COMMITTEES- EXECUTIVE
PLANNING GUIDE
Bylaw OBJECTIVES:

UNITE- Palomar members   “Unite” by attending meetings, fund raisers, Art Festival and Convention.  Palomar members also “Unite” with sister CFWC members by attending AREA D Conferences and CFWC Conventions.  
PROMOTE- Palomar District “Promotes” endorsed Community Service Projects of both GFWC California Federation of Women’s Clubs (CFWC) and the General Federation of Women’s Clubs (GFWC)

OFFER TRAINING- Palomar District offers training in Club Management.
RECOGNIZE-   Palomar District recognizes the accomplishments of our members at the annual Arts Festival in February (non election year) and the District Convention in April (election year)
Annual Events (typical):

Executive Committee Members-   One meeting (June/July)
Executive Board Members- Three meetings (August, November & February)
Board of Director Members-   Two meetings (September & January)
Fundraisers- Two events (November & March)
Convention- One event (April)

Art Festival- One event (Feb)

CFWC- Two events (Area D-October/November & Convention- May)
Club Commitment- Donations
Raffle Baskets (Two per club, per year/$50 total)- November, February, March & April  
District Entities

	Executive Committee
	Executive Board
	Board of Directors

	President

1st VP-Dean

2nd VP-Membership

3rd VP-Programs

4th VP- Ways/Means

Recording Secretary

Corresponding Secretary

Treasurer

Auditor

Parliamentarian
	President

1st VP-Dean

2nd VP-Membership

3rd VP-Programs

4th VP- Ways/Means

Recording Secretary

Corresponding Secretary

Treasurer

Auditor

Parliamentarian

President’s Aid

President’s Advisor

Public Relations

Club Presidents or appointee
	President

1st VP-Dean

2nd VP-Membership

3rd VP-Programs

4th VP- Ways/Means

Recording Secretary

Corresponding Secretary

Treasurer

Auditor

Parliamentarian

President’s Aid

President’s Advisor

Public Relations

Club Presidents or appointee

Chairmen-Standing Committees

Chairmen-Department/Programs

Chairmen-Special Appointments

Club Delegates or alternates

Special Club Reps to Dist Ex Bd

District Coordinator

Past District Presidents

GFWC & CFWC Officers residing in District.  


Responsibilities of District Entities

	Executive Committee
	Executive Board
	Board of Directors

	· Ratify appointments

· Act in emergencies

· Transact business not in bylaws or standing rules
Fills vacancies not specified in Article XI, Section 6

· Plan and prepare program of work for new administration

· Approves special meetings called by the President
	· Receives proposed budget

· Act in emergencies

· Transact business not in bylaws or standing rules

· Approve  <$100 expenditures

· Approves all contracts, except budgeted items. 

· New Club application approval

· Club resignation approval

· Approve unexpended budgeted items back to general fund

· Appoint Election Committee

· Ratifies vacancy appointments

· Decides the time and place of meetings

· Selects meeting place/time for April convention

· Responsible for filling State designated Departments, if practical 

· Approves any changes to Scholarship Procedure

· Amend standing rules

· Recommend candidates for consideration of members of State Committees
	· Approves Proposed budget at first regular meeting

· General supervision over corporate affairs

· Power to transact all business

· New club ratification

· Club resignation ratification

· Expenses $50 or less can be ratified by Ex Board or Board of Directors

· Expenses in the budget exceeding $50 must be approved by Board of Directors

· Nominating Committee presents slate of officers

· Election of Officers

· Approves budget

· Amend bylaws

· Amend standing rules


MEETINGS- What are we trying to accomplish?
Executive Committee: (President)

President; 1st VP-Dean; 2nd VP-Membership; 3rd VP Programs; 4th VP- Ways/Means; Recording Secretary; Corresponding Secretary; 
Treasurer; Auditor;  Parliamentarian.  
	June/July  of each year of the administration

	· Appoint chairmen; committee members
· Tentative Calendar

· Ratify appointments

· Transact business not in bylaws or standing rules
Fills vacancies not specified in Article XI, Section 6

· Plan and prepare program of work for new administration

· Approves special meetings called by the President

· Annual Report update


Executive Board:  (President)

President; 1st VP-Dean; 2nd VP-Membership; 3rd VP Programs; 4th VP- Ways/Means; Recording Secretary; Corresponding Secretary; Treasurer; Auditor; Parliamentarian; President’s Aid; President’s Advisor; Public Relations

Club Presidents or appointee. 

	August of each year of the administration (Plan Year & Combine with Club President Orientation)

	· Receives Budget
· TRAINING  President with Club Presidents-  Club management; club responsibilities; contests; art festival orientation etc.  Deans with District Chairmen- Responsibilities and District report writing
· Transact business not in bylaws or standing rules

· Approve  <$100 expenditures

· Approves all contracts, except budgeted items. 

· Appoint Election Committee

· Ratifies vacancy appointments

· Decides the time and place of meetings

· Selects meeting place/time for April convention (election year) or April fundraiser (non-election year)

· Responsible for filling State designated Departments, if practical 

· Approves any changes to Scholarship Procedure

· Amend standing rules

· Recommend candidates for consideration of members of State Committees
· November Fundraiser Budget presented and approved. 


	November of each year of the administration (mid year review)

	· Budget review- are we on track for the year 
· Art Festival budget presented and approved
· March Fundraiser budget presented and approved
· LEADS applications due- Committee to be chosen to review and make selection
· Bylaw Recommendations
· Report Writing- last minute tips
· Executive Board shall appoint an Election Committee in the non-election year (preceding the election in January of the election year)


	February of each year of the administration (year end review)

	· Budget review- are we on track for the year
· LEADS applications due- Committee to be chosen to review and make selection
· Bylaw Recommendations
· Executive Board shall appoint an Election Committee in the non-election year (preceding the election in January of the election year)


Board of Directors Meeting-business:  (President)

President; 1st VP-Dean; 2nd VP-Membership; 3rd VP Programs;; 4th VP- Ways/Means; Recording Secretary; Corresponding Secretary; Treasurer; Auditor; Parliamentarian; President’s Aid; President’s Advisor; Public Relations; Club Presidents or appointee.; Chairmen-Standing Committees; Chairmen-Department/Programs; Chairmen-Special Appointments; Club Delegates or alternates; Special Club Reps to Dist Ex Board; Past District Presidents; GFWC & CFWC Officers residing in District.  
	 September of each year of the administration (Board of Director’s Meeting 

	· UNITE- luncheon, business/speaker/ PROMOTE- projects)
· SUPPORT DISTRICT- Approves Proposed budget & fund raiser (November)
· Expenses in the budget exceeding $50 must be approved by Board of Directors

· Amend bylaws

· Amend standing rules
· Letters of Endorsement are due to the Parliamentarian by Sept 1st in the non-election year.
· The Nominating Committee shall present the proposed slate of officers in the non-election year.
· 

	January of each year of the administration (Board of Director’s Meeting)

	· UNITE- luncheon, business/speaker/ PROMOTE- membership) 
· SUPPORT DISTRICT-fundraiser (March) & Art Festival (February)
· Expenses in the budget exceeding $50 must be approved by Board of Directors

· The proposed slate of officers shall be included in the “Palomar Telescope” prior to the January PALOMAR BOARD OF DIRECTORS meeting in the election year.

· Amend bylaws

· Amend standing rules
· Reports Due

· Distribute Data Blanks
· Election of Officers shall be held at the January Palomar BOARD OF DIRECTORS District meeting in the election year.

	April of each year of the administration (Convention/Board of Director’s Meeting)

	· UNITE- luncheon, business/speaker/ PROMOTE- membership) 
· SUPPORT DISTRICT-fundraiser (Convention)
· Expenses in the budget exceeding $50 must be approved by Board of Directors

· The proposed slate of officers shall be included in the “Palomar Telescope” prior to the January PALOMAR BOARD OF DIRECTORS meeting in the election year.

· Amend bylaws

· Amend standing rules
· Nominating Committee- Committee members are elected; Parliamentarian calls the committee together to elect a chairman, Parliamentarian announces that letters of endorsement are due by Sept 1st. 


Fundraisers (4th Vice President)
	November and March

	· SUPPORT the district by raising funds to send officers to State meetings
· UNITE- luncheon, speaker/entertainment/raffle baskets fund raisers


Orientation Workshops (President; 1st VP; 2nd VP, Chairmen)
	TRAINING Club management; club responsibilities; contests; art festival orientation; report writing
Club Presidents- included in August Executive Board meeting

· Club responsibilities and club management tips
First Vice President with District Chairmen and Club Deans –included in August Executive Board meeting
· Project Sharing and Report Writing
First Vice President with Club Deans –included in November Executive Board meeting

· Project Sharing and Report Writing

2nd Vice President/Membership Chairmen-  Include in 
August Executive Board meeting; Attend AREA D Membership Conference & CFWC Convention.
· Focus on Membership Recruitment and Retention ideas…benefits of belonging to CFWC & GFWC


Committee Meetings (4th VP, Convention Chair & Festival Chair)
	Ways/Means 

· Start planning in June/July to present proposed budgets for Executive Board approval in August and Board of Director approval in September.  


	Convention

· Start planning September/October to present proposed budget to the Executive Board in November for their approval and in January for Board of Director approval. 


	Art Festival

· Start planning September/October to present proposed budget to the Executive Board in November for their approval and in January for Board of Director approval.  


	Budget Committee

June-August (prior to 1st Executive Board meeting)

· Proposed Budget is approved by the committee

July/August (1st Executive Board meeting)

· Committee presents Proposed Annual Budget  to the Executive Board for approval

September Board of Director’s Meeting

· Committee presents Proposed Annual Budget  to the Board of  Directors for approval

November/December (10 days prior to January Board of Director’s Meeting)

· The committee conducts a mid-term financial review and presents to the Executive Board.


	Nominating Committee
April Convention- Non-Election Year 

· Committee members are elected

· Parliamentarian calls the committee together to elect its chairman

· Parliamentarian announces that letters of endorsement for candidates are required from clubs.  Due Sept 1st.

Summer- Non Election Year

· Keep in contact with clubs to collect Endorsement Letters- Due Sept 1st.

September Board of Directors meeting- Non-Election Year

· Present the proposed slate of officers

October- Non-Election Year

· 1st Notice- Proposed Slate of Officers included in the November Telescope (Newsletter).  Deadline 20th of the month for newsletter articles to Editor

November- Non-Election Year

· Proposed Slate of Officers included in the November issue of the Telescope
December- Non-Election Year

· 2nd notice- Proposed Slate of Officers included in the January Telescope (Newsletter).  Deadline 20th of the month for newsletter articles to Editor

January – Election Year

· Proposed Slate of Officers included in the January issue of the Telescope

	Election Committee

Non-Election Year

· The Executive Board appoints the committee of 3 members and 2 alternates which shall elect its own chairman.

September-Non Election Year

· The Nominating Committee presents the proposed slate of officers

November-Non-Election Year

· The Nominating Committee includes the proposed slate of officers in the November Telescope (1st time)

January- Election Year

· The Nominating Committee includes the proposed slate of officers in the November Telescope (2nd time)

· Board of Directors Meeting- Nominations from the floor may be made the day of the election.

· Election shall be by written ballot

	Scholarship

January- notify colleges of scholarship availability & amount

April- annual report given at the Palomar Convention 



	 April-election year

· UNITE- luncheon, speaker/entertainment/raffle baskets fund raisers
RECOGNIZE-Awards; Installation of Officers (election year)

April- non election year

· Nominating Committee shall be elected.
The Parliamentarian shall announce that letters of endorsement for candidates are required from clubs wishing to propose a candidate for elected office

	Bylaw

· Meetings as required.  Bylaws voted on at Board of Director’s Meetings & Convention.  


PAGE  
2
Updated:  11.29.11-Linda

File:  Website/Committees

Doc:  Executive Committee Planning Guide


