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Terms to Know

GFWC/Kentucky Federation of Women’s Club

Official name of your state organization as set forth by the members and adopted into our bylaws.

We are a nonprofit organization dedicated to community service since 1894.  Our present headquarters office is located at 1228 Cherokee Rd, Louisville, KY.

GFWC
General Federation of Women’s Clubs – the world’s largest and oldest nonpartisan, nondenominational women’s volunteer service organization – founded in 1890.  The national headquarters office is located in Washington, DC.  

SER
Southeastern Region made up of federated clubs in:  Kentucky, District of Columbia, Maryland, North Carolina, Tennessee, Virginia & West Virginia.  Regional meeting head once per year and hosted by one of the individual states, normally in late October or early November.

KFWC HEADQUARTERS
Our office facility is located at 1228 Cherokee Rd, Louisville, KY.  This three story building is the servicing center for distribution, promotion and information for GFWC/Kentucky Clubs and their members.  This building is owned by you – members of GFWC/Kentucky!  

Office hours are Monday thru Friday 9:00am to 4:30pm.
Phone (502)451-8435

Kentucky Clubwoman
Name of the official publication of GFWC/Kentucky.  All members are encouraged to subscribe and send articles.  This publication is printed as well as displayed on our website.  

GFWC Clubwoman
Name of the official publication of GFWC (General Federation of Women’s Clubs)

GREEN BOOK
This is the GFWC/Kentucky yearbook which contains the bylaws, standing rules, names and address of officers, district officers and local clubs and officers.  THIS IS A MUST FOR EVERY CLUB.
FEDERATED CLUB

Local clubs paying dues to GFWC/Kentucky.  

A portion of the dues are kept in Kentucky with the balance going to GFWC.

DATES TO REMEMBER

2010
July 9 & 10
KFWC Expo & Summer Institute
Hyatt - Lexington

2010
    July 9
KFWC Board Meeting

2010
Sept. – Oct.
KFWC Fall District Conference Tours

2010
Nov. 5-7
SER    West Virginia
Greenbrier, WV

2011
April 14-16
State Convention
Crowne Plaza - Louisville
2011
    April 14
KFWC Board Meeting

2011
June 15-20
GFWC Convention
Milwaukee, WI

2011
July
KFWC Board Meeting
(TBA)

2011
Sept.-Oct
KFWC Fall District Conference Tours

2011
Nov. 4-6
SER   Kentucky
Marriott  - Lexington

2012
April 12-15
KFWC Convention
Hyatt - Lexington

2012
    April 15
KFWC Post Convention Board Meeting
Hyatt - Lexington   

2012
June 11-17
GFWC Convention
Westin - Charlotte, NC

What it means to be a Club President
You have been elected to the most important position in your club by your members, what an honor.  You are no longer speaking for yourself as an individual but the wishes and desires of your club as a whole.  Here are a few of your responsibilities:

· Presides at all club meetings using a written agenda

· Possesses a basic knowledge of parliamentary procedure and employs it at meetings

· Notifies the Vice President of her absence as soon as possible and passes along all information and items needed for the meeting

· Attends district, state, regional and national meetings.  Encourage your members to attend with you.

· Establish and maintain a working relationship with District Governor

· Share all correspondence from GFWC and GFWC/Kentucky with your club members,

· Familiarize yourself with the administrations programs & projects.  Obtain material from GFWC/Kentucky and GFWC.

· Promote programs that will benefit members – continue quality programs and evaluate programs that members are no longer supporting.

· Follow proper reporting guidelines and ensures that club reports and contest entries meet deadlines.

· Distribute club news to local media, Kentucky Clubwoman publication and GFWC Clubwoman publication

· Correspond with club treasurer to insure that club dues and media fee are paid on time to the district and to the state

· Notify KFWC Headquarters immediately following elections or anytime officers change.

· Promote membership – hold regular new member orientations.

· Perform all other duties as specified in your club bylaws.

MONTHLY CALANDER FOR CLUB PRESIDENT

JANUARY
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the February meeting

3. Complete and send 

a. Club Reports which are due February 1
b. Score Card

c. Contest Entries

d. Other completed forms as instructed.

FEBRUARY

1. Conduct meetings as required by club bylaws
2. Continue membership drive – invite guest for the March meeting

3. Record programs and projects hours for next years reporting
4. Begin preparing for GFWC/Kentucky’s Annual Convention (normally held in April)

MARCH
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the April meeting

3. Record programs and projects hours for next years reporting

4. Elect delegates for Convention

5. Finalize plans for attending GFWC/Kentucky Annual Convention (normally held in April)

APRIL
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the May meeting

3. Record programs and projects hours for next years reporting

4. Attend the GFWC/Kentucky Convention

MAY
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the June meeting

3. Record programs and projects hours for next years reporting

4. Mail Complete Club Directory to Headquarters.  
a. Members names

b. Members addresses

c. Members phone – include area code

d. Members email address (only to be used by GFWC/Kentucky)

5. If you are going out of office be sure to pass your records, Manuals and any other important information to incoming President.

6. Make plans to attend GFWC Annual Convention

JUNE
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the July meeting

3. Record programs and projects hours for next years reporting
4. Attend GFWC Annual Convention

5. Appoint chairman for upcoming club year

JULY
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the August meeting

3. Record programs and projects hours for next years reporting

4. Attend State meeting.  If you are unable to attend have another officer/member to attend in your place.  You will receive information for the new GFWC Administration and the new GFWC/Kentucky Administration. Encourage other members to attend as well

5. After your review of all the information given begin to plan your club year and incorporate the new programs.

6. Attend District meeting.  Encourage your members to attend

7. Start encouraging club women and students to enter the Fall District Arts & Crafts Contest.

AUGUST
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the September meeting

3. Record programs and projects hours for next years reporting

4. Encouraging club women and students to enter the Fall District Arts & Crafts Contest

5. Finalize your Club yearbook

6. Review Score Card requirements

7. Make plans to attend Fall District meeting.  Encourage your members to attend as well.  Elect Delegates if your Fall conference is in September.

SEPTEMBER

1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the October meeting

3. Record programs and projects hours for next years reporting

4. Prepare items for entry into the Arts & Crafts Contest at Fall District Meeting

5. Consult with treasurer – District Dues should be sent to Governor by October 1.

6. Elect Delegates to Fall District Conference if your meeting is in October --  if meeting in September – Attend Conference

7. Review Score Card Requirements.

OCTOBER
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the November meeting

3. Record programs and projects hours for next years reporting

4. Attend Fall District Conference if you meeting is this month.

5. Make Plans to attend SER – encourage other members to go as well.

6. Review Score Card Requirements.

7. Consult with Treasurer on Dues and Contributions due to GFWC/Kentucky which are due by November 1.

NOVEMBER
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the December meeting

3. Record programs and projects hours for next years reporting

4. Attend SER

5. Review Score Card Requirements

6. Begin working on Ads to be sent it for the Spring issue of Kentucky Clubwoman.

7. Order subscriptions for GFWC Clubwoman.

DECEMBER
1. Conduct meetings as required by club bylaws

2. Continue membership drive – invite guest for the January meeting

3. Record programs and projects hours for next years reporting

4. Begin compiling information for reporting which is due by February 1.

Feel free to take this and insert whatever other items are necessary for you to function as a successful club President.

PRESIDENT ETHICS & PROTOCOL
Good manners in clubs are the same as good manners elsewhere.  A club is for the enrichment of many and the promotion of civic and intellectual improvements; it is never intended as an opportunity of dominate.

PRESIDENT

· is gracious, considerate, tactful, kind, well groomed, organized and enthusiastic
· understands value of the democratic process – never by-passes or circumvents it
· welcomes each new member, finding a place on a committee in order that her special talents can be put to good use.
· attends club and community meetings or sends a club representative
· gives credit to others
· channels correspondence and information to proper persons
· delegates duties to the responsible committee and leaves the work to that committee (don’t micro manage)
· takes action on important issues only with the knowledge and permission of membership
· meets state and district deadlines for reporting, accurately relating club activities
· refrains from taking sides or criticizing others
· believes in self-improvement
· attends National, State and District Federation meetings.  STAY CONNECTED!
HOW TO HANDLE YOUR GUEST / SPEAKER INVITATION

· Invite your guest or speaker  as early as possible
· Give your guest or speaker two possible dates for consideration
· Invitation should include
· Time, place, type of meeting (luncheon, business, etc.)
· Dress (formal, business casual, casual)
· Indicate topic & time allowed for speech
· Offer overnight accommodations if guest is traveling a great distance and ask if accompanied by anyone.
· Advance arrangements should be specific.  Club should pay travel expense and overnight accommodations if necessary.
THE VISIT

· Be sure that someone meets guest or speaker upon arrival.
· Familiarize your guest or speaker with accommodations (restrooms)
· Give guest or speaker a copy of the program or agenda
· If time permits prior to meeting introduce the guest or speaker to other club members.
· Avoid having guest or speaker stand in line for refreshments / meals
· When GFWC/Kentucky President is invited as a guest of the club, the respective District Governor should be notified of the pending visit.  When the GFWC/Kentucky Junior Director is invited notify any junior clubs in district.
EDUCATING YOUR MEMBERS

Rank of Officers

· GFWC International President is the only officer that takes precedence over the State President.  Audience should rise when she is introduced.

· Official order of introductions as follows when in Kentucky:
· GFWC International President – ALWAYS RISE

· GFWC/Kentucky President – ALWAYS RISE

· GFWC Officers & Chairmen

· GFWC/Kentucky Officers

· District Officers

· State Department Chairmen

· State Division Chairmen

· District Chairmen

· Club Presidents

Introductions should be brief, but give enough information to make the audience want to listen.
A person known to the audience is “PRESENTED” while a stranger is “INTRODUCED”.

Gifts for guest or speaker  - at the  discretion of the individual clubs.  It is suggested that you give a small gift of money to help defray travel expenses.  Be careful with flowers as many people have allergies.  Something specific to your area or club are always good options.
BUSINESS MEETING AGENDA
CALL TO ORDER

Begin on time with one rap of the gavel.  President says:  “The meeting will come to order”.

OPENING CEREMONY

1. Invocation and Grace are given first (God before Country)

2. Pledge of Allegiance

3. Inspiration or Thought for the Day

READING & APPROVAL OF MINUTES
· Chair says:  ”The secretary will read the minutes of the preceding meeting.”
· Secretary stands to read the minutes.  Minutes are brief but accurate. (record what is done not what is said)

· Chair says: “Are there any corrections to the minutes?  There being none, the minutes stand approved as read.”   or if there are corrections, “The minutes stand approved as corrected.”

CORRESPONDENCE
Corresponding Secretary will read the communications received.  Correspondence requiring club action shall be given to the President to be acted on under “new business” or may be considered after reading.  Consult with President prior to meeting.

TREASURER’S REPORT
A brief financial statement is normally given at regular meetings.  No action is taken on reports of the treasurer.  The Chair says:  “This report has been read for your information and will be placed on file.”
RECOMMENDATIONS OF THE BOARD OF DIRECTORS OR EXECUTIVE COMMITTEE
The recording secretary will read reports from the board or executive committee.  If recommendations are given in the report, they can be acted upon at this time or under “new business”.  Each recommendation is acted upon individually and needs no second.

COMMITTEE REPORTS
The chair should know before the meeting which committees have reports in order to avoid wasting time.  Action is not taken unless a recommendation is made.  Recommendations are made at the end of the report by the chairman who moves their adoption.  No second is necessary unless it is a committee of one.  Action is taken at that time.

Order of reports are as follows:

1. Department Reports (alphabetically)
2. Standing Committee (as listed in bylaws or alphabetically)

3. Special Committees (in order of appointment)

UNFINISHED BUSINESS
The chair does not ask for “unfinished business” but proceeds to the first item of unfinished business.  The chair and/or the secretary should have a record of unfinished business on the agenda and it should be presented for consideration at this time.  The chair says: “under unfinished business the first item is……or the chair knows of no unfinished business.”


Unfinished business includes:

· Business postponed from the previous meeting

· Business on which action was not completed at the previous meeting

NEW BUSINESS
New business must be presented to the group in the form of a motion, resolution or recommendation before it can be acted upon.  The chair says: ”New business is now in order.  Is there any new business?”
ANNOUNCEMENTS
The chair announces important matters and asks:  “are there any announcements”

PROGRAM
The program can be presented before or after the business meeting depending upon the situation.  The chair calls on the program chair to present the program.  The meeting is not “turned over” to the program chairman – the chair does not turn the meeting over to anyone.

MEAL
Some clubs have a full meal or refreshments.  This can be at the beginning of the meeting or at the end.  

ADJOURNMENT
The chair acts as follows:

1. Questions and states, “is there anything further to come before the meeting?  If not, we are adjourned.”
2. Gives one rap of the gavel

3. Adjournment may be in the form of a motion which is not debatable.
For more information refer to Robert’s Rules of Order Newly Revised or contact the current GFWC/Kentucky Parliamentarian or GFWC/Kentucky President Elect Peggy Barnes, phone 859-619-8475 (cell) or (859) 243-0338 (home).

