PRESIDENT

1. The President will preside at all meetings and have general supervision of the affairs of the organization, subject at all times to the direction of the Board of Directors.

2. Prepares an agenda for each meeting.

3. Uses parliamentary procedure and protocol as per GFWC Manual and Robert’s Rules of Order, Revised.

4. May call special meetings with the approval of the Board of Directors.

5. Fills out signature cards at bank with the treasurer.

6. Prepares a brief Chapter History at the end of your year to be submitted to the Corporation Book.

7. Arranges for audit of Treasurer’s books twice a year.

8. May be asked to represent the club at various community functions.

9. Reads all Regional, State and National mailings and shares with membership.

10. Attends as many District and State meetings and training sessions as possible.

11. Updates and maintains GFWC Manual.

12. Will pass on The GFWC Handbook and all materials to the next President.

13. May select committee to fill out GFWC statistical and narrative reports which are due as mandated by GFWC, usually late in January.

14. Maintains a file containing:

a. Correspondence

b. Agendas of all meetings

c. State, Regional and National mailings

d. Club Information Book

e. Previous years’ financial statements

f. Awards received

g. Corporation Book

15. Maintains all club supplies.

16. Is a delegate at all Federation meetings she chooses to attend.

17. Installs new members.
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VICE PRESIDENT

1. Assumes the President’s duties in her absence or resignation.

2. Shall act as Membership Chairman, Orientation Program Chairman and maintain current roster.

3. Shall prepare scrapbook for President.  The scrapbook should include newspaper articles, pictures, and other mementos of the chapter’s yearly activities.  It is to be presented at the Installation Banquet.

4. Orders the Past President’s gift or plaque to be presented at the Installation Banquet.

5. Attends as many District and State meetings and training sessions as possible.

6. Acts as Official Photographer and if not able to attend a function to take pictures, assigns someone to do it for her.

7. Shall fill the duties of any Communications Officer not present at general meetings.
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SECRETARY

1. Listens and takes the minutes of all meetings and records minutes in a permanent Minutes book and distributes them appropriately within a timely manner.

2. Keeps minutes as brief as possible.  Omits descriptions.  Records what was done, not what was said.  Never is embarrassed to ask for something to be repeated, clarified or for someone to go slower.  It is your responsibility to record it correctly.

3. Minutes should contain:

a. Date, place and time

b. Type of meeting (Board or General)

c. Attendance

d. Motions – whether adopted or defeated

e. Name of person making the motion and person to second the motion

f. Names of chairmen and committee members for projects

g. After minutes have been approved, Secretary should write approved with the date and her signature.

4. Conducts correspondence of local chapter and sends thank you notes when requested.

5. Always has on hand a copy of roster and agenda and past minutes for reference.

6. Shall maintain club scrapbook, collecting press clippings and photos throughout the year to be presented to club on installation night.
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TREASURER

1. At the beginning of year works with the new President to prepare proposed budget.

2. Makes sure all bills are signed and have reference to what project charge is to be made.

3. Receives and records promptly deposit and disburses all funds of the local chapter.

4. Maintains accurate financial records.

5. Signs signature cards at bank with the president.

6. Starts and/or maintains charge accounts with area merchants as needed.

7. Gives oral and written monthly report at all meetings.

8. Reports to President any deviation from the budget.

9. Prepares annual financial statement.

10. Informs members about dues and collects them.

11. Submits State and National dues with current roster to State Treasurer by November 1.

12. Submits District dues to District Treasurer and Junior dues to Junior Treasurer by November 1.

13. Takes care of tax requirements, including all state and federal reports as required.

a. Files renewal for charitable organizations with Wisconsin Department of Regulations and Licensing.   Filing due 8/1.

b. Files Wisconsin non-stock annual report with Department of Financial Institutions.  Filing due 9/30.

c. Files affidavit in lieu of annual financial report with Wisconsin department of Regulation and Licensing.  Filing due 1/30.

d. Files Form 990 or 990EZ with Internal Revenue Service, if required.  Filing due by the 15th day of the 5th month after the club’s accounting periods end (in our case, 10/15).

e. Checks each form to determine if a filing fee is required. 

14. Maintains file containing:

a. Cancelled checks and check registers

b. Financial records (past and present)

c. Tax I.D. Number
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COMMUNICATIONS OFFICER

1. Attends all meetings

2. Is responsible for notifying assigned members to remind them of each meeting or other Women’s Club function that requires it.  Works for membership retention by expressing an interest in members who have been absent on a regular basis.

3. Mails absent members filled in updated agendas after the general meeting to inform them about the meeting.

4. Does personal follow-up for members who have missed meetings.

PAST PRESIDENT

1. Parliamentarian – assists President in following Robert’s Rules of Order.

2. At the beginning of year works with the new President and Treasurer to prepare proposed budget.

3. Will preside over meeting in absence of President and Vice President.
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