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SECTION I - CANDIDATES FOR STATE FEDERATION ELECTION

A.
Qualifications of office

The following guidelines are to be used by the Nominations Chair in addition to Article XI of the State Bylaws.

1.
All candidates must express in writing their full support for the State Federation Legislation Platform.

2.
Candidates for President-Elect must have served as local organization president for at least one full year.  To have served as Regional Director or as a state Committee Chair would be an asset.

3.
Candidates for Vice President must have served as local organization president for at least one full year.  To have served as Regional Director or a state Committee Chair would be an asset.

4.
Candidates for Recording Secretary must be able to record and transcribe accurate minutes of the proceedings of all Federation meetings.  To have served as a local organization secretary and/or president of a local organization would be an asset.

5.
Candidates for Treasurer must have served as local organization treasurer for at least one (1) full year, must be qualified as an accountant or bookkeeper, and must be very knowledgeable in general accounting procedures.

B.
Candidates Forum

1.
A Candidate's Forum shall be held annually at the State Convention, only if there is more than one candidate for any office.

2.
The Nominations Chair shall coordinate and moderate the Candidate’s Forum, with assistance from the Parliamentarian.  If either is unable to perform these functions, the state President shall appoint a replacement.

SECTION II - FINANCE AND BUDGET

A.
Record-keeping Requirements

1.
A standard set of Records -- General Ledger, Cash Receipts and Cash Disbursement Report -- shall be used by the Treasurer.

2.
The State Meeting Fund Account, the Executive Office Fund Account, the Expansion Task Force Fund Account, and any other additional fund account approved by the Board of Directors shall be Restricted accounts, for a specific purpose, as designated in the title of the account.  No balance may be transferred from a Restricted account to another Restricted account or to the General Fund account without the approval of the Board of Directors.

3.
The Kentucky Federation Treasurer shall issue to the Board of Directors and active past state Presidents quarterly financial reports of the Federation, including balance sheets, profit and loss statements, fund balances, and income and expense statements, including budget comparisons to actual expenditures for all activities and all funds of the Federation.  These quarterly financial reports shall be forwarded no later than the 20th of the month following.

B.
General Administration

1.
The Executive Committee shall approve the opening and closing of all bank accounts.

2.
All bank account resolution forms shall be completed by the President and the Treasurer at the time an account is opened.

3.
The President, with the approval of the Executive Committee, shall appoint a member to serve as internal auditor.  This member should be an accountant/bookkeeper with the proper business background.  The duties of the Internal Auditor shall include:

a.
Receiving from the Treasurer, on a monthly basis, a copy of the reconciled Bank Statement, Cash Disbursement and Cash Receipts Report.

b.
Reviewing withdrawal transactions on statements with copies of properly approved bills (forwarded separately by President).

c.
Reviewing deposits with appropriate local organization membership reports supplied by the Treasurer.

d.
Reviewing the bank accounts monthly.  (Statements would be forwarded from the Treasurer.)

e.
Resolving promptly differences in any accounts.  If problems arise, they should be reported to the Finance Committee Chair.

f.
Shall receive from the state Recording Secretary a copy of all approved minutes of all meetings and related enclosures.

4.
Kentucky Federation meetings for which funds are collected shall follow these policies:

a.
The Contact Chair shall submit to the Executive Committee a final accounting of all income and expenses for meetings.  The accounting should balance with the Treasurer's final records for each meeting.

b.
Funds collected should be deposited promptly.  All payments for expenses shall be by check in order to provide proper tracking and records.

5.
Bids shall be let for major Kentucky Federation services, including, but not limited to:

a.
Insurance

b.
Audit and Tax Preparation, as applicable

c.
Printing

d.
THE KENTUCKY CARDINAL publication

e.
Purchase of any asset which exceeds $300

Notification of bid requests shall be sent to all local organization presidents and/or shall appear in the state publication.

6.
Kentucky Federation tax returns shall be filed within the time limits.  Auditors shall prepare said documents.

7.
Interest income from all funds excluding the Executive Office Fund shall be credited to the General Operating Fund.  Interest income from the Office Fund shall be credited to the Office Fund Account.

8.
Kentucky Federation supply items shall be included on the balance sheet as Inventory.  A subsidiary ledger shall be maintained by the Kentucky Federation Treasurer identifying each items of inventory by name, date of purchase and cost.  This subsidiary ledger must balance with the amount under assets charged as inventory.

a.
Kentucky Federation supply purchases for resale shall be limited to consignment sales only, unless approved by the Board of Directors.

C.
Budget Items

1.
A tribute, not to exceed $25, shall be sent to the BPW/KY Foundation on the death of a member of the State Board of Directors or a Past State President who has retained her membership in the Kentucky Federation.  Upon approval of the Executive Committee, the expense shall be paid from the Miscellaneous Line Item in the General Operating fund.

D.
Office Equipment

1.
Any purchase of office equipment shall be included on the Kentucky Federation balance sheet under assets.  A subsidiary ledger identifying each item of office equipment by name brand, date of purchase and cost of item shall be maintained by the Kentucky Federation Treasurer.  The total of the subsidiary ledger must balance with the amount on the Balance sheet.

2.
Any office equipment and/or related software shall be registered in the name of the Kentucky Federation and shall be in the possession of and the responsibility of the sitting Kentucky Federation President or designated person.

3.
The Kentucky Federation membership database shall be entered on the Kentucky Federation’s computer and updated on a regular basis, at least monthly.

4.
This office equipment may be used by the Kentucky Federation Executive Committee and Database Manager.

SECTION III - FUNDRAISING/COLLECTIONS

No collections, except contributions to the State Federation PAC and the State Foundation shall be taken from members or visitors attending any state board or general meeting of the Federation.  Prior announcement of such function will be published in a letter to all local organization presidents and/or in a state publication.

SECTION IV – LOCAL ORGANIZATIONS

A. Merger of Local Organizations

1. Members wishing to merge two or more local organizations by their own mutually approved action, may do so by filing two copies of the minutes from each local organization with the state president

2. A merger can be accomplished by any one of the following methods:

a. One local organization disbands, transferring its membership to the other local organization.

b. One local organization disbands and transfers its membership to the other local organization.  Then the local organization receiving all members follows the procedure for changing a local organization name.

c. All involved local organizations disband, create a group of all transferring members, and follows the procedure for changing a local organization name.

B. Local Organization Drop

A local organization whose membership falls below five (5) shall be dropped at the end of the Kentucky Federation's second fiscal year, June 30.

C. Local Organization Disbandment

Members wishing to dissolve a local organization by their own action may disband by filing two copies of the minutes with the state president.  

D. Reorganization of a Discontinued Local Organization

A local organization that has allowed its membership in the Kentucky Federation to lapse, both by disbandment or process of being dropped, may reorganize providing it has a minimum of five (5) members and/or students and meets the requirements for the organization of a new local organization.

E. Reinstatement of a Dropped Local Organization

When a local organization is dropped by the Kentucky Federation due to a procedural error, it may qualify for reinstatement by filing a Petition for Reinstatement with the State President.  The petition may be in the form of a simple documentation of facts, signed by the local organization president.  Under these circumstances, the local organization must have a membership of five (5) or more members.

F. Changing a Local Organization Name

A local organization that wishes to change its name must take official action and send the minutes showing that action to the state president for approval.  In addition, the local organization includes its charter bearing the old name and makes a formal request for a change‑of‑name charter bearing the new name.  If the original charter cannot be located, a statement is submitted to that effect.  

G. Transferring Membership

1. Any member whose annual dues have been paid in one local organization may transfer during the year to another established local organization.  A local organization may not refuse to accept the transfer of any member in good standing.  

2. A member whose annual dues have been paid may transfer to a new local organization, which is being organized, provided the new local organization has at least five (5) members who have paid dues.

3. If a member continues in one local organization throughout a year, but decides to join and pay dues to another local organization for the following year, such member is not considered a transfer but is recorded as a continuing member.

4. A member in a disbanded or dropped local organization may continue membership by transferring to an established local organization.  The Kentucky Federation will accept such transfer from a local organization that has been disbanded or dropped in the current or prior year.

5. State dues will be collected only once during a year.  A member transferring to another local organization will not be charged duplicate state dues.  The state federation will determine payment of state federation and local organization dues and the local organization involved.

6. When a transfer of membership is to be made, the local organization into which the member is transferring must report it on a separate Member Transfer form.  The member should be designated as a "transfer" with the local organization from which the transfer is made cited.  If the transferred member pays dues to the local organization the following year, the listing would then be changed to "continuing member."

7. A transferring member retains the current membership card from the transfer‑out local organization until the transfer is completed on state records.  After notification from the Kentucky Federation, the transfer‑in local organization will issue a new membership card.

SECTION V - NEW LOCAL ORGANIZATIONS

A.
A copy of the original application of members of a new local organization and a copy of the original bylaws shall be entered into the permanent files of the State Federation and placed in the Archives.

B.
The Membership Chair shall send to each local organization in the state an announcement of the chartering of each new local organization and may request that a monetary contribution be sent directly to the new local organization.

C.
A new local organization applying for membership in the Federation shall forward to the State President the following documents:

1. State dues for each person listed on the statement of local organization membership.

2. State Convention dues of $10.

3. Five copies of the application for membership form signed by the President and Recording Secretary.

4. Five copies of the local organization bylaws.

5. Five copies of the officer/Chair listing.

6. Eight copies of the statement of local organization membership forms.

SECTION VI - POLICIES

A.
Any Policies adopted at any annual convention shall remain in effect until such time as they are amended by the Convention body.

B.
The Policies shall be made available to members during statewide conferences or by mail upon request and presentation of a self-addressed stamped envelope.

C.
Proposed policy revisions shall be included in the registration packet at the annual convention and voted on during the first business session.

SECTION VII - PUBLICATIONS, THE KENTUCKY CARDINAL
A.
The editor of THE KENTUCKY CARDINAL shall send statements to local organizations for any photos submitted and published at a rate equal to the actual cost incurred.

B.
Upon notification of death of an active member by the member's local organization, a notice of bereavement will be published in the following issue of the state magazine at no charge.
SECTION VIII - STATE CONVENTION

A. Registration Fee.  The registration fee for the Interim Board meeting and State Convention shall be levied for board members, delegates, and other Kentucky Federation members who attend the conference but shall be waived for guests of the Federation and non-members attending any Interim Board or State Convention function.

B. Time of Registration.  Registration time at the state convention shall be from 1 p.m. to 6 p.m. Friday and 8 a.m. to 4 p.m. Saturday, prevailing time.  Registration for voting shall close at 10 a.m. prevailing time on Saturday.

C. Voting Hours.  Polls for voting in the election of state officers shall be open from 12 noon to 1 p.m. prevailing time on Saturday of the State Convention.

D. Annual reports of the State Officers, the Regional and Assistant Directors, Standing Committee Chairs, Special Committee and Task Forces, and the Interim Action of the Board of Directors, shall be provided in the convention packet.

SECTION IX - VOLUNTARY GIFT TO RETIRING STATE PRESIDENT

The State Treasurer shall notify organizations in February that the voluntary gifts for the retiring State President are acceptable and should be sent to the State Treasurer by April 1.

SECTION X - KENTUCKY FEDERATION MAILING LIST POLICY

The Kentucky Federation's membership list shall not be made available to any person, group or organization requesting same, unless such request is made in writing and such distribution is first approved by the Executive Committee.

A. The Kentucky Federation mailing list shall not be made available to any person, group or organization for the purpose of solicitation for financial gain.  Requests shall include a copy of the printed mailing material intended to be circulated to the Kentucky Federation members and a statement that the list will not be used for financial gain.

B. Requests from political candidates -- who have filed for a specific office with the Secretary of State -- for use of the mailing list will be considered only if the candidates express, in writing, their support for the goals and legislative platform of the Kentucky Federation and the list will be used only for purposes of that candidate's campaign and for no other purpose whatsoever.  No distinctions shall be made between candidates in the same election year who fulfill the criteria listed above.

C. If the Executive Committee decides to grant distribution of the mailing list, cost to the Kentucky Federation of reproducing and providing the list should, at a minimum, be paid by the requesting party.  Within the discretion of the Executive Committee, the fee may be in excess of the actual cost incurred by the Kentucky Federation, subject to the following guidelines:

1. Any member, officer or local organization of the Kentucky Federation granted use of the mailing list for Kentucky Federation purposes should be charged only the actual cost to the Kentucky Federation.

2. Fees charged to political candidates granted use of the list shall be uniform to all candidates requesting the list in any given election year.

SECTION XI - TRAVEL & REIMBURSEMENT

A.
Travel, Meals, & Lodging

1. Air Travel arrangements will be reimbursed for coach class travel only.

2. Personal Cars - Members shall be reimbursed for the Federation business use of their personal vehicle at either a standard mileage rate set by the Federal Government or actual gas expenses (provided a receipt is submitted).  Parking and toll charges are reimbursable with receipt.

Meal reimbursement is on the basis of actual and necessary expenses and amounts are expected to be reasonable and prudent.  Receipts must be furnished for all meals.  Maximum reimbursement guidelines will be set at $30 per day.

3. A hotel receipt is mandatory for any lodging charges.  Reimbursements will only cover room and tax charges capped at the single rate for the room.  Members are expected to share a room where possible.

B.
Reporting of Expenses

1. Expense vouchers are to be legibly written in ink or produced using the computer and submitted once per month immediately following the end of the month.  Receipts, which should be attached to your voucher in chronological order, are to be included for hotel bills, airfare, meals and actual gasoline.  If a cash register tape is used as a receipt, please note on it the nature of the expenditure.  Sufficient details must be included in the expense report.  Dates, location and purpose(s) of any trip must be shown.  If a personal vehicle is used for Federation travel, the beginning and ending odometer reading and total mileage must appear on the expense voucher.

2. Approval for payment will be made by the President and the State Finance Chair.  For vouchers submitted by the president, approval will be made by the Vice President and the State Finance Chair.  Four copies of the expense voucher will be submitted to the President (or Vice President in the case of the President’s expenses).  Once approved and signed, three of the signed copies will be sent to the State Finance Chair.  The State Finance Chair will sign all three copies and forward two copies to the Kentucky Federation Treasurer.  The Kentucky Federation Treasurer will process the expense voucher for payment, mailing check to the maker of the voucher and mailing one signed copy of the expense voucher to the Internal Auditor.

3. Your properly prepared and documented report will be processed for payment by the Finance Chair and Treasurer.  If, however, any item is not properly explained or documented or is illegible, the report will be returned to you for completion.

4. All requests for reimbursement must be submitted to the President no later than May 31, to qualify for reimbursement.  Anything submitted later than May 31, will not be paid without EC approval.

C.
Responsibilities of Representatives requesting Expense Reimbursement

1. All members of Kentucky Federation requesting reimbursement for travel expense to Kentucky Federation  conferences or meetings must attend all business and workshop sessions for the event.  

2. Within 30 days after the conference, members must provide a report to the Executive Committee.

SECTION XII - TELEPHONE AND/OR VIDEO CONFERENCE

Standing Rules:

1. Notice of meeting shall be received at least 48 hours in advance of telephone call or videoconference.

2. Every member shall receive an agenda of the meeting prior to the conference, and available for use during the conference.

3. Each member should seek recognition from the chair before beginning to speak.

4. Each member should identify herself prior to speaking.

5. Motions will be voted on by voice vote.  If the Chair has a problem determining the vote, she may call for a roll call vote.  The roll call vote is for determination of the outcome of the vote and shall not be recorded in the minutes. 

6. The same quorum as an in-person meeting quorum shall apply to the conference call.

7. The minutes of the meeting shall be approved at the next in-person meeting.

8. The rules of parliamentary procedure comprised in Robert’s Rules of Order Newly Revised, 10th Edition shall govern all proceedings of the state Executive Committee subject to these special rules as have been or may be adopted.

SECTION XIII - DOCUMENTS SUBMITTED BY FACSIMILE

Any document that is sent by facsimile machine shall be treated as if received by mail for purposes of deadlines.  The date and time printed on the document by the receiving machine shall be the official date of receipt.  It shall be the responsibility of the sender to request on the forwarding cover sheet verification that the document was received and to follow-up if verification was requested but not received.
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