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CHAIRMAN RESPONSIBILITIES

I. GENERAL FEDERATION

a. Contact your respective GFWC Chairman at the beginning of your term.  A friendly note or email message would be appropriate.

b. Keep your GFWC Chairman informed of your activities.  The top of each page should include your name, address, chairmanship, state and date.  

c. GFWC/KFWC Community Service Program Chairmen are responsible for sending compiled club presidents’ reports and statistics chart directly to their GFWC counterparts.  

d. GFWC/KFWC Special Projects & Advancement Areas Chairmen are responsible for sending winning state report to their GFWC counterparts.
e. GFWC/KFWC Contest Chairmen follow rules and guidelines of reporting as stated in GFWC materials manual.
II. GFWC KENTUCKY FEDERATION

a. Channels of Responsibility

· GFWC/KFWC Chairmen who have District Chairmen are to keep in constant contact with them and the 1st Vice President / Susan Alexander.
· Standing Committee Chairmen are to keep in contact with the members of their committees and communicate with the KFWC President / Mary Alice Oldfield

· GFWC/KFWC Special Projects & Advancement Areas Chairmen should submit their plan of work for the upcoming administration to the 1st Vice President / Susan Alexander. 

· Once Community Service Program Chairmen and Special Projects & Advancement Areas Chairmen receive the club president’s reports for their programs or special focus, the winners are to be chosen for presentation at the KFWC Annual Convention.

b. Responsibilities to the District

· The District Governors may or may not appoint District Chairmen for various programs.  Please contact the Governor for names of any chairmen in her district.

· As new information is received, submit it to the Governors and to state KFWC Newsletter Chairman, Dena Green.
· All Chairmen must be prepared to assist and supply information on programs, projects, and contests to the District Governors.

· Chairmen are expected to attend District meetings in respective Districts if possible.

· Creating a close personal relationship with the Districts and the Clubs will promote projects/programs and reporting.

c. The Junior Chairmen have the further responsibility to:

· Interpret the GFWC and GFWC/KFWC programs within the Junior and Juniorette membership.
· Juniors & Juniorettes compile reports and send to their respective KFWC Chairman.
· Assist other KFWC Chairmen whenever and however possible.

· Inform the Junior and Juniorette Clubs of the information received from the GFWC Junior level.
· Assist in the implementation of the programs and report the activities of the Junior and Juniorette Clubs

d. Responsibilities to the 1st Vice President

· Progress Reports of your Community Service Program & Special Projects
· Seek advice of the 1st Vice President before contacting the KFWC President on matters of concern.  It is the 1st Vice President’s responsibility to confer with the KFWC President.
· Chairmen MUST get approval from the Executive Committee if fundraising projects are intended for their particular project.
Owning a GFWC Manual is a must.  GFWC/KFWC will be following guidelines set forth in that publication.

STATE MEETING ATTENDANCE
1. Chairmen are urged to attend all state meetings for leadership training.

2. State Chairmen meetings and GFWC/KFWC Board meetings are a MUST.  All Chairmen are on the Board of Directors with voting privileges.  This is an appropriate time to provide guidance and information if needed.

3. Chairmen may be asked to conduct a workshop at a state meeting.  If so, they will be given instructions and help with the planning of the workshop if needed.

4. At the Chairmen’s meeting preceding the GFWC/KFWC Annual Convention certificates and awards presentations will be discussed.  Presentations will be made according to the GFWC/KFWC President’s instructions.

5. If a state contest (such as Arts & Crafts) is on exhibit, it is the responsibility of that Chairman to acquire judges, give criteria, safeguard articles and maintain the contest according to the bylaws.  The Chairman should work with the convention committee.  List winners as described in #6.

6. Two copies of the list of those who receive awards during the KFWC Annual Convention.  Include the club name, district, president’s name and address on 8 ½ x 11 sheet of paper.  One copy goes to 1st Vice President / Susan Alexander, and the second copy to KFWC Headquarters.  

7. The Arts & Crafts Chairman should also give the KFWC Treasurer / Martha Crafton, a copy of student winners and names of art contest judges for appropriate checks.

8. Writing Contest Chairman should submit names of student winners to KFWC Treasurer / Martha Crafton.

9. Any legislations and/or resolution planning to be submitted in connection with chairmanship must comply with instructions as outlined in KFWC Bylaws, Article XI. Section 5.

It is hoped that the state meetings will prove helpful in making every Chairman’s service to GFWC/KFWC smooth and enjoyable.  Please attend these meetings regularly.  Your suggestions, questions, and positive attitude are welcomed.

SPECIAL PROJECTS & GFWC ADVANCEMENT AREAS
· GFWC President’s Special Project

· Communication & Public Relations

· Domestic Violence Awareness 

· Fundraising

· Leadership

· Legislation & Public Policy

· Membership

· Women’s History & Resource Center

· Club Newsletter

· Community Improvement Program
· Jennie Award

· Website Contest

· GFWC Junior Special Project

>   Prevent Child Abuse Kentucky (Reported Under            Advocates for Children)
KFWC SPECIAL AREAS 
· Red Cross 
· 1228 Society 
· Arts & Crafts

· Press Book 
REPORTING DATES

2010 – 2012

February 1st
Club reports are due to:

· GFWC Headquarters (Complete Set)
· KFWC Headquarters (Complete Set)

· District Governor (Complete Set)
· State KFWC Community Service Program Chairmen
· State KFWC Special Projects & Advancement Areas Chairmen

February 15th 
Junior Chairmen
· Send compiled Junior Club report to appropriate State Chairmen.

· Director of Jr Clubs / Christy Tussey (Juniors & Juniorettes Only)
February 28th 
GFWC/KFWC Community Service Program Chairmen and

GFWC/KFWC Special Projects & Advancement Areas Chairmen 

Send Report To:
· KFWC Headquarters

· 1st Vice President / Susan Alexander

For communication and review only
March 6th 

1st Vice President communicates with chairmen

March 12th 

GFWC/KFWC Community Service Program Chairman and



GFWC/KFWC Special Projects & Advancement Areas Chairmen 
· Mail reports to GFWC counterpart.  Please include narrative of the first place winner.

(see GFWC Awards)

March 15th 

GFWC/KFWC Community Service Program Chairmen
                               GFWC/KFWC Special Projects & Advancement Areas Chairmen
· Send one copy of award winners to 

· 1st Vice President / Susan Alexander

KFWC Headquarters

Reports should identify the first, second, and third place winners for small club/large clubs.  A 100 word summary on the first place winners should be part of the report.  These awards will be announced at the KFWC Annual Convention.  The 1st Vice President will ensure completion of certificates according to information provided by chairman.

Reporting Guidelines 2010 / 2012

Refer to the GFWC Reporting Guidelines


Under the Forms Section of the GFWC Manual

GFWC/KFWC Community Service Program Chairmen & Special Projects Advancement Areas Chairmen
· Chairmen receive statistical information from the clubs by FEBRUARY 1
· Chairmen compile the statistical information from the state statistics and insert this information on the GFWC Report Form.  This form is found in the GFWC Manual under the Forms Section, also a write a state narrative, using the information from club narratives, on what Kentucky clubs have accomplished.

· Send a copy of the narrative to KFWC 1st Vice President / Susan Alexander and KFWC Headquarters by FEBRUARY 28
· KFWC 1st Vice President will review report and contact chairman

· Chairman mail report to GFWC Counterpart Chairman (report form, narrative and a copy of a “winning” club state entry)

· DEADLINE ------   MARCH 12    

· Chairman select first, second and third place winners for each category.  ALL clubs, Juniors & Generals, are together.  A list of winners along with a 100-word summary of first place winner is sent to KFWC 1st Vice President / Susan Alexander and one to KFWC Headquarters by MARCH 15
· Small Clubs  (4 to 49)

· Large Clubs  (50 or more)

Junior Chairman
· Send Reports to the appropriate State Chairman, KFWC 1st Vice President / Susan Alexander and Christy Tussey, Director of Junior Clubs, by February 15.
· ALL (Junior or General) clubs may participate in the Junior & Juniorette Special Project, Advocacy for Children
What should be included in a narrative?
· Begin with an “ATTENTION GETTER”, a statement or paragraph that refers to the department or program of work.

· Include names of a few clubs and please mention the outstanding or winning club’s project or other projects.

· How did all the projects/programs benefit or impact the recipient, the community, and the state?  This will come from the club narratives.  Were there special speakers, etc?

· How many clubs used the GFWC Resources – ordered and distributed material?

· Do not use flowery words as “fillers”.

· Write the report as you would write a newspaper or magazine article.  Remember the chairman reading the report relies on your descriptive writing to get the entire picture.

· Stick to the facts presented in the club reports

REPORTING FORM (Located at back of Handbook) 
MEDIA RESOURCES
General Federation of Women’s Club

Website   www.gfwc.org
· GFWC Club Manual

Contains plans for community service programs and special projects.  
· GFWC Clubwoman Magazine

This magazine is filled with helpful information on departmental and club projects, legislation, convention news, etc.  Visit the website to subscribe.

GFWC Kentucky Federation of Women’s Club

Website – www.mykfwc.org
· GFWC Kentucky 

Administrative, Contest and Chairmen Handbooks are prepared for distribution at the beginning of each administration

· GFWC Kentucky Special Projects & Advancement Areas Chairmen are to submit a program of action to the 1st Vice President – Susan Alexander, for clubs to follow when planning their club programs and projects.  Please present the program of action in the following manner

· Use outline form  -  Establish purpose, give suggestions for action plan.  List awards and resources.

· Send copies to 

· 1st Vice President / Susan Alexander

· KFWC Headquarters
(Special Projects must be approved by the Executive Committee)
· GFWC/Kentucky Publication

Please submit an article relating to your chairmanship.  Typed    and emailed to Dena Green, KFWC Newsletter Chairman by the 15th of the month. 
· KFWC Clubwoman Magazine

· Fall Issue articles due by September 1st.
· Spring issue articles due by February 1st.
CHAIRMAN’S FORM
* KFWC Special Reporting Form for Programs/Projects Not Reported
Under A Specific GFWC Department
Red Cross

(See special report form)

1228 Society  
(Report under fundraising / Alice Kendrick, 1228 Chrm.)
Quarters for Headquarters 
 (Report under Fundraising / Martha Crafton, Chrm.)
KET 
(Report under Public Issues Collaboration / Helen Ward, Chrm.)
KFWC Fundraising 
(Report under Fundraising / Vickie McBrayer, Chrm.)
Press Book 
 (Report under Publicity Chrm. – See form in Contest Book)
Others
Project being reported: 
__________________________________________

#Programs / Projects ___________ Members Participating_______

Volunteer Hours _______________  Dollars Donated ______________

Name of Club __________________________________________________

Name of Presidents _____________________________________________

Address _______________________________________________________

Telephone #________________        Email _________________________

This report form is to give an account of projects or programs that are particular for Kentucky.  Please attach a narrative that may be two pages, typed and double spaced.

Only report one project per form.  

Send the report to the designated chairman.
CLUB FORM

* KFWC Special Reporting Form for Programs/Projects Not Reported

Under A Specific GFWC Department

Red Cross

(See special report form)

1228 Society  

(Report under fundraising / Alice Kendrick, 1228 Chrm.)

Quarters for Headquarters 

 (Report under Fundraising / Martha Crafton, Chrm.)

KET 

(Report under Public Issues Collaboration / Helen Ward, Chrm.)

KFWC Fundraising 

(Report under Fundraising / Vickie McBrayer, Chrm.)

Press Book 

 (Report under Publicity Chrm. – See form in Contest Book)

Others

Project being reported: 
__________________________________________

#Programs / Projects ___________ Members Participating_______

Volunteer Hours _______________  Dollars Donated ______________

Name of Club __________________________________________________

Name of Presidents _____________________________________________

Address _______________________________________________________

Telephone #________________        Email _________________________

This report form is to give an account of projects or programs that are particular for Kentucky.  Please attach a narrative that may be two pages, typed and double spaced.

Only report one project per form.  

Send the report to the designated chairman.

“SPIRIT AWARD”

OUTSTANDING KFWC CHAIRMAN

This award will be given at the close of each administrative term of KFWC.  It will be presented at the Annual Convention in the year 2008, thus following the two- year schedule thereafter.

Judges will be three members of the Executive Committee.

Any KFWC Chairman may enter this contest.  The entry form, a written narrative reflecting work as chairman (two pages doubled spaced), and one letter of recommendation from a KFWC member should be submitted to the First Vice President on or before February 1st of the award year.

Recipient of this award will be judged on the following criteria:

· Attitude and enthusiastic spirit

· Leadership qualities

· Speaking engagements/workshop presentations

· Club visits

· Other actions on behalf of KFWC

· Article(s) submitted to KFWC Clubwoman Magazine or monthly Newsletter
· Commitment to GFWC/KFWC Reporting Guidelines 

· Attendance at State Board Meetings

Entry form is on the following page.

KFWC “Spirit Award” / Chairman Entry Form
Name__________________________________________________

Chairmanship_________________________________________

(Project/Program)

Address________________________________________________

Telephone__________________ Email: ___________________

Club___________________________________________________

Number of years as an active clubwoman_____________

(See rules on previous page)

*Attach narrative and letter of recommendation to entry form

*Mail three copies to:

      Susan Alexander

      GFWC/KFWC 1st Vice President 

      313 South Main Street

      Marion, KY  42064

*Please label the envelope…Spirit Award

Protocol for Chairmen

While Visiting Clubs 
· Emphasis should be placed upon the relationship between your subject and the objectives of KFWC/GFWC

· You are an authority on the subject (Study your material)

· Prepare your talk, practice, and adhere to the time limit set for you

· Have materials (handouts) available for members

· You are a guest of the club

· Send the club a thank you note for the speaking opportunity

· In an emergency and unable to fulfill your obligation, call the Club President or Program Chairman as soon as possible.  Please keep calling until you make contact.  The club is depending on you!

You may mention in your presentation if time permits, and it is appropriate, the GFWC/KFWC Contests, attending district, state, and international meetings, participation in KFWC President’s Special Project Advancement Areas and reporting tips.  (Other helpful information)

AWARDS

Deadline for Entries: February 1

Category


                         

                    Presentation Date
KFWC Outstanding Clubwoman                                                      
Each Year

Outstanding District Governor                                                             Each Year

Outstanding Vice Governor                                                                   Each Year

GFWC LEADS Participant
         Each Year

KFWC Outstanding District
                   End of Term

GFWC Jennie Award June 15 Deadline
                   End of Term

KFWC “Spirit Award” / KFWC Outstanding Chairman
 End of Term            

Junior Awards:

Outstanding Junior Clubwoman             
        Each Year

Outstanding “Rookie”                                
        Each Year

Outstanding Junior Club                          
        Each Year
GFWC LEADS PARTICIPANTS:

2002  Shellie Ann Campbell
                    Bardstown Woman’s Club

2003  Kim Lockard                                               Morgan County Woman’s Club

2004  Peggy Barnes                                        
           Suburban Woman’s Club

2005  Margaret Arnett                                   
             Pikeville Woman’s Club

2006  Jennifer Collins                                            Woman’s Club of Manchester

2007  Patricia Harrington
              Murray Woman’s Club

2008  Madeleine Edwards
             Somerset Woman’s Club

2009  Bridget Murphy
            Morgan County Woman’s Club
2010  Terri Srinivasan  
       Maysville Younger Woman’s Club
GFWC JENNIE AWARD:

2006  Madeleine Edwards         SER Winner           
Somerset Woman’s Club 

2008  Brenda Jones
Morgan County Woman’s Club

2010  Frances Bennett
               Pleasure Ridge Park Woman’s Club
	2010 / 2012 GFWC/KFWC  
COMMUNITY SERVICE PROGRAM CHAIRMEN

	
	

	<Arts>
	

	Partnership
	Judy Halstead

	Collaboration
	Regina Hall

	
	

	
	

	<Conservation> 
	

	Partnership
	Thelma Wallen

	Collaboration
	Martha Morgan

	
	

	<Education> 
	

	Partnership
	Donna Travis

	Collaboration 
	Gene Greschel

	
	

	<Home Life> 
	

	Partnership & Collaboration
	Pat Harrington

	
	

	
	

	
	

	<International Outreach>
	

	Partnership
	Karen Moreland

	Collaboration
	Kathi May

	
	

	<Public Issues>
	

	Partnership
	Cynthia Barnes

	Collaboration
	Helen Ward

	
	


	2010 / 2012  GFWC SPECIAL PROJECTS CHAIRMAN LIST

	
	

	Juniors Special Project
	Preshus Howard

	Communication Improvement Contest
	Teresa Madden

	Domestic Violence Awareness
	Pam Pilgrim

	Fundraising
	Vicki McBrayer

	Leadership Committee
	Rita Wood

Deborah Watkins

Bridget Murphy

	Legislation & Public Policy
	Teresa Schmidt

Carmen Lewis

	Membership Program
	Peggy Barnes, GFWC/KFWC President Elect – Chairman

District Governors

Pat Harrington– 1st District

Mary Ann Cole – 2nd District

Louise Eaton – 3rd District

Barbara Wright – 4th District

Deborah Garrett – 5th District

Sharon Hardin – 6th District

Barbara Patrick– 7th District

Terri Srinivasan– 8th District

Mary Jo O’Bradovich– 9th District

Junior Membership Chairman

Christy Tussey, Director of Jr Clubs



	Women’s History & Resource
	Anglee Smith

	KFWC Newsletter Contest
	Dena Green

	Website Contest
	Theresa McFarland

	Jennie Award
	Madeleine Edwards

	GFWC Club Newsletter
	Molly Deignan

	Communication & Identity 
	Linda Tate

	Croly Journalism Award
	Linda Tate


	2010 /  2012 SPECIAL CHAIRMEN

	

	1228 Society
	Alice Kendrick

	Chaplain
	Belinda Riley

	Community Improvement Program
	Teresa Madden

	Jennie Award
	Madeleine Edwards

	Door Keepers & Pages
	Juniors & Juniorettes

	Domestic Violence
	Pam Pilgrim

	KET
	Glenda Ratliff 

	KFWC Junior Special Project

Advocates for Children
	Preshus Howard

	KFWC Clubwoman Editor
	Patti Cross

	Photography Contest
	Fay Smith

	KFWC Fundraising
	Vicki McBrayer

	KFWC Historian
	Faye Gregory

	KFWC Score Card
	Jackie Brooks

	
	

	
	

	Long Range Planning Committee
	Peggy Barnes, KFWC Pres – Elect  

	Meals Coordinator
	Judy Mathis

	KFWC Newsletter 
	Dena Green

	KFWC Press Book 
	LaBerta White

	Protocol
	Faye Gregory

	GFWC Media / Publicity Book
	Joy Whiteman

	Resolutions
	Donna Short

	Quarters for Headquarters
	Martha Crafton

	Silent Auction
	Vicki McBrayer

	Student Scholarship 
Student Loan
	Helen Cornish
Martha Crafton, KFWC Treasurer

Club Member (1)

	Timekeeper
	Florence Mason & Mindy Gajda 


	2010 / 2012 SPECIAL COMMITTEE CHAIRMAN

	

	Convention / Meeting
	Beth Hill

	Credentials Committee
	Sherri Hammons, Chairman



	Elections Committee
	Wanda Moore, Chairman




	2010 / 2012 STANDING COMMITTEE CHAIRMENT LIST

	
	

	Budget & Finance Committee
Bylaws & Date:
	Martha Crafton, GFWC/KFWC Treasurer – Chairman

Donna Short- KFWC Honorary Pres.
Beth Hill 
Mary Alice Oldfield, GFWC/KFWC President – Ex Officio
Peggy Barnes, GFWC/KFWC President Elect – Ex Officio


	By-Laws Committee
	Romanza Johnson, Chairman
KFWC Honorary President

	Membership Committee
	Peggy Barnes, President Elect – Chairman

District Governors

Pat Harrington – 1st District

Mary Ann Cole – 2nd District

Louise Eaton – 3rd District

Barbara Wright – 4th District

Deborah Garrett – 5th District

Sharon Hardin – 6th District

Barbara Patrick – 7th District

Terri Srinivasan – 8th District

Mary Jo O’Bradovich – 9th District

Junior Membership Chairman

Christy Tussey, Director of Jr Clubs

	Resolution Committee
	Donna Short, Chairman, KFWC Honorary Pres.

	Legislation Committee
	Teresa Schmidt, Chairman

	Long Range Planning
	Peggy Barnes, KFWC Pres – Elect

Executive Committee
Clara Austin, KFWC Honorary Pres.
Theresa McFarland
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