strategies, promote regions’ interest, market the region attractions and implement other BTI objectives as stipulated in the constitution and as shall be decided by the board of Directors and General Assembly from time to time.
The region office administration and operations shall follow the rules set herein.
By approval from the Secretariate and Board of Directors Regions shall have bank accounts, projects and programs for furtherance of the BTI objectives in the region.

PART V
RULE 25: FUNCTIONS OF THE OFFICE BEARERS.
25.1 : The Chairperson
There shall be a chairperson of the organization to be appointed by the General Assembly whose duties and Obligations shall be as follows:
1) Oversight: shall be the overall overseer and spokesperson of the organization.
2) Support: shall Provide support to the Secretariate in implantation of their duties and responsibilities.
3) Guidance: shall provide leadership and guidance of the organization in implementing constitution, rules and Goal.
4) Supervising the implementation of the General Assembly Decisions and directives.
5) Meetings: Preside over all General Assembly and Board of Directors meetings and any other formal organizations under his mandate.
6) Representation: Represent the organization in events or communications when the Chairperson is not available.
7) Consistency:  Ensure that communication aligns with the organization’s policies and positions.
8) Education: the Chairperson shall be at least of bachelor degree or equivalent from a recognized institution.
25.2 : Vice Chairperson.
Mandate: shall be the Assistant to the Chairperson of the organization and shall be appointed by the General Assembly.
Obligations: Shall perform all duties of the organization as shall be assigned to him/her by the Chairperson and shall be acting Chairperson when the chairperson is not available for work.
Assignment: The Vice chairperson shall be eligible to be assigned by the General Assembly or Board of Director to head some program, project or committees or any other special assignment.

Education: the vice Chairperson shall be at least of bachelor degree or equivalent from a recognized institution in Tanzania or Outside Tanzania.
26: Secretary General/Executive Secretary.
26.1 Mandate: The Secretary General shall be the head of administration and operations officer of the organizations
26.2. Appointment: The Secretary General shall be appointed by the General Assembly as per procedures described in the Election Rules.
26.3. Responsibilities and functions of the Secretary-General:
The Secretary General of the Organization shall exercise the following functions and responsibilities:
i. Running the technical, administrative, financial and organization work under the supervision of the organization.
ii. Follow-up of different administrations in the implementation of their tasks and responsibilities.
iii. Making suggestion of the formation of administrative committees, appointments and review the implementation of the organization's decisions and follow-up this implementation.
iv. Participate with the Chairman and members of the board in making policies, plans and programs of the organization.
v. Preparing the decisions and recommendations issued by the board and its committees, and submitting them to the relevant organ.
vi. Ensuring that the constitution and rules are observed by all members and leaders.
vii. Coordinating programs and organization events and official activities.
viii. Follow up of implementation of projects and report to the board.
ix. Carrying out the duties of the Chairperson on meetings when absent.

x. Carrying out secretarial work for the organization’s administrative body
and its committees, and arranges for its meetings.
xi. Follow-up of performances of staff and evaluate their outputs.
xii. Any other tasks required by the nature of his work as Secretariat General or assigned by the Higher Authority or the Chairman of the organization.
RULE 27: DEPUTE EXECUTIVE SECRETARY
Mandate: shall be the Assistant to the Secretary General of the organization and shall be appointed by the General Assembly.
Obligations: Shall perform all duties of the organization as shall be assigned to him/her by the Secretary General and shall be acting Secretary General in the absence of the Secretary General.
Assignment: The Deputy Secretary General shall be eligible to be assigned by the General Assembly or Board of Director to head some program, project or committees or any other special assignment.
Education: the deputy Secretary General shall be at least of bachelor degree or equivalent from a recognized institution.
RULE: 28 TREASURERS.
Mandate: Shall be the chief financial controller of the organization and shall be appointed by the General Assembly.
Main responsibilities of the Treasurer
· Oversite; Shall be the General financial oversight of the organization
· Fund Raising: Shall champion Funding, fundraising and sales for raising income of the organization.
· Planning: Shall manage financial planning and budgeting.
· Reporting: Shall manage financial reporting including preparing annual financial statements
· Bank Accounts: Shall manage bank accounts, Banking, book-keeping and record-keeping of the organization.

· Asset Management: Shall Control assets and stock under Secretary General.
· Project management; Shall design, implement and manage projects of the organization.
Risk Management; Shall manage financial risks for all organization’s
projects.
29. Region coordinator and Assistant Region coordinator.
The region coordinator shall be the head of the BTI team in the particular region assisted by the Assistant region coordinator.
Shall be the chairing all Region’s meetings assisted by the Assistant region Coordinator in his/her absence.
Shall coordinate the region team to perform all duties and tasks bestowed to
them by the BTI’s national leadership and constitution.
30. Supporting Staff:
There shall be supporting staff of the organization to be employed by the board of Directors depending on their qualifications and demand. The employed staff shall include:
i. Accountants and cashiers
ii. Drivers
iii. Program coordinators
iv. Project managers
v. Procurement officers
vi. Office Administrators
vii. IT officers
Work Contract; There shall be work or employment contract to be approved by the board of directors for all employees and officers. The contract term shall be one to three years renewable.
Job Description; Each contract shall provide clear job description presenting duties/responsibilities and rights.

Salary; The board of Directors shall set salary scale for each employee. Recruitment of Supporting Staff:
The secretariate and the board of Director shall be responsible to recruit supporting staff as per required qualifications and requirement of the particular position.
Interview; There shall be job interview for each employee before employment. The board of directors shall conduct interview or assign the Secretariate to undertake the interview.
Code of conduct: each Staff shall sign the code of conduct of the organization to prove their commitment to purity and integrity.
31. Organization’s Committees:
The Board of Director shall form several committees from time to time for execution of some events, program, projects or administrative duties depending on the need. The possible committee are:
31.1. Summit, Domestic Tourism and Events committees.
31.2. Economy, projects and fund-raising committee
31.3. Strategies Committees.

PART VI. ADMINSTRATION & OPERATION.
RULE 32: Office Administrations Codes:
There office bearers and staff shall observe the office codes including:
i. Decent dress code.
ii. Trustworthiness.
iii. Time conscious.
iv. Transparency.
v. Effective communication.
vi. Ethical
vii. Discipline 33:Organization Activities/program
The Secretariate and Board of Directors shall define organization programs/activities from time to time and derive the Tasks to be done. The use of the resources including monies, human resources and other assets must be utilized only to implement the agreed activities. Under this rule it shall be punishable to do or undertake any un authorized activities.
34. operations/implementation of the organization programs
The carrying out and performance of all organization’s activities shall be only accorded to the constitution, rules, objectives, vision, mission of the organization and legally accepted. Any or all Illegal activities shall be prohibited any office bearer or staff who shall willingly and knowingly do such un lawful act using organization name, logo, premises or resource shall personally bear the subsequent legal action or outcomes.
35. Organization’s Communication.
All external and internal communications in form of letters, emails, phones shall be addressed to the Secretary General.
The chairperson shall be the spokesperson of the organization and in his absence or under his assignment the Vice Chairperson and Secretary shall be

eligible to represent or any other office bearer or staff assigned. Such communication shall be carried out through meetings, media/press conference or press release.
All external communication must be verified or originated from a particular meeting or agreement among the organs (board of Directors or secretariate). Any information send public without any formal consent and agreements of the responsible person or organ such information shall be termed nullified. And any un authorized person committing such act shall be subject fine or charge as per organization decision. And if such information shared results in legal contraction such outcome shall be borne by a person committed personally.
36. Legal and Administrative Procedures.
1) Legal Compliance: Follow all legal and regulatory requirements related to the dissolution of the Organization, including notifying relevant authorities and completing necessary documentation.
2) Notification: Inform all stakeholders, including members, donors, and regulatory bodies, of the dissolution and the disposition of assets.

PART VII CONFLICT RESOLUTIONS
RULE: 37 ORGANIZATION CONFLICT.
Organizational conflict shall be all conflict resulted as struggle for defense of organization image, assets or interest i.e. when office bearer or staff differs to the extent of resulting conflict. Any conflict among members or office bearers for personal issues shall be handled as personal conflict and shall not account any organization involvement.
Resolving organization conflict shall involve appointed organ or leaders to handle conflict and may use organization resources. No organization resources shall have to be used for resolving personal conflict.
1. Initial Negotiation
1) Amicable Resolution: Encourage parties involved in a dispute to resolve the issue amicably through direct negotiation and dialogue. This approach promotes mutual understanding and cooperation.
2) Mediation: If necessary, a neutral mediator or facilitator may be appointed to assist in the negotiation process and help parties reach a mutually acceptable resolution.
2. Referral to the Board of Directors.
1) Formal Referral: If the dispute cannot be resolved through initial negotiation, it should be formally referred to the Board of Directors for resolution. This referral should include a written summary of the dispute and the efforts made to resolve it.
2) Board Review: The Board of Directors shall review the dispute, consider the perspectives of all parties involved, and attempt to mediate a resolution. The Board may hold meetings or discussions to address the issue.
3) Decision: The Board will make a decision or recommendation on how to resolve the dispute. This decision should be documented in writing and communicated to the parties involved.

3. Referral to the General Meeting.
1) Escalation: If the Board of Directors is unable to resolve the dispute, the matter shall be referred to the General Meeting for final resolution. The referral should include all relevant information and the Board’s decision or recommendations.
2) General Meeting Review: The General Meeting shall review the dispute, consider the input from the Board of Directors, and discuss the issue with all members present. The aim is to reach a resolution that is acceptable to the majority.
3) Decision: The General Meeting will make a final decision on the dispute, which may involve a vote. This decision should be documented in the meeting minutes and communicated to all parties involved.
4) Conflict related to criminal offences: Any conflict resulting into criminal offences shall be handled by the criminal procedures as per Tanzania criminal laws and such parties shall be taken to Police.
4. Documentation and Communication.
1) Record Keeping: Maintain detailed records of all steps taken to resolve the dispute, including negotiation efforts, Board discussions, and General Meeting decisions. This ensures transparency and accountability in the conflict resolution process.
2) Communication: Clearly communicate the outcomes of the dispute resolution process to all parties involved, including the rationale behind decisions and any actions required. All conflicts resolutions process shall be written. No conflict shall be attended without writing.
5. Implementation.
1) Action: Implement the resolution as decided by the General Meeting. Ensure that any agreed-upon actions are carried out promptly and effectively.
2) Follow-Up: Monitor the situation to ensure that the resolution is effective and that no further disputes arise from the same issue.

Provide additional support if needed to address any residual concerns.
6. Prevention and Training.
1) Preventive Measures: Develop and implement policies and procedures to prevent disputes from arising. This may include clear communication channels, conflict management training, and guidelines for addressing issues before they escalate.
2) Training: Provide training for members and leaders on conflict resolution techniques and effective communication strategies to help manage and resolve disputes constructively.
PART VIII RULE 38: FINANCIALS.
38.1 : Source of Fund.
1) Registration and Subscription Fee: Each member shall contribute thirty thousand Tanzania Shillings (30,000Tsh) as registration Fee and twenty thousand Tanzania Shillings (20,000Tsh) as Annual Subscription Fee.
2) Contributions: Collect funds through voluntary members’ contributions.
3) Donations: Accept donations from individuals, organizations, or other entities, ensuring they comply with the Organization’s policies and do not create conflicts of interest or compromise the Organization’s integrity.
4) Fundraising: Organize and conduct fundraising activities in accordance with legal and ethical standards. Ensure that fundraising events and campaigns are transparent and properly documented.
5) Projects: Earning collected from social economic projects established by the board of directors.
6) Grants; Any collected Grants from Government or local and international organization.
7) Any other legal earnings or revenues:

38.2 : Assets and Liability
i. Type of Assets: All Assets of the organization shall be properly recorded and reported. The organization is entitled to own Assets including Land, buildings, furniture, machines or equipment, Cash, vehicles etc.
ii. Asset Register; there shall be Asset register of the organization to be managed by the Secretariate under Secretary General.
iv. Asset Acquisition: the Finance department shall present the request to the Secretariate under Secretary General then upon discussion and agreement the Secretariate shall present the proposal to acquire Asset to the Board of directors and get approval. Clear budget and values shall be presented for decision and the same shall be included in the Annual budget. All Assets must be registered bearing organization name not individual. No Asset shall be recorded under organization through individuals.
iv. Asset Disposition:
1. Asset Disposal
1) Settlement of Debts: Before disposing of remaining assets, ensure that all debts and liabilities of the Organization are settled. This includes paying off any outstanding financial obligations.
2) Asset Distribution: After settling debts and liabilities, the remaining assets of the Organization shall be disposed of as determined by the General Meeting.
3) Decision on Distribution: The General Meeting should decide how the remaining assets will be distributed, which may include:
i. Charitable Donations: Distributing assets to charitable organizations or causes aligned with the Organization’s mission.
ii. Member Disbursement: In some cases, assets may be distributed among members, but this must comply with any legal and organizational constraints.

iii. Legal Requirements: Ensure compliance with legal requirements regarding asset distribution upon dissolution. And all reports or Assets shall be reported to the General Assembly.
Liabilities; All organization’s liabilities shall be recorded and presented for audit and verifications before settlement. Any Loan to be applied must be approved by the board of directors.
The board of directors shall have power to declare bad debts of the organization. And all liabilities shall be reported to the General Assembly
38.3. Projects.
The organization shall establish own social and economic projects/programs for advancement of the organization’s goals and objectives as shall be decided by the board of directors.
i. Approval; Any projects designed or proposed must be indorsed by the board of directors and communicated to the General Assembly.
ii. Partnership: Project can be implemented by collaborations or partnership with other organizations or companies provided such partnership promotes the major interest of the organization.
iii. Project Budgets: All budgets for projects must be presented in the main annual budget of the organization and audited accordingly. No project shall be implemented using organization’s fund without approval of the board or General Assembly.
38.4 ; Budget Approval; Annual Budget shall be Approved by the General Assembly or Board of Directors if delegated by the General Assembly. Emergence Expenditures; shall be approved by the board of directors but not exceed 20% of the total annual budget approved by the General Assembly.


38.5 : Expenditures Approval: organizational expenditures shall be approved/signed by the Secretary General as accounting officer. Petty cash

and other expenses may be approved by the Treasurer under directive of the Secretary General when is absent.
38.6 ; Financial Year
1) Definition: The financial year of the Organization shall end on the 31st day of December each year.
2) Reporting: Prepare and present financial statements and reports for the financial year ending on December 31st. Ensure that these reports are reviewed and approved by the Board of Directors and the General Meeting.
38.7 ; Bank Account Management
1) Account Opening: The Organization’s bank account shall be opened in a recognized bank within the United Republic of Tanzania or outside by the approval of the board of Directors. Ensure the bank is reputable and provides necessary financial services.
2) Bank Account Details: Maintain accurate records of the bank account details, including account number and branch information, and ensure they are updated as necessary.
38.8 : Signatories for the Bank Account.
1) Authorized Signatories: The signatories for the Organization’s bank account shall be Secretary Genera/ Executive Secretary, Deputy Secretary, Treasurer, Accountant and other two appointed Board Members from the members by the General Assembly.
2) Signing Mandatory: the signing mandatory shall be At least two to sign. For any transaction Exceeding five million the Secretary General Must sign.
3) Documentation: Ensure that the bank is provided with the necessary documentation and resolutions confirming the authorized signatories and their authority to act on behalf of the Organization.

38.9 ; Financial Controls and Reporting
1) Internal Audit: there shall be internal auditor to Implement internal controls to safeguard the Organization’s funds and ensure financial integrity. This includes procedures for approving expenditures, handling cash, and reconciling bank statements.
2) Record Keeping: Maintain accurate and up-to-date financial records, including receipts, invoices, bank statements, and transaction logs.
3) Audits: Conduct regular audits of the Organization’s financial records by an external auditor to ensure accuracy and compliance with financial regulations. Submit audit reports to the General Meeting for review and approval.
38.10 : Financial Management Policies.
1) Budgeting: Develop and approve an annual budget that aligns with the Organization’s goals and priorities. Monitor budget performance and make adjustments as needed.
2) Expenditure Approval: Establish procedures for approving expenditures, including limits on spending authority and requirements for supporting documentation.
3) Financial Reporting: Prepare and present regular financial reports to the Board of Directors and General Meeting, including income and expenditure statements, balance sheets, and cash flow statements.
38;11 Compliance
1) Regulations: Ensure compliance with relevant financial regulations, tax laws, and accounting standards applicable in the United Republic of Tanzania.
2) Transparency: Maintain transparency in financial management practices and provide members with access to financial information as appropriate.
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