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WHAT IS A GOVERNOR?

A GOVERNOR is the liaison officer between the State President, State Second Vice-President and the Club Presidents within the district.  It is highly suggested that she attend, all State Federation meetings; to familiarize herself with the GFWC and KFWC programs and projects; and to be the official representative of her district at local, state and national meetings.  She should become knowledgeable about the structural organization and functions of the General Federation and Kentucky Federation of Women’s Clubs.
WHAT IS A VICE-GOVERNOR?

THE VICE-GOVERNOR in the absence of the Governor, is to preside over the district meetings.  She is to promote and supervise the District Clubwoman and Student Arts and Crafts Contests. The Vice-Governor is to assist the Governor in other matters of the district as assigned.  She will promote all other GFWC and KFWC contests within her district. 
WHAT IS A JUNIOR DIRECTOR?

THE JUNIOR DIRECTOR presides over the junior meeting held on the same day of the district conference.  She is to promote and coordinate KFWC junior programs and plans.  She is also to assist the Governor in organizing Junior and Juniorette clubs.  She may also assist the Vice Governor with district contests.
Officers of the District:  Governor, Vice-Governor, Secretary, Treasurer, Director of Junior Clubs (KFWC Bylaws Article V. Divisions, Section 4 Districts)

DISTRICT OFFICERS AND THEIR DUTIES

GOVERNOR

THE GOVERNOR SERVES ON THE MEMBERSHIP COMMITTEE.

THE GOVERNOR IS A MEMBER OF THE KFWC BOARD OF DIRECTORS.
The Governor shall be the medium of communication between the 2nd Vice President, Federation, and the clubs in her district.  Each Governor is responsible for writing and reproducing her own letters, newsletters, workshop announcements, District Calls and programs.

1.  Copies of the above should be sent to:

a) Club Presidents

b) District Officers and Chairmen

c) KFWC Chairmen residing in your District

d) KFWC Officers - President, President-Elect, 1st Vice, 2nd Vice, Junior Director, Secretary, Treasurer, 

e) KFWC Headquarters

f) Honorary Past Presidents residing in your District

2.  The Governor shall conduct the following meetings in her District and plan the programs for:

a. Promote attendance at the KFWC Summer Workshop first year of new term/conduct a district workshop for club presidents second year of term or for district members as needed
b. Fall Conference - before scheduling, talk with KFWC President about

    date and location (See calendar for more details in manual.)

c. Clubwoman and Student Arts and Crafts contest 

(Usually at the Fall District Conference, although many districts are       conducting the student contest later in the year.)

3.  The Governor must keep the KFWC Second Vice-President (Coordinator of

     
Governors) informed of all activities in her District.

4. The Governor is encouraged to attend the following meetings:

a. Summer KFWC Workshop - usually just after the GFWC Convention or as called by the KFWC President

b. All Board meetings or Governors’ Meetings

c. KFWC Convention

· There is usually a Governor, Vice-Governors & Jr. Director meeting held prior to the opening of Convention

· Governors are to give reports as instructed by Second Vice-President

d. Southeastern Regional Meeting, if possible (usually in November)

e. General Federation Convention, if possible (usually in June)

5. The Governor shall preside at all District conferences and meetings.

6.  The Governor is to promote KFWC and GFWC programs through visitation

    to District clubs.

7. The Governor is to preside over any election to fill a vacancy in a District

office, other than the office of Governor.  ARTICLE V. Divisions / Section 4. C. District Officers – Vacancy in office. Vacancy in any elected office shall be filled at a called meeting of the club presidents, members of KFWC Board of Directors residing in the district, District officers and Chairmen.  Written notification shall be mailed at least ten (10) days prior to the meeting date.  Nominations for the vacancy shall be made from the floor. No name shall be placed in nomination without the consent of the nominee.  The election shall be by ballot and a majority of those present shall determine the election.

8. The Governor shall appoint a Recording Secretary and /or Treasurer to serve

  during the two year term.

9. The Governor shall appoint a Parliamentarian to serve at District meetings.

10. The Governor shall appoint a Credentials Committee who shall be in charge of registration at all District meetings and be responsible for a credentials report.  The Chairman and two other members shall be appointed by the Governor.  The Credentials Chairman shall work closely with the hosting club and the Governor to ensure that proper registration occurs.
11. After assuming office, the Governor shall find a place for the Fall District

  Conference, immediately, conferring with the KFWC President.

12. The Governor or Treasurer shall make an annual Financial District Report at the Fall District Conference.

13.   The Governor, Vice-Governor, and Director of Junior Clubs (if applicable), shall prepare for the Arts and Crafts contest at a District meeting (usually at the Fall District Conference).

   14. Governor’s are to encourage clubwomen to attend all KFWC meetings.

   15.  The Governor shall appoint the following District Chairmen                                                                                                        

a. KFWC President’s Special Project

b. GFWC President’s Special Project 

c. District Marketplace Chairman and Committee:  This committee will supervise and assist with the sale of KFWC items.  Members will set-up the marketplace area with appropriate number of tables and any other needed supplies.  Committee will unload and load marketplace items and assist the Governor or any other state officer in these tasks.  It is recommended that four people serve on this committee.
  16.   WHEN A GOVERNOR LEAVES OFFICE:

a) Inform the successor by passing on the proper materials

b) Remind the successor to take care of the Club Directory Forms

immediately

Inform successor to send a RECENT PHOTO & BIO OF HERSELF (BLACK AND WHITE PREFERRED NOT REQUIRED) AND MAIL TO HEADQUARTERS OR kfwc.org@gmail.com  

c)                    GOVERNOR’S FUND

The Governor’s Fund shall be derived from a $.50 per capita due collected annually by each Governor from her District clubs on or before October 1.  Governors might suggest clubs make a gift of stamps to help defray postage costs.  Some clubs even donate more than $.50 per member, but that is a club decision.

The delegate body attending a district conference shall determine registration fees for each district meeting.  The adopted fee shall remain in force until rescinded or amended.  Article V. Section 4 F.2.

The Governor’s Fund remains in the District and shall be used for District expenses including contests, but excluding personal expenses.  The District Governor may appoint a Treasurer if she so desires.  The District Governor shall keep an accounting of all receipts and expenses.  She shall make a financial report at each Fall Conference.

District funds may be used for:


a. District contest expenses - judges, etc.


b. Printing


c. Postage


d. Hotel room and expenses for KFWC President

DISTRICT APPOINTED OFFICERS

RECORDING SECRETARY

(if not appointed – Governor is Responsible)

1.  Record minutes at District Conferences and workshop.

2.  Type and file all minutes no later than 30 days following each meeting and

    distribute as follows:

a. One copy to the District Governor

b. One copy to the KFWC President

c. One copy to the KFWC Headquarters

d. One copy to the KFWC Second Vice-President

e. One copy to the District Minute Book and files

3.  Perform such other duties as assigned by the Governor.

TREASURER

(If not appointed – Governor is Responsible)

1.  Be custodian of all district funds and be an authorized signatory on checks.

2.  Make a financial report at the annual Fall Conference and as requested by the

     Governor or members.

3.  Perform other such duties as assigned by the Governor.

CHAIRMEN

1. The Governor will appoint any clubwoman in good standing as Chairman of the district committees.
2.  The Chairman shall promote the projects or programs of her chairmanship and share information with the district club women.
 DUTIES OF VICE-GOVERNOR

THE VICE GOVERNOR IS A MEMBER OF THE KFWC BOARD OF DIRECTORS
1. To preside in the absence of the Governor at District functions.

2. To promote and supervise all Contests within the District, with the

  approval of the Governor.

3. To promote and assist Club President regarding all contests at District Summer Workshops, Fall District Conferences and at the KFWC State Convention.  To be knowledgeable of the Contest Book to better assist club presidents.

4. To serve on all District project committees and meet with the Governor and

   committee members whenever possible.

5. To be actively involved in any district projects, fund raisers and other events.

6. To attend the KFWC Convention:

a) Preside at the State Arts and Crafts contest, as directed by the KFWC

     Arts and Crafts Chairman
b) Attend all luncheons and meetings that Governors are giving reports or making presentations

c) Share responsibility with Governor for any hospitality being provided at State meetings

d) Be ready to help the Governor in any way with her responsibilities at

    State meetings

7. Attend all district meetings.


*See Contest Book for further responsibilities…..

8.  Write to clubs and remind them to contact their high schools - attention to art and home economics teachers about the student arts and crafts contest.  Private art teachers should also be contacted.  Promote the student contest as much as possible.  
9. Send contest entry forms to each Club President 45 days before the contest.

   Instruct her to follow the guidelines in the Contest Plan of Works.  Have

   entries returned to you at least one week before contest.

REMEMBER TO EXPLAIN COMPLETELY ON HOW TO IDENTIFY

EACH PIECE OF WORK SO EACH CLUB IS CLEAR ON THE RULES.

10.  Secure qualified judges for the contest 

  THESE SHOULD NOT BE DISTRICT CLUBWOMEN.

11. Obtain at least FIVE clubwomen to help assist with the Arts and Crafts

   Contest.

12. Let the host club or the Governor know how much room you will need for

   the contest.  (Work with them to make sure you have sufficient space, but

   allow time for planning.)

13. After the contest mail information on FIRST PLACE WINNERS to the KFWC Arts and Crafts Chairman, your Governor, and the KFWC Second Vice President, as soon as possible.

14. Fill out that District Contest Report Form (in Contest Book) and return to your Governor within 7 days of the contest.

15. Obtain checks from your Governor or Treasurer to present to your judges to

   help defray their travel expenses, etc. and as a thank you for their assistance.

16. Certificates and ribbons for the contest will be given to you during the KFWC Summer Workshop or mailed to you from Headquarters.  If you need more contact Headquarters.  (Ribbons & Certificates are supplied by KFWC)

GFWC CREATIVE ARTS:  PHOTOGRAPHY & WRITING
   1.   The Vice-Governor is responsible for promoting these contests within the 
         District.         
    2. Encourage clubwomen to enter.

        The Short Story and Poetry Contests winners do not have to be reported until

        February 1, so this contest could be encouraged before the holidays.

3. Refer to the GFWC Manual for rules.
     4.  Encourage clubs to go to the schools and solicit entries for the Short  
     Story and Poetry Contests.
5.   Each club might want to have their own Short Story and Poetry.
Contest for students and select a winner in each category. The winning   entries are sent to the KFWC Writing Chairman by February 1.  
           Rules are outlined under the GFWC Creative Arts folder of the GFWC   
           manual.
VICE GOVERNORS SHOULD PERFORM SUCH OTHER DUTIES AS

ASSIGNED BY THE GOVERNOR AND THE KFWC SECOND VICE PRESIDENT.
NOTE:  When dealing with the Arts and Crafts work submitted by the clubwomen, please remember to be as KIND and PLEASANT as possible.  If the rules have not been followed, relay this information to the judges.  Just take the work and say nothing.  Even display the disqualified work.  Take the Club President aside at an opportune time and explain to her why this piece was not eligible to be judged.  Sometimes there can be exceptions.  Consult with your Governor if any problem arises.

CONTESTS

It is the Vice-Governor’s responsibility to conduct an Arts and Crafts Contest to be held at the District level.  Consult with the respective State Chairman for details.  Other contest may be added upon request from the State President.
FALL DISTRICT CONFERENCE CONTESTS FOR CLUBWOMEN:

Arts - Needlework – Crafts

DISTRICT CONFERENCE CONTEST FOR STUDENTS AT FALL CONFERENCE OR AT ANOTHER MEETING BEFORE MARCH 1:

Arts – Crafts

AWARDS:

For Clubwomen at District level - Ribbons and Certificates

For Students at District level - Ribbons and Certificates

For Clubwomen at State level - Ribbons and Certificates

For Students at State level - Ribbons, Certificates, and a cash award of $25.00 will be made to all first place winners.

JUDGES:

Be sure to supply your judges with a copy of the rules for each contest, preferably at least a day before the contest is held.  Rules are in the KFWC Contest Book.

Supply the judges with judge’s sheets.
PUBLICITY:

Publicize all contests in every possible way, through bulletins, radio, newspaper, etc. and encourage clubs to do the same.

RESPONSIBILITIES OF GOVERNORS AT

KFWC CONVENTION ELECTIONS

Report to the KFWC Elections Chairman the morning of the election.

Each Governor will preside at the election registration records of her District.  Board members vote as such and cannot represent their individual clubs.

All voters must wear a badge before voting.

No talking while the polls are open, except for advising voters from whom to secure their ballots.

All Governors should check their supplies before the polls open and check any remaining supplies after the polls close.

RESPONSIBILITIES OF GOVERNORS

AT DISTRICT ELECTIONS

It is best to appoint an Elections Committee (usually two) to help conduct the District elections and appoint tellers.
In the even numbered years, a District Nominating Committee is to be elected at the Fall District Conference.  Five members make up this committee, representing five different clubs in the District.  Nominations can come from the floor with the approval of the person being nominated.  If more than five nominations are made a written vote is necessary.  A ballot vote must be taken to see who is elected Chairman of this committee.
In the odd numbered years, the Nominating Committee will make recommendation as to the new District Governor, Vice-Governor, and Director of Junior Clubs.
Governor Please Read… Article V. Divisions   Section 4 (D)

Nominations and Nominating Committee

GOVERNOR’S CALENDAR

MAY

1.  Send a letter to each club President in your District to introduce yourself and

     remind them to send the Club Directory form into Headquarters.  The Club

     Directory Form (information on Club President, Treasurer, and club) is sent to

     each Club President from Headquarters.  These are usually due to be returned

     to Headquarters, with a copy to be sent to the Governor, by the middle or end

     of May.  They are sent to the Club President listed in the current Green Book.

     It is the responsibility of that President to make sure the information is filled

     out and returned.  This information is needed for the updated Green Book.  

2.  Contact the KFWC President for the date of your Fall Conference.  (Article V.,

     Section 4e - District Meetings).  Each district is to hold an annual conference.

     The Governor shall determine the location of this annual conference, but the

     KFWC President MUST approve the date before plans can be finalized.

3.  Promote attendance at KFWC Summer Workshop first year of term/conduct a district workshop for club presidents second year of term.
4.  Discuss with the Hostess Club the date and location, etc. for your Fall 

     Conference and Summer Workshop, if applicable.

5.  Make plans to attend the KFWC Summer Workshop.

6.  Appoint all District Chairmen and District officers.

7.  You may choose a district symbol or theme.  It should relate to the state theme and symbol making for continuity throughout the district and state.
8.  Send a recent picture and short article about your plans for the District to the

     CLUBWOMAN Editor.  Include your District symbol and theme.

JUNE

1.  Make plans to attend the KFWC Summer Workshop.  The KFWC President

     will set the date.
2.  SEND A LETTER TO CLUB PRESIDENTS AND INCLUDE:


a. Plans for your District Summer Workshop


b. Information given to you by the KFWC President


c. Plans and dates presented to you by the KFWC Second Vice-President

d. Encouragement to attend the KFWC Summer Workshop

e. Instructions that it is imperative that they attend the District Summer Workshop

3.  Start the plans for your Summer District Workshop.  It should be held shortly

    after the KFWC Summer Workshop, as you will receive vital information to
pass on to the Presidents.  You should have your invitation/call ready to 
   send this month, preferably 45 days before your workshop date.

    Send your Call to all those listed on page 3.

JULY

DISTRICT OFFICERS……SUGGESTIONS FOR PLANNING A DISTRICT SUMMER WORKSHOP   (Optional)
SUMMER DISTRICT WORKSHOP

1.  The Vice-Governor should be prepared to cover all information and rules on

     the Arts and Crafts contest and explain to all during the workshop.

2.  One workshop may be held; however, holding two might make it more 

     convenient geographically for clubwomen to attend if your district is spread

     over a large area.

3.  These workshops should be informal, but organized.  Everyone should have an

     opportunity to ask questions and express opinions.  Be sure and convey this

     information to your club members before beginning the workshop.

4.  Distribute the KFWC Plans of Work to each club President if they did not

     receive it at the KFWC Summer Workshop.

5.  Present any awards and honors to clubs that were not able to attend the KFWC

     Convention.  Report on the Convention and brag about any awards any person

     or club won during the Convention from your District.

6.  Contact all District Chairmen and make sure they will attend and can give a

     short report on their area.  If you have a State Chairman in your District, then

    she and the district chairman of same program area should share information            
    and co-orindate their presentation.
7.  If at all possible, conduct some workshops on:  reporting, membership,

     protocol, leadership, and/or fund raising.  If you need information on these,

     contact your KFWC Second Vice-President.  The GFWC Materials List is also

     a valuable resource.  It is imperative that these areas are emphasized during

     District Workshops.

8.  Cover all information in the Plans of Work, such as Score Card, Treasurer’s

     forms, deadlines, etc.

9.   Fill out and return the District Summer Workshop Report.

10.  Write thank you notes to all that made presentations and assisted with the

        workshop.

11.  If any KFWC Officers or State Chairmen attended the District Workshop from

       out of your District, try to give them a monetary gift for their travel, if

       possible.

12.  Send a short report about your workshop and even a picture to the

       KENTUCKY CLUBWOMAN MAGAZINE.  Send all of this information

       to the Editor of the magazine, not to Headquarters.

AUGUST
1.  Begin plans for your Fall District Conference, also, please read all information   concerning the activities for September and October at this time.

a.  Meet with any committees to begin the plans, especially if a local club is


     hosting the conference.


b. Send a follow-up letter to those who have been verbally invited or


     offered to be on the program.


c. Plan for the Junior clubs to conduct their business meeting at a time


     convenient to each District.


d. Your Juniors or Juniorettes should be part of the program. 

2.  Check and order supplies you will need for your Fall District Conference from

     Headquarters - delegate cards, ballots and badges.  (Ribbons and certificates

     for art contest will be sent to the Vice-Governor from Headquarters).

3.  The Governor and the Vice-Governor should meet with the host club or talk to

     each other and make sure there are proper accommodations for all the events

     that takes place at the conference.  Make arrangements for the meals, etc.

4.  The Vice-Governor should have judges for the contests and make sure the 

     judges have the criteria for judging, ahead of time.

5.  Include in the District Call a reservation form for lunch, details about

     registration, fees, and traveling directions.  In the odd numbered year,

     the Credential Cards and the report of the Nominating Committee must be 

     included, also.  These should be mailed 45 DAYS prior to the meeting.  

     (Article V., Section 4c.)  

     Please request for club Presidents to bring 4 copies of their club yearbook.         These will be distributed to the KFWC President, President-Elect, Governor, and KFWC Headquarters. Junior Clubs are to bring 5 copies, adding the Junior Director.

6.  Vice-Governors should have sent the information for the Arts and Crafts 

     Contest to the Club Presidents.  Send a copy of your letter to the Governor

     and KFWC Second Vice-President.

7.  Remind all Club Presidents of the important things they need to remember for

     their first Club meeting.

SEPTEMBER

1.  Write a letter/newsletter to the club Presidents concerning the District Fall

     Meeting - remind them of deadlines, etc.

2.  Urge club Presidents to begin working and saving information for their reports

     that is given at the Fall Conference.  Also remind them that DISTRICT

     DUES OF 50 cents per member are due to their Governor by October 1.

3.  Remind them to keep a check on the SCORE CARD so they can be 100%

     clubs.  Set a goal to have all clubs in your District to be 100% clubs.

4.  Depending on the date of your Fall Conference, if you have not already

     mailed your CALL, do so this month.

5.  Refer to the section on “District Meetings” to see that everything is in order

     for your Fall Conference.

6.  Write all those who are to serve on committees at your meeting with a special

     reminder of their specific duties about TEN DAYS BEFORE THE

     CONFERENCE.

7.  Advise your KFWC State Chairmen of information about the meeting, 

     especially those in your District.

8.  Send a special invitation to the Past Governors of your District and also to

     any KFWC Honorary Presidents residing in your District.

9.  Appoint a timekeeper for your meeting so that you can adhere to a schedule.

10.  Make contact with the KFWC President and KFWC Second Vice-President

       to see if they have any special requests that need to be addressed.

11.  Check with the KFWC President to see if she and a traveling companion will need lodging the night before your District Fall Conference.  If so, make the arrangements and then inform her.  The District is expected to pay for these overnight accommodations.
12.  Please remember to give the KFWC President a monetary gift to help cover 

       her travel expenses.  There is no money available from KFWC to pay for her

       travel and overnight accommodations.  When the KFWC President is a guest

       in your District, you are expected to act as a hostess and to remember to see to

       her needs.  
13.  Make arrangements with the hosting club president, or district fund-

       raising Chairman to have a committee (three or four) to assist in unloading

       KFWC Rebate items to be sold, setting up a table for display, selling the items,

       packing them up, and re-loading the vehicle.

14.  If other KFWC officers attend your conference, the responsibilities of the

      District for lodging and meals are optional.  If you do not feel your District

      has the funds to help offset some of their expenses, that is all right.  If any-

      thing can be done, it would be nice to give them some type of monetary

      support.

15.  Make sure the Vice-Governor has sent a reminder to the clubs about their

       entries for clubwomen and students in the Arts and Crafts contest.

16.  MAKE SURE YOUR CREDENTIALS COMMITTEE IS CLEAR ON HOW    TO GIVE A CORRECT CREDENTIALS REPORT AT YOUR MEETING.  THIS MUST BE ACCURATE.  IF YOU ARE NOT SURE, CONTACT THE KFWC SECOND VICE-GOVERNOR FOR DETAILS.

SHARE MONEY FOR STAMPS WITH YOUR VICE-GOVERNOR.

OCTOBER

CONDUCT YOUR FALL DISTRICT CONFERENCE 

REMINDER:  A Nominating Committee shall be elected in the even numbered years.  It shall be composed of five members representing five clubs in the District.  See By-Laws for details.  You will want to elect a Chairman of the District Nominating Committee.  Refer to KFWC Bylaws Article V. Section 4 Districts.
1.  Send the District Fall Conference Report to Headquarters with a copy to the

     KFWC Second Vice-President, as soon as your conference is over.

2.  Send a short report of district activities, especially about your Fall Conference

     to the KENTUCKY CLUBWOMAN MAGAZINE.  Send this information to

     KFWC Headquarters or email to kyfwc.org@gmail.com 
3.  Send a letter to club Presidents including the following information:


a.  Remind them that KFWC Dues along with the Membership list form of


     membership names, addresses, phone numbers (form is located in the


     administrative handbook) must be sent to the KFWC Treasurer on or


     before November 1.  The Club Treasurer’s Calendar form must


     accompany all the money due on November 1.


     REMIND THEM THIS IS VERY IMPORTANT.


b.  Remind club Presidents who did not bring club yearbooks to the Fall 
  
     Conference that they need to mail them to the KFWC President,


     President-Elect, District Governor, and Headquarters. 


c.  Urge them to attend the Southeastern Regional Conference meeting


     usually held in November.  SER is composed of seven southeastern


     states and is a regional meeting for sharing ideas.  If Kentucky is hosting


     SER, all KFWC clubs will be asked to help with arrangements.

4.   Write thank you notes to all that helped you conduct your Fall District       Conference.

AT YOUR DISTRICT CONFERENCE - PLEASE MAKE SPECIAL RECOGNITION OF THE CURRENT KFWC STATE OFFICERS, PAST GOVERNORS AND ANY KFWC HONORARY PRESIDENTS.

THE FOLLOWING SHOULD BE COMPLETED AS SOON AS YOUR FALL CONFERENCE IS OVER.
1.  Complete the District report and send to KFWC Headquarters with a copy to

     your KFWC Second Vice-President.

2.  Send the names, addresses, and phone numbers of new district officers (even

     if there is no change) to:


a.  KFWC Executive Committee


b.  District Officers


c.  Club Presidents

3.  Send a personal note of thanks to:


a.  Presidents or Presidents of the hostess club or clubs


b.  Everyone who participated in the program


c.  All State Officers and Chairmen who served on the program and/or


     attended

CONGTRATULATIONS ON A JOB WELL DONE!!!!!

NOVEMBER/DECEMBER

Send a newsletter/email to club Presidents and remind them to:

· Review the Score Card closely.  Tell them to use it as a guide in promoting

    
 Federation programs and projects.  They still have time to be 100% clubs.

· Check with their Treasurer about the Treasurer’s calendar and forms that

must be postmarked before November 1.  Remind them that where an amount is left blank, then no amount is specified.  A donation of $1.00 would qualify. Remind them, also, to put the number of points in the appropriate blanks on the Score Card - not just a check mark.

· Submit a KENTUCKY CLUBWOMAN ad, which is due by or before December 1.  Send this ad along with a check to the BUSINESS   MANAGER of the magazine.  SUGGEST THAT THEY SEND IN NEXT YEAR’S AD EARLY.  It’s much easier for the CLUBWOMAN Editor to deal with several ads throughout the year, rather than a whole deluge in December.

· Send in a membership subscription update list for the CLUBWOMAN MAGAZINE.  There should be an update form in the administration handbook.

          Payment for subscriptions is due by November 1.

· Check all records and have them in proper order/assemble information for club reports.

· Newly elected club officers (in January) please send club directory form to KFWC Headquarters  (Request form from KFWC)

DECEMBER

1.  Send holiday greetings to your club Presidents, District Chairmen, and any

     other Federation officers in your District.

2.  Remind all club Presidents to:


a.  Check all their records and have them in proper order


b.  Remind clubs that elect new officers in January to send the Club

     Directory Form to Headquarters (these forms are in the Administrative           Handbook).


c.  Begin to get all information together for their reports

JANUARY

Send a letter/email to all of your club Presidents and include the following:

1.  Remind them that all club reports must be postmarked on or before February 1.

2.  Tell club presidents that they do not have to fill out every report in the reporting

     packet.  Instead they should work on writing reports for the areas in which their

     club concentrated its efforts.

3.  Remind Presidents that the SCORECARD must be mailed on or before

February 1.  One copy goes to the District Governor, and one copy to the    SCORECARD Chairman.  All blanks on the SCORE CARD must be filled in, including the total points of each part and a total at the end.  No check marks.

4.  Encourage them to send articles and pictures to the KENTUCKY

     CLUBWOMAN MAGAZINE.  Mail all articles and pictures to the Editor.

5.  Ask them to urge their club historian to bring their club history up to date and

    give a report to their club.  Ask them to send their Governor a copy and send

    one to the KFWC AND GFWC Headquarters.  The use of videotape is a great 

    way too.

6.  Send a workshop CALL to all club Presidents concerning the District Student

     Arts and Crafts Workshop, if you plan to have one in February.

It is never too early to begin planning your Fall Conference for next year, especially the location and the date.  Call the KFWC President and start making arrangements with her.  In the odd numbered years, the Governor-elect should go ahead and contact the KFWC President-Elect about a date.

FEBRUARY

1.  Date all the club reports as they are received by you.  Postmark dates will

     determine if they are received on time.  You will need this information to send

     to the SCORE CARD Chairman for honor certificate points.

2.  Send a questionnaire to your club Presidents to gather any information you

will not necessarily receive in their reports, but you will need for your Governor’s  report.   Example: Did they have a press book?  Did they nominate a “Newcomer of the Year”? Etc.  Unfortunately, not all clubs do reports, but you will need certain information from all clubs in the District in order to do the District report.  See District Report Information on what is needed.  This report can be found on pages 48-49 and needs to be mailed by March 1st.

*If your Presidents are slow in responding, you may need to send them a questionnaire in January.

3. Complete the District report for Outstanding District of the Year. (See pages 48 and 49).  Send this report to the KFWC Second Vice-President by March 1st.

4. Complete the Outstanding Governor Award form (found on pages 50 and 51).  Send this report to the KFWC Second Vice-President by March 1st.

5. District Vice-Governors should complete the form for the Vice-Governor’s Award of Excellence.  (See pages 52 and 53).  Send report to KFWC Second Vice-President by March 1st.

MARCH

1.  Send recommendations for KFWC Chairmen from qualified members of your

     District to the KFWC President.  She may find them helpful when considering

     positions of leadership.
2.  Send District Nomination Ballots to all Club Presidents no later than April 1 in

     the uneven years.  (Article V., Section 4 and D.1.)  Headquarters will send the

     ballots to Governors.  Explain to the Club Presidents that clubs nominating a

     candidate for governor or vice-governor should mail the ballot to the chairman

     of the District Nominating Committee no later than June 1.  A statement of

     qualifications of the candidate shall accompany the nominating ballot.

3.  Send a letter to all Club Presidents:

a.  Remind them of the KFWC Convention, which will take place in April (or there about), and urge them to attend.


b.  Advise them to be sure to send delegate cards in, so they are listed as


     delegates at the Convention


c.  Plan a get together for your District at the KFWC Convention


d.  Ask them to help with food, drink, paper supplies, etc, for the get


      together


e.  Thank each President for her cooperation during the year

4.  Check with the District Vice-Governor and make sure the list of first place

     winners for the District Arts and Crafts contest has been sent to the KFWC

     Arts and Crafts Chairman.  Ask her to send a notice reminding the winners that

     their works are to be at Convention and help them to make arrangements to get

     them there if they are not attending.  If the Vice-Governor is not able to attend

     Convention, assign someone else to work in the Arts and Crafts room during

     Convention.

APRIL

ATTEND THE KFWC CONVENTION 

(Depending on Hotel availability, Convention may be earlier or later in the year)

1.  Greet the clubwomen from the District and assist them in any way possible,

     especially those attending for the first time.  Have a District get together some

     time during the Convention.

2.  Assist with the election, if an election year, (even numbered years)  See details

     in on page 12.

3.  Plan your Governor’s report that will be given at Convention during the

Governors’ Hour.  You will have received information from the KFWC Second Vice-President about the format for this report.  It could be incorporated in a skit, or simply a 3-minute report.

4.  BE SURE, IF YOU ARE AN OUTGOING GOVERNOR, TO GIVE YOUR

     SUCCESSOR A COMPLETE OUTLINE OF ALL ACTIVITIES DURING

     YOUR ADMINISTRATION AND PERTINENT FACTS.  MAKE SURE YOU

     GIVE HER COPIES OF ALL NEWSLETTERS, CALLS, PROGRAMS, AND 

     DATES OF PREVIOUS DISTRICT MEETINGS AND LOCATIONS.

5.  Report to the District clubs after the Convention, about the awards won by

     members or clubs in your District.  It is always nice to hear about the winners,

     and it might encourage the clubs who did not report to consider doing so next

     year.  Be sure to point out any awards of money.

CONFERENCE INFORMATION

GOVERNORS MAY WISH TO APPOINT AN AIDE WHO CAN ASSIST YOU WITH PLANNING ALL DISTRICT FUNCTIONS.  SHE CAN BE A VALUABLE ASSET.

9 a.m. – Registration and Coffee Time  

9:30 a.m. – Call to Order   

Please remember to seat any KFWC Officers at the head table with the Governor, Vice-Governor, District Secretary, and Parliamentarian.

INVOCATION

COLLECT

PLEDGE OF ALLEGIANCE TO THE FLAG (God before country)

WELCOME – FROM A CLUB PRESIDENT

RESPONSE – FROM ANOTHER CLUB PRESIDENT

INTRODUCTION OF HEAD TABLE (Which should include any KFWC Officers)

INTRODUCTION OF KFWC HONORARY PRESIDENTS

INTRODUCTION OF KFWC STATE CHAIRMEN

INTRODUCTION OF PAST DISTRICT GOVERNORS

INTRODUCTION OF DISTRICT CHAIRMEN

If any KFWC Officers present wish to address the group, please allow them to do so.  Please initiate a time limit and share it with the officers prior to the meeting.
GOVERNOR – This is your time to present the PLANS OF WORK.  You should go over special forms like the Treasure’s forms, the SCORE CARD, due sheets.

Make sure you do this FIRST and cover all the forms and information in the PLANS OF WORK that won’t be covered by State or District Chairmen.

Introduce your State Chairmen and let them begin to report on their particular area.  Limit their time.  Notify them ahead of time and let them know how long they will have to present their program or project.

CONDUCT WORKSHOPS – Preferably in the late morning or right after lunch.

Suggestions:  Break into groups – One group on Reporting and Parliamentary Procedure, Membership, Protocol, Fund-Raising, Leadership, etc.  Make sure you have someone to conduct each of these workshops.  Try to allow at least one hour.

Example:  Presidents should go to the reporting and parliamentary procedure workshop, Vice-Presidents should go to protocol or membership, etc.  Members of the clubs who are not officers should attend the workshops that the officers are not able to attend so they can share this information with their club officers later.

GIVE A REGISTRATION REPORT

LUNCH – Blessing and Entertainment

AFTERNOON SESSION

Continue to cover the PLANS OF WORK until it is completely discussed.

Make sure Vice-Governors go over the contest information.  Don’t just cover the Arts and Crafts Contests – go over the other contests in the Contest Book.

Discuss any District business or any special projects.

Make sure the GFWC and KFWC Presidents’ Special Projects are discussed thoroughly.  THESE ARE IMPORTANT!

Give away Door prizes – Ask each club to bring a door prize or maybe the hostess club can do this.

Make sure there is time and encourage members to ask questions.
FALL DISTRICT CONFERENCE INFORMATION

PLANNING

Appoint or use your aide to help with preparation of conference.

Your CALL must be mailed at least FORTY-FIVE DAYS prior to your District Conference.  In the uneven year, Credential cards (will be sent to you from Headquarters in advance) and the report of your District Nominating Committee must be included.  Also, in your CALL explain fully all contests and/or exhibits.  Be sure to include the time REGISTRATION BEGINS and the time for voting, if it is an election year.

Remind clubs that District dues must be postmarked on or before October 1 for representation at the Fall Conference and also for 100% SCORE CARD credit.

Ask each club to bring 4 copies of their Yearbook (Governor, President, President-Elect & Headquarters).  Juniors will need to bring 5 copies, adding the Junior Director.

The State Officers and Headquarters should be sent a copy of your CALL.  Also, send CALL to KFWC Department Chairmen and Other District Governors (sister governors as a courtesy only).  The KFWC Executive Committee (State Officers) should be considered guests, except when they are from within your own District.

In planning your program, keep in the mind the KFWC President is the GUEST SPEAKER.  She is to receive priority and be placed before other speakers.  SHE IS TO BE GIVEN ALL COURTESIES GIVEN THIS HIGH OFFICE WHEN COMING TO YOUR DISTRICT.  MAKE SURE A HOSTESS IS APPOINTED FOR THE PRESIDENT DURING YOUR CONFERENCE.
At least a week or ten days before the Conference, the Governor should finalize all plans and preparations.  Visit the hostess club, if applicable.

The following are suggested COMMITTEES to be appointed by the Governor:

1. Election committee

2. Parliamentarian

3. Timekeeper

4. Club President to give Welcome

5. Club President to give Response to Welcome

6. A District Chairman to lead the Pledge of Allegiance

7. District Marketplace Chairman and Committee prepares room or exhibit area for merchanize. (If not appoint three or four members to work on this committee.  Make sure and communicate with her in plenty of time and allow space for a table.  Although the State Chairman or KFWC President may bring items and forms to the Conference, the District committee is responsible for unloading items, placing them out for display, assisting in selling, and then repacking and reloading.
THE HOSTESS CLUB OR THE GOVERNOR SHOULD APPOINT:

1. Registration and Credential committee to work with District’s Registration Chairman

2. Luncheon committee Chairman who handles the menu, reservations, and all details pertaining to the luncheon

3. Decorations committee

4. Hospitality committee – morning coffee, donuts, etc.

5. Pages

6. Contest committee – Check with the Vice-Governor.  She should probably retain these helpers, but the GOVERNOR needs to know who they will be, so she doesn’t count on them for other duties.

7. A clubwoman to give the Invocation, to lead the Collect, and give the blessing before lunch.

Supplies for District Contest – awards, ribbons, etc. come from KFWC Headquarters.

Printed programs – Each Governor is responsible for the origination, editing and printing of her districts programs.

OPEN AND CLOSE ON TIME.  ALLOW MORE TIME FOR REPORTS THAN YOU THINK IT WILL TAKE, BUT USE THE TIMEKEEPER TO HELP EVERYONE STAY WITHIN THE ALLOTTED TIME.

Contest – Please have qualified judges – do not use judges from your District clubs.  Send a list of judges’ names and addresses to KFWC Headquarters.

You will need a podium or lectern with a sound system (microphone).  It would be nice to have a floor microphone also for club Presidents and Chairmen.

Take care of all details at least one week in advance, so that when problems present themselves, you will have time to adjust.  (This is not uncommon).

Always prepare an agenda before the meeting and USE IT.

SEAT THE KFWC PRESIDENT AND OTHER OFFICERS AT THE HEAD TABLE OR PODIUM ALONG WITH THE GOVERNOR AND DISTRICT OFFICERS.

HAVE A SPECIAL DESIGNATED SEATING AREA FOR YOUR PAST DISTRICT GOVERNORS AND BE SURE AND RECOGNIZE THEM.  IT WOULD BE NICE TO PRESENT THEM WITH A TOKEN OF APPRECIATION. (flowers, certificates of appreciation, small gifts, etc. etc.)

Parking…..

Please reserve a parking space close to the entrance for the KFWC President. This is correct protocol and also shows respect to that office. (She should not have to look for a place to park.) One should mark the area with signs or traffic cones.)

Also, if extra parking spaces are available and other executive committee members are attending, please reserve, if possible.  Those bringing rebate items would also appreciate accommodations in the area of an unloading zone.

GENERAL INFORMATION TO GIVE TO HOSTESS CLUB

(This may need to be modified to fit your District)

Facilities - acquire as soon as possible.  Check on facility one month and again one week before meeting. The Governor may want to inspect the site before meeting.

1. Easy Access – one level, if possible

2. Room for General Meeting (for 70 to 125 persons)

3. Room for table seating for Luncheon.  The hostess club members may prepare the meal or have it catered.  (Try to keep meal $10.00 or less).

4. Two or three smaller rooms (30 persons) for workshops (Ask Governor)

5. Two large rooms with lots of tables for Arts and Crafts at Fall Meeting – one room for clubwomen art and the other for student art (omit the room for student art if that contest will be held at another time).

6. Room for Voting

7. Five or Six large tables for:

a. Registration

b. KFWC Rebate Items

c. Information and literature from Chairmen

d. Coffee and pastries

e. Registration of Art Work

8. Microphone and Lectern (Very Important)  Check to see it works day

before the meeting and morning of meeting.  A second “floor” microphone is nice, if possible.

9. American Flag

        10.  Front Seating for KFWC Officers, Committee Chairmen, Past Governors,

               and Past Presidents

        11.  Special Parking for KFWC President and Governor

12. Watch and bell for timekeeper

Hostess Club Helpers:

1. Hostess for the KFWC President

2. Hostess for the Governor

3. Three club women for registration table

4. Three club women to assist the Marketplace Chairman and Committee
5. At least 5 clubwomen to assist Vice-Governor with Arts and Crafts

6. Meal Ticket Chairman

7. Registration/Credential Chairman

8. Decorations Committee

9. Cleanup Committee

        10.  Timekeeper and pages

May need to provide:  (Check with Governor)

1. Overnight accommodations for KFWC President and a Traveling

Companion, (flowers, fruit, or bottled water in the room would be nice).  Be sure to call to see if President has indeed arrived and if she needs anything.  It might be nice to arrange to take her to dinner, if she arrives before the evening meal, although she might enjoy a quiet night – ask her.

(District funds can be used to cover the cost of the accommodations)

2. Lots of pencils and pens, 3 x 5 file cards

3. Name tags 

4. Sign in sheets (A sheet for each category of leadership) 

5. Door Prizes

6. Goodie bags (optional)

SUGGESTED OUTLINE FOR FALL DISTRICT CONFERENCE

REGISTRATION AND COFFEE TIME

CALL TO ORDER


      INVOCATION


      COLLECT


      PLEDGE OF ALLEGIANCE


      WELCOME – President of Hostess Club or Other Club President


      RESPONSE TO WELCOME – A Club President


      INTRODUCTIONS – Head table or Podium,






 KFWC Officers, KFWC Chairmen,






 KFWC Honorary Presidents,






 District Officers, District Chairmen,






 Past District Governors

INTRODUCTION OF KFWC PRESIDENT – Guest Speaker

INTRODUCTION OF OTHER KFWC OFFICERS IN ATTENDANCE – Give them a chance to speak briefly, if they would like.

ROLL CALL OF CLUBS – Club Presidents’ Reports – Limit time to 3 minutes.  Ask them to report on one project or special action taken by their club for the past year.

GOVERNOR’S REPORT – Include District Financial Report – 5 minutes

VICE GOVERNOR’S REPORT – 3 minutes

JUNIOR DIRECTOR’S REPORT – 3 minutes

          CREDENTIAL REPORT – must be given before voting can take place

ELECTION IN EVEN NUMBERED YEAR –Read KFWC Bylaws for the District Nominating Committee and the KFWC Nominating Committee Representative and Alternate.  Article V. Section 4. D 2a; Article VII Section 1.A      

Governor…please take note.  Complete the District Nominating Committee first…then proceed to the KFWC Nominating Committee representative and alternate selection.
          ELECTION IN ODD NUMBERED YEAR – The chairman of the District 

Nominating Committee will give their report.  The Governor will ask if there are additional nominations from the floor for the offices of District Governor, Vice-Governor, and Junior Director (if there are junior clubs).  When nominations are closed, the Governor should announce where and when the election will take place.

IF ANY TIME IS LEFT, START KFWC STATE CHAIRMEN REPORTS, or Club Presidents Reports.
BREAK FOR LUNCH – Vote and view Arts and Crafts items

Vice-Governor should introduce the contest judges.

LUNCH – Blessing and Entertainment

RECONVENE – Finish KFWC State Chairmen reports and District Chairmen reports.

REPORT FROM VICE-GOVERNOR ON ARTS AND CRAFTS CONTEST WINNERS – presentation of certificates and ribbons.

ELECTION RESULTS.

WORKSHOPS OR SKITS – perhaps on membership or leadership, special state projects, etc.
INVITATION FOR NEXT FALL DISTRICT MEETING

           FINAL REGISTRATION REPORT

MINUTES – have someone make a motion to dispense with the reading and appoint a committee to review and send back to District Secretary.

THANK YOUS – to all those involved with your conference, especially the host club.
GIVE OUT DOORPRIZES – ask each club to bring a doorprize.

REMEMBER – Present the KFWC President with a monetary gift.  Other State Officer gifts are THE 




CREDENTIALS REPORT
Presented by the Chairman during the morning session

This is the first item of official business. 
Total number of District Voting Delegates Registering /  MUST RESIDE IN DISTRICT (Only put name down ONCE, checking your highest office)

    Morning Session

1.  Elected District Officers  ( Governor, Vice Governor, Director of Jr. Clubs)      __________

2.  Appointed District Officers - Treasurer & Secretary
   
    ________

          3.  KFWC State Elected Officer(s)    If a District a Member        
              ________

4.  KFWC State Chairmen    If a District Member            

              ________

5.  KFWC State Honorary Past Presidents     If District Member    
    ________

6.  District Chairmen        



                         ________

7.  Club Delegates   Within District



                         ________

           TOTAL VOTING DELEGATES

                                   ________

******************************************************************


Afternoon Session- Credentials Report
1.  Number of Club Delegates (Total number from above)
             ________
2.  Non-Voting Clubwomen from District

                       ________  

3.  KFWC State Officers        Outside of District

                         ________

4.  KFWC State Chairmen     Outside of District

                         ________
      

5.  Guests      Other Than Those Listed Above

                                   ________

6.  State KFWC Honorary Presidents      Outside of District                      ________                        

GRAND TOTAL ATTENDING MEETING

              ________


              KFWC Bylaws   Article V. Divisions   Section 4. E 

              Submit a copy of report to: District Governor

                                                           District Secretary (Place in the minutes)

                                                          Copy retained by Credentials Committee Chairman

GUIDELINES FOR REGISTRATION AND CREDENTIAL CHAIRMAN AND COMMITTEE MEMBERS

1. Your District Governor will provide notebooks listing eligible clubs with the number of delegates allocated to each club.  See KFWC Constitution and Bylaws.

Special badges will be issued to all voting delegates.  (Usually a green ribbon on badge)

2. Voting Delegates are:

Club qualified delegates:

a. Two active (primary) members

b. One additional delegate for each 25 active (primary) members.

          Members may be counted in one club only, for representation.

3. The proper number of delegate cards and alternate cards will be sent to Governors by KFWC.

4. The Governor will provide badges.

5. Badges will designate:  Name, Position or Office Held, and Club

6. Your Credential Chairman will present the Credentials Report immediately following the Junior Director’s or Vice-Governor’s report at the morning session.

7. Your Chairman will give the final Registration Report immediately following the invitation for the next District Fall Conference during the afternoon session.

FINAL REGISTRATION REPORT

Completed by the Credentials Committee at end of meeting
Use the statistics from the Credentials Report that was given orally during the meeting
Copy of this report to the Governor and KFWC President


Number of State Officers




________


Number of State Chairmen



________


Number of District Officers



________


Number of District Chairmen



________


Number of Club Delegates



________


Number of Non Voting Clubwomen from District
________


Number of Guests other than above


________




GRAND TOTAL ATTENDING
________



EXPLANATION OF ELECTIONS
BYLAWS KENTUCKY FEDERATION OF WOMEN’S CLUBS

EVEN NUMBERED YEARS:

ARTICLE V. Section 4. D. 2a.  Composition of Nominating Committee
A nominating committee of five members representing five active clubs shall be elected by ballot at the district conference in the even numbered years.  Nominations shall be from the floor.  No name shall be placed in nomination without the consent of the nominee.  A plurality vote shall elect.  The member receiving the largest number of votes shall serve as chairman of the nominating committee.  In the event two or more members from the same club are nominated, the member receiving the largest number of votes shall be elected.  In the event of a tie for any position, lots shall be drawn to determine who shall serve.  No member shall serve two consecutive terms on the nominating committee.

ARTICLE VII. Section 1.A.    KFWC Nominating Committee Composition, Election, Chairman, Term.
A Nomination Committee shall be composed of nine members, one from each of the nine districts.  Each District shall elect a representative and alternate at the Fall District Conference in the even years.  The chairman shall be elected by ballot at the KFWC Annual Convention in the odd numbered year from the nine district representatives.  The election of the chairman of the Nominating Committee shall be by plurality vote.

ODD NUMBERED YEARS:

ARTICLE V. Section 4. C. 1; 2; and 3.    District Officers
1. Qualification.  To be eligible for office a member shall reside in the respective district and be an active member in good standing.

2. Election and Term of Office.  The officers shall be elected by ballot vote and installed at a district conference in the odd numbered year for a term of two years or until their successors are elected. A majority vote shall elect.  Elected officers shall assume their duties at the close of the succeeding KFWC Annual Convention.  No officer shall serve two consecutive terms in the same office, except the Secretary and the Treasurer who may each serve two consecutive terms.

3. Vacancy in Office.  Vacancy in any elected office shall be filled at a called meeting of the club presidents, members of the KFWC Board of Directors residing in the District, District Officers and Chairmen.  Nominations for the vacancy shall be made from the floor.  No name shall be placed in nomination without the consent of the nominee.  The election shall be by ballot and a majority vote of those present and voting shall determine the election.

ARTICLE V. Section 4. D. 2. c.   Report of the Nominating Committee. 

The report shall be:

1.  Included in the call to the district conference
2.  Read at the district conference when addition nominations may be made from the floor.  No          name shall be placed in nomination without the consent of the nominee.

NOMINATING BALLOT FOR THE OFFICE OF KFWC GOVERNOR

(Governors need to make copies and send to all District Club Presidents)
Having agreed to serve if elected _______________________________________

                                                                                 Nominee
Is nominated for the office of KFWC Governor of the ________________ District.

   President







Name of Club







     Date

To be eligible for office a member shall reside in the respective District and be an active member in good standing.

The District Governor shall:

1. Serve as member of the Board of Directors and as a member of the KFWC Membership Committee

2. Interpret KFWC policies and programs to member clubs through meetings and other means of communications

3. Be responsible for an annual district conference

4. Assist in the organization of new clubs within the district

5. Appoint district chairmen corresponding to KFWC Departments and Divisions, where applicable

6. Be an authorized signatory on checks

7. Attend all KFWC meetings and report at each as requested by the KFWC President
NOMINATING BALLOT FOR THE OFFICE

OF KFWC VICE-GOVERNOR

(Governors need to make copies and send to all District Club Presidents)

Having agreed to serve if elected _______________________________________

 







Nominee

is nominated for the office of KFWC Vice Governor of the ____________District.







  President







Name of Club







     Date

To be eligible for office a member shall reside in the respective District and be an active member in good standing.

The Vice-Governor shall:

1. in the absence of the Governor shall preside over district meetings

2. promote and supervise district contests

3. perform such other duties as may be assigned by the Governor and the KFWC President

NOMINATING BALLOT FOR THE OFFICE

OF KFWC DISTRICT DIRECTOR of JUNIOR CLUBS

(Governors need to make copies and send to all District Junior Club Presidents)

Having agreed to serve if elected _____________________________________is









Nominee

nominated for the office of KFWC District Director of  Jr. Clubs ________District. 







  President







Name of Club






      
     Date

To be eligible for office a member shall reside in the respective District and be an active member in good standing.

The District Director of Junior Clubs shall:

1. preside over the junior meeting held on the day of the district conference

2. promote and coordinate KFWC junior programs and plans

3. report on the junior activities at the annual district conference

4. assist the Governor in organizing junior clubs

5. recommend to the Governor junior members to serve as district junior department and division chairmen

6. perform such other duties as may be assigned by the Governor and the KFWC Director of Junior Clubs

GUIDELINES FOR NOMINATING COMMITTEE CHAIRMAN

Suggested procedure for submitting candidates in the odd numbered year:

Address the Governor, KFWC President, etc.

The Nominating Committee, consisting of the following members:

________________________________, _________________________________, 

________________________________, _________________________________,

________________________________.

Presents with your approval, these candidates

For the office of Governor:
          ___________________________________, 








List candidates alphabetically






          ___________________________________.

For the office of Vice-Governor
           ___________________________________,








List candidates alphabetically






           ___________________________________.

For the office of Director of Jr. Clubs  ___________________________________,








List candidates alphabetically







___________________________________.

Nominating Chairman, please prepare a copy of this report for your District Governor as a tool to be used in repeating to the Assembly the candidates.

GUIDLINES FOR ELECTION COMMITTEE CHAIRMAN

1. One month prior to the District meeting, the Governor shall appoint a Chairman and four members to the Election Committee.

2. District Elections shall be by secret Ballot.  Materials will be provided by the Governor.

3. Only qualified delegates are permitted to vote.  Those qualifying are:

a. State Officers residing in the District

b. State Chairmen residing in the District

c. KFWC Honorary Presidents residing in the District

d. District Officers, elected and appointed

e. District Chairmen

f. Active Club Delegates as follows:

(1).  Two active (primary) members

(2).  One additional delegate for each 25 active (primary) members

        (If president and president-elect, or first vice-president are unable

        to vote then 2 other clubwomen may vote)

The proper number of delegate cards will be sent to the Governor from KFWC.

Only delegates wearing green-ribboned badges and Election Officials will be permitted in the voting rooms when the polls are open.  It is suggested that no more than five Delegates be permitted in the voting room at one time.

4. The election will be conducted immediately following the Credentials Report at the Morning Session.

5. The Election Chairman will report the election results in the Afternoon Session following the Final Registration Report.

6. Chairman of Election Committee reads report and hands to the Governor.

For ____________________________________________ (Name of office)

Number of Votes cast
________  (example 54)

Necessary for election
________  (example 28 – half of 54 plus 1)

_______________________________(name of candidate) received ______

_______________________________(name of candidate) received ______

Continue in order of number of votes received by each candidate.

Illegal votes _______ (number)  State reason _________________________
OUTSTANDING DISTRICT AWARD

Mail to:
KFWC Second Vice-President

This Award will be given at the KFWC Convention, at the end of the term, and is presented by the Second Vice-President.  A traveling plaque will be awarded.  
Judges will be three members of the KFWC Board of Directors.

District #  __________
Number of clubs in the District:  __________

This award will reflect work completed by clubs in the following areas:

1. Membership

a.  Number of clubs with increased membership



__________

b.  Number of members lost overall




__________

c.  Number of new clubs formed





__________

d.  Was a District Membership Workshop given?


__________

e.  Number of individual clubs with a special membership

     program or project







__________

2. Communications

a.  Number of clubs submitting reports to KFWC


__________

b.  Number of clubs reporting on SCORE CARD


__________

c.  Number of clubs submitting the proper number of yearbooks
__________

d.  Number of clubs with a club newsletter



__________

e.  Number of articles submitted to the KFWC Clubwoman Mag.
__________

f.  Number of articles submitted to the GFWC Clubwoman Mag.
__________

g.  Number of District Get-togethers at KFWC meetings

__________

h. Was a District Workshop on Reporting given?


__________

3. Leadership

a. Number of clubs represented at GFWC Convention

__________

b. Number of clubs represented at SER Convention


__________

c. Number of clubs represented at KFWC Convention

__________

d. Number of clubs represented at KFWC Summer Workshop
__________

e. Number of clubs represented at District Summer Workshop
__________

f. Number of clubs represented at District Fall Conference

__________

g. Number of District clubwomen holding District, KFWC, or

GFWC Offices or chairmanships




__________

4.  Contest Participation

     a. Number of clubs entering items in the Clubwoman Arts &

          Crafts contest







__________

     b. Number of clubs sponsoring students in the Student Arts

          And Crafts contest







__________

     c. Number of clubs with at least one Clubwoman entering the

          Poetry, musical theater/drama, and/or short story contest

__________

     d. Number of clubs sponsoring students in the Student

          Poetry and/or short story contest




__________

     e. Number of clubs nominating a “Clubwoman of the Year”

__________

     f. Number of Junior Clubs nominating a “Rookie of the Year”
__________


     g. Number of clubs nominating for the “Jennie Award”

__________

     h. Number of clubs entering the Press Book contest


__________

     i. Number of clubs entering the Publicity Book contest

__________

Copy pages 48 and 49 and mail to the KFWC Second Vice-President postmarked by March 1.  You may include two additional typed pages on innovative or unique projects that have occurred in your District this year.

GOVERNOR’S AWARD

Mail to:
KFWC Second Vice-President

This award will be given annually at the KFWC Annual Convention sponsored by the Second Vice-President.  A traveling trophy will be awarded.

Judges will be three members of the KFWC Board of Directors.

This award will be given to a Governor who reflects the energy, enthusiasm, caring, and committed attitude in the following areas:

District # __________
 Number of clubs in District:  __________

1.  MEMBERSHIP (check appropriate spaces)

     a. Actively involved in reactivating or forming new clubs

__________

     b. Actively involved in retaining clubs and membership

__________

     c. Conducted a district membership workshop



__________

     d. Appointed a District Membership Chairman



__________

     e. Gave membership tips in newsletter 




__________

     f. Sponsored a District membership contest



__________

2. COMMUNICATION (check appropriate spaces)

a. Published a newsletter and sent to appropriate persons in 

District and on the state level





__________

     b. Kept clubs informed of the GFWC and KFWC Plans of Work
__________

     c. Conducted a workshop on reporting at District meeting

__________

3. LEADERSHIP (check appropriate spaces)

a. Attended KFWC Convention





__________

b. Attended GFWC Convention





__________

c. Attended KFWC Summer Workshop




__________

d. Conducted District Workshop using Plans of Work for

     Department and special projects





__________

e. Appointed District Chairmen and used them in conducting

     workshops








__________

f. Conducted District leadership workshop



__________

g. Conducted District protocol workshop




__________

h. Conducted District parliamentary procedure workshop

__________

i.   How many District clubs did you visit?



__________

j. How many times did you visit District clubs other than 

     your own?








__________

k. How many installations have you conducted?


__________

Copy pages 50 and 51 and mail to the KFWC Second Vice-President postmarked by March 1.  You may include a narrative elaborating on your work in membership, communication, or leadership.  Please describe any District projects you initiated.

A folder maintained on correspondence received by each Governor will also be used in the judging.  Please send newsletters, postcards, workshop programs you design – anything you do to help your District.

VICE-GOVERNOR’S AWARD

Mail to:
KFWC Second Vice-President

This award will be given annually at the KFWC Annual Convention and is presented by the Second Vice-President.  KFWC Second Vice-President and another KFWC Board Member will select the winner.

This award will reflect the excellent work accomplished by the Vice-Governors and their contributions to KFWC.  The award will be given to the Vice-Governor who most effectively leads her District in the functions of her office. 

District # __________

Number of clubs in District _________

(Check appropriate spaces)

1. Conducted a session at the District Summer Workshop on the

Arts and Crafts Clubwoman and Student contests and other

KFWC contests







__________


     2.  Sent a reminder to Club Presidents or Arts Chairmen

   
about the District contest






__________

     3. Conducted a District Arts and Crafts contest at Fall District

     meeting








__________

4.  Sent a list of all winners to Governor and Club Presidents

__________

5.  Sent a notice to Club Presidents encouraging them to promote

the poetry, short story, and drama contests



__________

     6.  Conducted a District Student Arts and Crafts contest in the


winter









__________

7.  Sent a list of all winners to Governor and Club Presidents

__________

8.  Sent Club Presidents a reminder of all first place winners and

     categories to bring to KFWC Convention



__________

9.  Helped with the Arts and Crafts contest at Convention

__________

How many District clubs did you visit?
__________ 

Copy page 52 and mail to the KFWC Second Vice-President postmarked by March 1.  You may include a narrative elaborating your work as Vice-Governor.

A folder maintained on correspondence received from each Vice-Governor will also be used in judging.  Please send Second Vice-President copies of any correspondence you send.
TIPS FOR CLUB PRESIDENTS
To be shared with Club Presidents, preferably at Summer Workshop

Congratulations!  You are now the public symbol of your club, the chief organizer of all activities, arbitrator of all disputes, builder of morals, source of inspiration and liaison officer with your Governor.

Here are some tips from others who have “been there”:

1. Study your Club Bylaws.  Know the duties of all Officers and Committee Chairmen.  Be sure they know their duties and understand routine procedures they must follow.

2. Appoint your Committee Chairmen thoughtfully and carefully, remembering that these Chairmanships are the best training ground for future leadership.

3. Adopt a budget for all expenses, such as postage, printing, projects, programs, contributions, dues, etc.

4. Brush up on Robert’s Rules of Order, Newly Revised for basic parliamentary procedure.  A parliamentary primer is a good source of basic rules.

5. Have Board Meetings regularly, for prior discussion of matters to be brought before the membership and for general planning.

6. PLAN AHEAD FOR A SUCCESSFUL MEETING:

A. Prepare an agenda

B. Follow orderly procedure

C. Call to order – Opening exercises

D. Minutes of previous meeting

E. Treasurer’s report

F. Read important communications

G. Call for committee reports

H. Call for unfinished business

I. Call for new business

J. Adjourn

7. Use Committees efficiently.  Be sure business goes through the proper Committees before coming to the floor for action.  If it comes up on the floor first, refer it to the proper Committee unless it is urgent.

8. Keep Business Meetings brief, arrange so that your speaker does not have to sit through your Business Meeting.

9. Keep introductions brief.

10. Start meetings on time and end on time.

TIPS FOR GOVERNORS & CLUB PRESIDENTS

REGARDING INSTALLATION OF OFFICERS

· Make an initial contact with the Federation member you have selected to speak or to install your officers approximately two to three months prior to the speaking engagement date

· Follow-up with a letter or email confirming date, time and place of meeting

· Two weeks prior to meeting…contact the speaker and advise her of the following…

1. Date, time, and location of meeting (include a map)

                2.   Extend and invitation for her to bring a friend to the meeting

           3.   Send her a list of names of the officers to be installed, the office to     which they will be installed, and a brief description of the office as stated in your club’s Bylaws

           4.  Ask the speaker what items, if any, she might need, such as     

                   flowers, candles, etc.

           5.  Inquire if overnight accommodations are required

· Request biographical information from you speaker for an introduction at your meeting

· Let the speaker know if she is to speak on Federation or just install officers, or perform both duties.  (There should be no surprises for the speaker…she will want to be prepared.)

· Make sure you have a podium or speaker’s stand for your guest

· When the Federation President is visiting a club, as a courtesy, invite Honorary Presidents, Governors (past & present) and Vice-Governor from within that district to that club meeting.

· Designate a hostess (someone free of any other duties, someone pleasant and efficient to meet your speaker when she arrives; show her the restroom location; carry her bags or other items; introduce her to members, be sure to use the correct title of her office; and assist her with getting a beverage, or meal if being served.  
· Always reserve a parking space for the speaker

· It is customary to give the speaker a gift from the group, but a monetary donation is also acceptable and appreciated due to mileage and fuel costs. 

· President of the club does not wear corsage unless one is being given to the honored guest.

· Refer to the Federation speaker by using her title during introductions…it is never correct to call an elected officer by her first name,  “Madame President, (first and last name)”  

· Refer to the Protocol within State Federations handbook for other important etiquette and courtesy actions… available at the Marketplace/ website…www.gfwc.org 
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