STANDING OPERATING PROCEDURE

NDU TENNIS CLUB

General

1.
National Defence University Tennis facility is based on 3 x Clay courts with floodlights. The tennis players of the club form NDU Tennis Club. The Standing Operating Procedures of the Club are covered it the succeeding paras.

Management Committee

2.
The Management Committee will constitute as under: -


a.
Patron-in-Chief

-
Commandant


b.
Sponsor


-
DS ex ND/War Wing








(Preferably tennis player)


c.
Secretary


-
Participant ex ND Course


d.
Assistant Secretary

-
Participant ex War Course


e.
Club Coordinator

-
GSO-I (SD)


f.
Assistant Coordinator
-
GSO-II (SD)

Membership Terms and Conditions

3.
Membership Category/Priority.
Membership categorization and priority for the grant of membership will be as under: -

	Ser
	Category
	Individuals
	Priority for Membership

	a
	Category 1
	NDU officers i.e. faculty members, SOs, and participants of courses/workshops
	Priority 1

	b
	Category 2
	Families of Category 1
	Priority 2

	c
	Category 3
	Armed Forces Officers other than Category 1
	Priority 3

	d
	Category 4
	Families of Category 3
	Priority 4


Membership Rules.
Following membership rules will be applicable: -

a.
Category 1 & 2

(!)
Faculty and Staff Officers at NDU.

Membership is open for officers and their families for the duration of stay with NDU only.

(2)
Participants of Courses/Workshops.
Membership is open for officers and their families for the duration of the courses/workshops only.

b.
Category 3 & 4

(1)
Both serving and retired officers from three services and their families, with priority to serving officers, posted at Islamabad may be granted temporary membership subject to availability of space and approval of the Patron-in-Chief.

(2)
Such memberships will be valid from August to July of the following year. It could be suspended or terminated or cancelled due to lack of space owing to increased number of Category 1 and 2 members.

c.
Special Cases.
Persons not covered above may be granted temporary membership at the discretion of the Patrion-in-Chief.

d.
The membership will be granted on a prescribed form available with the SD Branch. Training Branches of ND and War Wings and the Tennis NCO.

e.
Membership will be routed through the Sponsor DS by the Coordinators/Assistant Coordinator and will be finally approved by the Patron-in-Chief.

5.
Membership Fee and Monthly Subscription.
Following per head non-refundable membership fee and monthly subscription will be charged from members. However, these rates can be revised at any stage, if needed: -

	Serial
	Category
	Membership Fee
	Monthly Subscription

	a.
	Category 1
	Rs. 500.00

	Rs. 200.00

	b.

	Category 2
	Nil
	Rs. 100.00

	c.
	Category 3
	Rs. 1500.00

	Rs. 500.00

	d.
	Category 4
	Rs. 500.00
	Rs. 200.00

	e.

	Complimentary Members

	Nil

	Nil


6.
Renewal of Membership.
Membership of participants retained as faculty members will be renewed automatically at the termination of respective courses. Other members will have to apply afresh for yearly membership.

Categorization and Use of Courts

7.
Tennis courts have been categorized as follow and will be used as mentioned against each: -


a.
Court 1.
Central Court: -



(1)
Dedicated for Senior Players.



(2)
Children of any category are not allowed to play on this    



court unless permitted by the Patron-in-Chief.


b.
Court 2 & 3.   Eastern and Western Courts respectively: -



(1)
Open for all categories of players.



(2)
Children will be obliged to vacate these on arrival of the 



senior players.

Conduct Code

8.
General Conduct Code.
Instructions are clearly mentioned on reverse of “APPLICATION FORM”. Members to read them carefully as any breach in conduct code will be liable to cancellation of the membership.

9.
Curtsey.
Link with para 7b: On arrival of senior player (s), junior player (s) will stop the game and vacate the court offering it to the former unless permitted to continue playing the game (s).

Play Timings

10.
Following Play Timings are laid down, which will be strictly adhered to by all the members. These timings will be communicated through circulars and will also be displayed outside Tennis Courts. These timings will only be revised after the approval of the Patron-in-Chief: -

	Ser
	Period
	Children
	Seniors

	
	
	Under 12
	Over 12
	

	a
	1 Mar to 31 Jul
	1630 to 1830 hrs
	1700 to 1900 hrs
	1900 to 2100 hrs

	b
	1 Aug to 31 Oct
	1530 to 1730 hrs
	1600 to 1800 hrs
	1800 to 2000 hrs

	c
	1 Nov to 28 Feb
	1430 to 1630 hrs
	1500 to 1700 hrs
	1700 to 1900 hrs

	Note: Children will vacate the courts by the above given timing and courts           

           will be marked again if required for play by the seniors


General Administration

11.
Maintenance of Courts.
Tennis Club NCO along with Marker will be responsible to maintain the courts as directed by the members Management Committee. Floodlights will be maintained fortnightly. Insect killers will be activated during summers/monsoon season only. These will be removed during winters for necessary maintenance.

12.
Purchases
Approval for purchase of Tennis Balls will be obtained from Patron-in-Chief on a minute sheet initiated by Club Coordinator through Sponsor DS and Brigadier/Colonel Coord. Purchase of other maintenance stores will be through the Club Coordinator and Brigadier/Colonel Coord.

13.
Provision – Tennis Balls
New Balls will only be issued for Officers. Children will be provided used balls upon transfer from Court 1.

14.
Dress – Ball Boys.
Ball Boys will be provided necessary dresses for winters/summers. Subject dresses will be kept in Tennis Club Store and will only be used at Tennis Courts. Ball Boys will not be allowed to carry the dresses to respective houses. Tennis Club NCO will be responsible to get them washed from NDU washer man Contractor.

15.
Cleanliness of the Area.
Assistant Coordinator will inspect the surrounding areas of the Tennis Courts once a week. He will be responsible to ensure general maintenance of the area through Tennis Club NCO.

16.
Installation of Telephone.
One Pascom/Alcatel telephone will be installed on all days of the play under the arrangement of the Club Coordinator/Assistant Coordinator.

Arrangements for VVIP’s Visit

17.
VVIPs frequently visit NDU Tennis Club. For such visits the Club Coordinator will ensure following additional arrangements: -

a.
Refreshments.
Light refreshment to include Tea/Coffee, Biscuits, Cold drinks and Mineral Water will be arranged unless directed otherwise.

b.
Dress – Ball Boys.
Ball Boys will wear proper dress and it will be checked and ensured by the Tennis NCO.

c.
Prizes for Club Lower Staff.
Rs. 100.00 (each) will be arranged for all lower staff to be presented by the visiting VVIP at termination of the game. Same will be requested out of Command Fund on a minute sheet by the Coordinator/Asst Coordinator through the Sponsor.

d.
Attendance.
All members of Organizing Committee will be present in the courts. Children will not be allowed on courts during such visits.

18.
These SOPs will be effective with immediate effect.

Major

071/1/GS (SD)







GSO-2 (SD)

_______September 2003 





      (Abid Hussain)

To:
List C

NATIONAL DEFENCE UNIVERSITY
MEMBERSHIP FORM

TENNIS CLUB
1.
Name:











2.
Fathers’s Name:










3.
Wing/Formation:










4.
Present Address:










5.
Contact No:

Office: 


 Residence: 





Certified that I have read the instructions overleaf and I/my child will abide by them. I understand that membership is liable to cancellation without notice in case of any breach in Club Instructions/Rules by me/my child.

Signature: 




Date: 






Rank & Name: 





RECOMMENDED/NOT RECOMMENDED

Lt Col
Date: 









 GSO-I (SD)


APPROVED/NOT APPROVED

Brig

Date: 







       Sponsor Tennis Club


(FOR OFFICE USE ONLY)
Membership No: 







          Lt Col

Date: 









 GSO-I (SD)

TENNIS CLUB INSTRUCTIONS/RULES

Membership Category/Priority

1.
Membership categorization and priority for the grant of membership will be as under: -

	Ser
	Category
	Individuals
	Priority for Membership

	A
	Category 1
	NDU officers i.e. faculty members, SOs, and participants of courses/workshops
	Priority 1

	B
	Category 2
	Families of Category 1
	Priority 2

	C
	Category 3
	Armed Forces Officers other than Category 1
	Priority 3

	D
	Category 4
	Families of Category 3
	Priority 4


Membership Rules
2.
Category 1 & 2

a.
Faculty and Staff Officers at NDU.

Membership is open for officers and their families for the duration of stay with NDU only.

b.
Participants of Courses/Workshops.

Membership is open for officers and their families for the duration of the courses/workshops only.
3.
Category 3 & 4

a.
Both serving and retired officers from three services and their families, with priority to serving officers, posted at Islamabad may be granted temporary membership subject to availability of space and approval of the Patron-in-Chief.

b.
Such memberships will be valid from August to July of the following year. It could be suspended or terminated or cancelled due to lack of space owing to increased number of Category 1 and 2 members.
Renewal of Membership

4.
Membership of participants retained as faculty members will renewed automatically at the termination of respective courses. Other members will have to apply afresh for yearly membership.

Membership Form

5.
The membership will be granted on a prescribed form available with the SD Branch, Training Branches of ND and War Wings and the Tennis NCO.

Submission of Membership Form

6.
Form duly filled along with membership fee, one-month subscriptions & 2 x photos (ID Card Size) should be submitted to SD Branch.

Membership Fee and Monthly Subscription

7.
Following per head non-refundable membership fee and monthly subscription will be charged from members. However, these rates can be revised at any stage, if needed: -

	Serial
	Category
	Membership Fee
	Monthly Subscription

	a
	Category 1
	Rs. 500.00
	Rs. 200.00

	b
	Category 2
	Nil
	Rs. 100.00

	c
	Category 3
	Rs. 1500.00
	Rs. 500.00

	d
	Category 4
	Rs. 500.00
	Rs. 200.00

	e
	Complimentary Members
	Nil
	Nil


Categorization and Use of Courts
8.
Categorization and use of tennis courts is defined as under: -


a.
Court 1
Central Court: -



(1)
Dedicated for Senior Players.



(2)
Children of any category are not allowed to play on this 




court unless permitted by the Patron-in-Chief.


b.
Court 2 & 3.   Eastern and Western Courts respectively: -



(1)
Open for all categories of players.



(2)
Children will be obliged to vacate these on arrival of 




senior players.

Play Timings

9.
Following Play Timings are laid down, which will be strictly adhered to by all the members. These timings will be communicated through circulars and will also be displayed outside Tennis Courts. These timing will only be revised after the approval of the Patron-in-Chief: -

	Ser
	Period
	Children
	Seniors

	
	
	Under 12
	Over 12
	

	A
	1 Mar to 31 Jul
	1630 to 1830 hrs
	1700 to 1900 hrs
	1900 to 2100 hrs

	B
	1 Aug to 31 Oct
	1530 to 1730 hrs
	1600 to 1800 hrs
	1800 to 2000 hrs

	C
	1 Nov to 28 Feb
	1430 to 1630 hrs
	1500 to 1700 hrs
	1700 to 1900 hrs


Provision of Tennis Balls
10.
New balls will only be issued for Officers. Children will be provided used balls upon transfer from Court 1.

Miscellaneous Aspects

11.
Membership card must be shown on request.

12.
Entry to Tennis Courts will be subject to strict adherence to the dress code.

13.
Parents will be responsible for the dress/conduct of respective child/children. Tennis Court NCO & Marker have the instructions to return/expel the child from courts in case non-adherence to dress/conduct code.

14.
Entry to the Tennis Courts will be strictly according to the Timings as displayed outside.

15.
Any damage to the courts/facilities will be made good at the expense of concerned member.

16.
Children are not allowed to play in Court No.1.

17.
GUESTS ARE NOT ALLOWED UNDER ANY CIRCUMSTANCES.

18.
No pets are allowed in tennis courts and surrounding areas.
Revised: Sep 03








