Local Officer Descriptions

(For those descriptions not listed, please contact your local past president, current president, or any KFBPW Executive Committee member or Committee Chair.)

President

Whether you were elected, volunteered or appointed, Congratulations!  Your heart and soul are in the right place at the right time!  The office of President of your local organization is one of leadership which carries with it a great responsibility.  Your members chose you for this office because they saw in you the qualities that make a good leader -- poise, dedication to the principles and purposes of the Federation, enthusiasm, objective judgment, and administrative ability.

Leading the Local Organization

1. Be familiar with the objectives of KFBPW, and with all material contained in the Kentucky Leadership Manual.

2. Understand your local organization’s bylaws and policies and procedures and operate accordingly.  This requires a review of all documents prior to or upon assuming office.

3. Your guide to proper parliamentary procedure is Robert's Rule of Order Newly Revised.  Remember, where conflict occurs between the bylaws of an organization and Robert’s Rules of Order Newly Revised, the bylaws take precedence.

4. You will preside at all the meetings of the local organization, the executive committee, and the board of directors.  Board meetings should be scheduled every month or as needed to facilitate the business session of the local organization.
5. With the approval of your Executive Committee, you will appoint the standing committee chairs and such other special appointments that you feel necessary for the work of your organization.  You are responsible for seeing that the chairs carry out their respective duties.

6. You are an ex-officio member of all committees except the nominating committee.  It is your duty to attend.

7. It is your responsibility to encourage the full participation of members at the local organization meetings, to work for a better informed membership, and to promote the training of future leaders.

8. Make new members feel welcome by your manner of presiding; find the best possible work for them to do for the local organization.  Delegate authority and responsibility so that as many of your members as possible will participate in the local organization program.

9. Exhibit commitment to the goals of the local organization and interests of its members.  The local organization President should be the greatest cheerleader.

10. Ensure that the local organization records are maintained, budgets are developed and adhered to and all required reports are submitted in a timely manner.

11. As President, you will represent the local organization at other B&PW levels.  You will be a member of the Kentucky Federation Board of Directors and will represent your local organization at State and Regional meetings.  The President’s attendance is expected at certain meetings and events and provides an opportunity to keep informed about B&PW activities and programs.

12. Encourage member attendance at B&PW meetings and events, including regional, state and national conferences.

13. Publish an annual report by assembling reports from officers, committee chairs and task forces.  Distribute the report to members and potential members.  It is an excellent marketing method because it communicates all of the local organization’s activities and community involvement.  Encourage incoming officers to review committee chair recommendations.

14. You will keep a file of all materials and pass it on to your successor.

15. Represent the local organization throughout the business community and other organizations, increasing B&PW’s visibility, attracting members and establishing coalitions.

Scheduling and Conducting Meetings

1. Develop a calendar of scheduled meetings and events for the year; call special meetings as needed.

2. You are now "The Chair", no longer able to act as an individual, never using the personal pronoun "I", always courteous, decisive, tactful, calm, firm, and impartial. 
3. Start and end meetings in a timely manner and use Robert’s Rules of Order Newly Revised, to assist in parliamentary procedure to ensure meetings run smoothly.

4. Prepare a meeting agenda (See Sample Agenda).  Write down everything to be brought before the members, including old and new business.  Make copies for everyone in attendance.

5. Read correspondence before the meeting and mark passages necessary for dissemination.

6. Study the minutes of the previous meeting, marking any corrections to be made and determine if there is unfinished business that must be included on the current agenda.

7. State each motion clearly after it has been made and seconded; call for discussion; restate motion when putting it to vote and when the result of the vote is announced.

8. Don't hesitate to rap the gavel for order when conversation is going on in the room.

9. Take no part in the discussion while in the "Chair" and refrain from expressing personal opinions.  Listen to the voice of the minority but obey the will of the majority.

10. Observe proper protocol.

Communicating

Please Note:  Your Kentucky Federation president considers communication to be essential, and it is at the top of her list of priorities.

1. Keep members informed of local, state and national programs, projects and meetings.

2. Read and respond to all correspondence in a timely manner.

3. See that the names and addresses (including zip code) of all officers and chairs of your local organization are sent promptly to the State Executive Assistant. (See Local Officer & Committee Chair Form behind Forms Tab in the KFBPW Leadership Manual).  A Copy should also be sent to your Regional Director.

4. Remind the committee chairs of report deadlines.  Prepare your President's Report for Regional meetings, for the President's Award for Excellence (See Rating sheet in Leadership Manual) and for your local organization's annual meeting.

5. Be sure to report your local organization's activities to the Kentucky Cardinal Editor for each issue.  Deadlines are as follows:  June 1, September 15, December 1, and March 15.

6. Delegate responsibilities to the members of your Executive Committee and thus help them to develop leadership.

7. Recognize all contributions.  B&PW members and leaders donate substantial time, resources and effort to the success of your organization and they deserve to be thanked for their dedication and support.

8. Employ some or all of the following recognition strategies to show members they are appreciated.

· Thank you notes

· Letter to an employer/supervisor

· Banquet or other special event

· Acknowledge recruiting and mentoring activities

· Support members in their personal and professional endeavors

· Recommend members for positions on local or state commissions and boards

Transitioning to the Next Leadership Team

Incoming and outgoing leaders are responsible for a successful succession.  Mentoring and preparing a successor is critical to the continued health of the organization.  While the task of reviewing files and materials with someone else may seem tedious, it is the final test of an effective leader. The work of your organization must continue uninterrupted and its vision must remain focused.

The President should appoint a Nominations Committee approximately three months prior to the election of officers.  The committee should meet with the president and the president-elect to discuss potential candidates for the various offices and committees.
Preparing a successor is integral at every level of local organization leadership – not just the president and president-elect.  Consider the following:
1. Make the first move.  Set a time and place to meet with a successor.  Hold a transition meeting one month before the transition occurs that includes the outgoing and incoming officers and committee chairs.  Convey enthusiasm about the challenges and rewards of the office.

2. Bring a successor up to speed gradually.  Start the process of informing and sharing knowledge before the actual transition happens.  Invite them to co-chair a meeting.  Bring them into the information loop early.  This helps the incoming leader learn more about the job and fosters trust and collaboration between leaders.

3. Share your files.  Throughout a president’s tenure, there will be information and resources that will be useful in succeeding as the local organization leader.  Review these files with a successor during a transition meeting.  Keep a special file or binder for local resources including treasurer’s guidelines and updated bylaws.

4. Evaluate the term.  Discuss the term of office with a successor candidly.  List positive and negative experiences, outline unachieved goals considered important for the local organization and strategize ways to attain these goals.

5. Maintain contact.  The local organization continues to benefit from a past president’s insight and enthusiasm beyond the term of office.  The past president should offer skills and knowledge to the leadership team as needed.

There is great responsibility of being president.  It is demanding of your time and energy, but the satisfaction of serving your local organization will bring many rewards.  Be friendly with all, and never too busy to see that every person is made welcome.  Your year will be a success if your members are willing to share it with you.

Suggested Agenda For A Business Meeting:

For an effective meeting, ALWAYS have an agenda which might include the following information:

· Call to order

· Reading and approval of secretary's minutes - If at all possible have minutes printed in your newsletter or printed and available for members when they arrive at the meeting.  This helps keep the meeting moving since the minutes won’t have to be read.
· Treasurer's report presented and filed for audit - This could also be printed the same way the minutes are.  Then you only need to ask if there are any questions concerning the treasurer's report.
· Communications and their disposal

· Report of officers, standing and special committees - Only those committees who have a report should be called upon.  It is the committee chair's responsibility to let the President know if she needs to give a report at a particular meeting.  The President can then make a note on her agenda and she will be sure to call on that chair for a report.
· Report of board meeting preceding business meeting

· Unfinished business - It is the recording secretary's duty to call to the President's attention any unfinished business from a previous meeting
· New business - This is an area where your meeting can really get lengthy.  The best advice here is to have as much of your new business as possible come to the floor as recommendations from the Board.  This usually speeds the process up and still gives the members the opportunity to discuss the matter.  It's always a good idea that discussion be limited to a certain time which has been agreed upon by the membership.  There will always be exceptions to the rule, just remember there are more important things than deciding if you should exchange Christmas presents (just an example).

· Announcements - Time and place of the Executive Board meeting (this is really needed in order to cut out on everyday business having to be discussed at the regular meeting.); time and place of next regular meeting; any special events on local, regional, state or national level.

· Adjournment - Remember everyone's time is precious!!!
· Program [may precede business session to accommodate guest speaker]

SAMPLE AGENDA

Order of Business for the Presiding Officer

[Note: The italicized words are statements to be made by the presiding officer.]

CALL TO ORDER

Rap the gavel only once to call the meeting to order; wait for attention of members. Establish a quorum (this fact should be included in the minutes.)

The regular meeting of the _________ Business and Professional Women will now come to order

Please stand for the (any of the following used by the local organization)

Collect, which will be led by ______________________

Pledge of Allegiance to the flag of the United States of America, led by ______________,

WELCOME AND INTRODUCTION OF MEMBERS AND GUESTS

Members should always introduce themselves, place of employment and any guest and their place of employment.  This is very beneficial to new members trying to learn names and faces and helps to put everyone at ease.
READING AND APPROVAL OF MINUTES

The minutes of the (date) meeting will be read by the secretary.OR

The minutes of the (date) meeting have been distributed (in the newsletter or at the meeting) for your information. 

Are there any corrections?

If not, the minutes stand approved as read. OR 

Corrections are noted. Are there any other corrections? If not, the minutes stand approved as corrected.

TREASURER'S REPORT

The treasurer's statement will be presented by the treasurer. OR

The treasurer's statement has been distributed (in newsletter or at meeting) for your information. Are there any questions? This report was read for your information and will be filed for audit.

CORRESPONDENCE

The correspondence will be read by __________________________________

The sender and date of the correspondence is read first, followed by the body of the communication. This may be summarized at the direction of the presiding officer. 

This correspondence has been read for your information. Any action necessary will be deferred until unfinished or new business.

COMMITTEE REPORTS

Call for reports from executive committee, standing, and/or special committees as appropriate and only if a report is available. If a report contains recommendations or resolutions, action is required to resolve the individual issue(s).

UNFINISHED BUSINESS 

Present for consideration and action; usually a motion is required: 

· Business postponed from the previous meeting 

· Business on which action has not been completed 

Since we have no (no other) unfinished business, we will proceed to new business. 

NEW BUSINESS 

New business is introduced by a motion or by a resolution. 

· New business may result from correspondence read earlier in the meeting. 

· New business may be presented for consideration by the presiding officer; but a motion for action must be made by another member. 

· Bills that are not covered by the budget are presented for approval. 

ANNOUNCEMENTS 

Whatever is timely and appropriate

· information on next meeting, state or regional meetings, fundraisers, etc.. 

ADJOURNMENT 

By motion or by general consent. 

Is there any other business to be presented at this meeting? There being none, this meeting is adjourned.

PROGRAM
Present program chair who will introduce speaker(s).

[NOTE] Presiding officers are encouraged to consult the section on "Parliamentary Procedure" in this manual as well as Roberts' Rules of Order Newly Revised.

THE PROCESS OF A MOTION (a brief outline of the procedure‑refer to parliamentary procedure guide for more detailed instruction)

· Member is recognized rises and addresses the presiding officer: Mr. or Madam President, I move that...

· Presiding officer: Is there a second?

· Another member seconds the motion (does not rise or address the chair).

· If there is no second: There being no second, the motion is not before the assembly.

· If the motion is seconded, the presiding officer states the motion: It is moved and seconded that ...

· Is there any discussion?

Rules for discussion: Speakers must be entitled to the floor and be recognized by presiding officer and address remarks to the presiding officer - Madame President, I am speaking (for or against) the motion.

Confine discussion to the question pending.

Observe the rules concerning speaking to a question (Usually, each member has the right to speak twice on the same question but cannot make a second speech as long as any other member who has not spoken desires the floor.)

Observe any preset time limits.

· Presiding officer: Are you ready for the question? Those in favor of the motion say 'Aye' (or raise your right hand). Those opposed, say 'No' (or raise your right hand). Those abstaining.

· If the presiding officer is in doubt about the result of the vote, a standing vote must be taken.

· Announce the vote: The Ayes have it and the motion is carried, OR The Noes have it and the motion is lost. If a standing vote: The affirmative has it and the motion is carried, OR The negative has it and the motion is lost.

· When the vote is a tie, the motion is lost unless the presiding officer votes in the affirmative in order to carry the motion.

President-Elect / Vice President
The president-elect (or vice president) leads the local organization in the next year.  This position provides the opportunity to learn more about the resources available from the state federation.  It is an opportunity to meet the members and for them to get to know you.  Most important, it is a time to plan for the activities in the upcoming year and to develop a leadership team.

The president-elect can lead the organization in the absence of the president, although some organizations give this task to the vice president.  

Duties

1. Plan for the following:
· Generate a theme

· Fill all appointed positions

· Plan and conduct training for incoming officers and committee chairs

· Coordinate the installation program

2. Attend local, regional, state and national meetings.

3. Respond to telephone calls, letters and e-mails appropriately and timely.

4. Attend all executive committee meetings.

5. Prepare newsletter articles.

6. Maintain close communication with the president for adequate knowledge to be passed on regularly, so the duties of the president can be performed if she is unable to perform them.

7. Perform other such duties that may be requested by the local organization leadership or membership.

Recording Secretary

The role of the recording secretary is to take and transcribe accurate minutes of all official meetings of the local organization.  Within ten days of each official meeting, the recording secretary should provide the president and parliamentarian with a draft copy of the minutes for approval before distribution.

The minutes should contain what was done by the organization rather than what was said by the members.

Minutes should follow this order.

The first paragraph should contain the following information:

· The kind of meeting (regular, special, etc.)

· The name of the organization

· The date, time and location of the meeting

· The fact that the regular presiding officer and the secretary were present or in their absence, the names of their substitutes 

· Whether the minutes of the previous meeting were read and approved as read or as corrected 

The body should contain a separate paragraph for each subject matter (motions, the name of the mover and who seconds the motion, etc.)

If there is a counted vote or a vote by ballot, the number of votes on each side is recorded.

If a committee report is of great importance or should be recorded for a special reason, the assembly can order it to be entered in the minutes.  In such a case, the secretary then copies it in full in the minutes.

Remarks of a speaker or details of the program should NOT be included.  The name of a guest speaker and his/her subject can be recorded, but no summation of his speech is made.
The last paragraph should state the hour of adjournment.

Minutes should be signed with the name and title of the person writing them.  “Respectfully submitted” and similar phrases should not be used.

The secretary should provide the president a copy of the minutes of the previous meeting well in advance.

Minutes are the legal record of an organization.  They should never be destroyed.

The recording secretary represents and promotes the local organization at various meetings and activities as needed.  She also performs duties as assigned by the president or executive committee.
Sample Set of Minutes
The regular monthly meeting of the Cardinal Business and Professional organization was held Tuesday, November 13, 2001, at 6:00 P.M.   President Susan Russell called the meeting to order.  The officers present were:  April Taylor, President Elect; March Moore, Recording Secretary; May Thomas, Treasurer and June Brooks, Parliamentarian.  The minutes of the previous meeting were read and approved as read.

The secretary reported the receipt of a request from the Dare to Care food program asking the club to participate in the project.  A motion was adopted “that the Club participate in the Dare to Care project by the members bringing to meetings items of suggested basic foods, lists of which will be distributed to members.”

The treasurer reported as follows:


Balance on hand October 1


$765.84


Receipts 




    96.00


Disbursements




    85.00


Balance in hand November 15, 2001

$776.84

The Treasurer reported the receipt of a bill from the Office Supply Company in the amount of $50.00 for letterhead stationary and envelopes.  The question put by the chair “that the bill be paid” was adopted.

Reports from the Membership, Legislation and Public Relations committees were received and placed on file.

The Visiting Committee reported, through its chair, a motion, which after debate and amendment was adopted as follows:  “that a sum of money not to exceed fifty dollars be authorized for the purchase of small blooming plants for distribution during the holiday season.”

The special committee appointed to investigate the needs of the library reported, through its chair, August Jones, a motion which, after debate and amendment, was adopted as follows:  “that the club contributes twenty-five dollars a month to the library for the purchase of new books, preferably for teenagers.”

Because the guest speaker had an unexpected change in plans, the rules were suspended so that his address could be heard.  September Smith, chair of the Program Committee, introduced the speaker, John Day, whose subject was “Cooperation among Community Agencies.”

At the conclusion of Mr. Day’s talk, the motion relating to a seminar on child abuse that was pending when the previous meeting adjourned was taken up.  After debate and amendment, the motion that “a free seminar on child abuse be held at the Community Center in April with a panel consisting of a psychiatrist, a social worker, an emergency room physician, and a juvenile court judge” was rejected.

A motion made by October McCoy, “that the club sponsor a workshop on parliamentary procedure to be held on a Saturday in the spring” was referred to a committee of three to be appointed by the president to investigate the question, including the feasibility of holding such a workshop, the facilities needed, the availability of an instructor, the cost, the amount of any necessary charge, and any other points the committee deems pertinent and to report at the next meeting with recommendations.  The president appointed November Smith, December Smith and January Smith to the committee.

The meeting adjourned at 8:30 P.M.









Summer Wind, Secretary 

Treasurer
As treasurer, you have a critical role in the overall health and success of your local.  Obtain and review a copy of the Local Organization Treasurer’s Guidelines.  They can be downloaded from the Kentucky Federation website:  www.bpw-ky.org.  Even if this is your second or third time as treasurer, take the time to review the guide to stay atop of crucial changes that may have occurred during the past year.

To be a successful treasurer, you must:

1. Become informed and involved.  Learn your duties immediately.  This includes reviewing all paperwork and correspondence forwarded to you from your region or state federation.  It is important to establish and maintain a good working relationship within the state organization so you will know whom to call when you need assistance.

2. Maintain accurate records.  By taking time to read the information, reconciling reports, and taking action promptly, you can avoid time-consuming transactions or corrections later.  Ensure that all forms and recording sheets are accurately completed and provide required information.

3. Monitor the finances of your local organization.  Depending upon the requirements of your particular organization, this may include budget preparations, safeguarding assets, accounting for the receipt and expenditure of funds and filing required tax forms.  If you are unfamiliar with any aspect of these duties, do not be afraid to ask questions.  Enlist the assistance of someone with expertise in that area.  Your local organization is counting on you to understand exactly what is happening with the finances.  It is important that you do not mix funds.
4. Process transactions accurately and promptly.  As treasurer, you are to keep track of new member paperwork.  Also, be sure to deposit programs and meeting payments promptly.  Pay bills timely.  The reputation of the local organization depends on the way it acts as a business.  

5. Communicate with officers and committee chairs.  Officers, committee chairs and members all play an integral role with your local organization.  An officer or committee chair will have primary responsibility for membership recruitment and retention.  It is important you have close interaction with every member who recruits a new member and who renews her/his membership.  

6. Reconcile reports and process monetary transactions promptly.  When the monthly reports arrive from KFBPW or the Kentucky Foundation, reconcile them with your membership records and notify the Federation Database Manager immediately of any discrepancies.  Failure to reconcile records can adversely affect your local organization and state federation in membership awards and prevent a member from receiving information.

7. Meet deadlines.  Prepare or obtain a calendar for the entire year with the deadlines and special events at the beginning of the year.  Awards from the region and state federation  have deadlines established.  Deadlines must also be met when filing certain tax and legal documents.

8. Answer member questions and requests promptly.  If a member has a concern or a question about a transaction, make every effort to address the situation as soon as possible.  If you are unable to answer the concern quickly, let the member know that you are working on it.  Keep in touch with the member until the situation is resolved. 

9. Maintain adequate forms and supplies.  An initial supply of forms to process new and reactivating members is distributed to the local organization in the spring mailings.  Additional supplies may be obtained from KFBPW Website.

10. Transition the position effectively.  It is very important for the local organization treasurer’s procedures, information and materials to be passed on to the successor once your term has been fulfilled.  Take the time to train your successor to ensure a smooth transition.

Financial statements should be provided to the president and the secretary with a copy of the financial statement before each meeting.  The beginning balance, total receipts, total disbursements, and the ending balance should be entered into the minutes.

SAMPLE BUDGET
INCOME:
Full Year Dues (number of members X dues)

(Total $$$)

Student Dues (number of student members X dues)

(Total $$$)

Special Projects, Fund Raisers

(Total $$$)

Interest earned (CD, Savings Acct., etc.)

(Total $$$)

TOTAL PROJECTED REVENUE

(INCOME)

EXPENSES:
State Dues (number of members and student members X $14.00)

(Total $$$)

State Convention Dues

10.00

Regional Dues

(Total $$$)

State President's Gift (number of members X .10)

(Total $$$)

Kentucky Foundation

(Total $$$)

Arthritis Foundation

(Total $$$)

State Convention Expenses for delegates (if funds available)

(Total $$$)

Interim Board Expenses for Board Member (if funds available)

(Total $$$)

Officer Expenses (if funds available)

(Total $$$)

Bank Service Charges

(Total $$$)

Meeting Expenses (Speakers, programs, etc.)

(Total $$$)

Committee Expenses

Membership

(Total $$$)

Kentucky Professional Women's Week

(Total $$$)

Young Professional

(Total $$$)

Individual Development

(Total $$$)

Etc.

Community Projects Expenses

(Total $$$)

Miscellaneous Unallocated Expenses

(Total $$$)

TOTAL EXPENSES

(EXPENSES)

TOTAL REVENUE OVER/UNDER EXPENSES

Income and expenditures should balance.  As in all good budgets there may be a need to amend the budget during the fiscal year.  This can be done if the need arises.

The State Finance Chair will be glad to assist any local organization with questions they may have on setting up a budget or offer fund raising ideas to help boost your budget.

NOTE:  Annual dues will be payable on each member's anniversary date. For example, if you join August 31, 2006, your renewal of annual dues will be payable on August 31, 2007, and each August thereafter.

Local Parliamentarian

COMMITTEE STRUCTURE:

A member appointed by the president, who must be an active member in good standing in the Federation.

RESPONSIBILITIES:

To be familiar with the bylaws of the local organization, of the Kentucky Federation and with basic parliamentary procedure.

To attend all meetings of the organization including the Board of Directors and Executive Committee and to have current copies of bylaws and Roberts Rules of Order, Newly Revised available at all meetings.

To provide advice to the presiding officer and, when requested, to any member.

To clarify for the presiding officer and members any motion or item of business that may need interpretation.

To give, upon request, an opinion on a ruling; however, the presiding officer has the responsibility of making a final ruling.
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