
LEADERSHIP PROCEDURE- DISTRICT SECOND VICE PRESIDENT (MEMBERSHIP CHAIRMEN)    ***Updated information 2012
2nd Vice President is a member of:  Board of Director, Executive Board & Executive Committee voting member

Bylaws, Article III, Section 3c

In the absence of the President and the First Vice-President, shall perform the duties of the President. She shall serve as Federation/ Membership Chairman.
Responsibilities (general)

1.  Take over for the President and First Vice President in their absence.

2.  Membership Chairmen   *****(Refer to Membership Program (pages 3-8) for Chairman’s Specific activities) 
3.  Responsible for all report writing (Membership Activities)

4.  Keep a list of all Club Membership Chairmen

5.  Hold informational workshops (membership)

6.  Write an article for each of the 4 issues of the Palomar Telescope Newsletter

7.  Appear on the agenda (Report on her activities)  

8.  Prepares and coordinates the awards and award certificates to be presented at the annual convention. (1)  Perfect Member Attendance at District Meetings); (2)  Highest % of Club Attendance at District Meetings (Silver Tray is the perpetual award); (3) Highest % of Gain of Club membership; (4) Rookie of the Year; (5) Woman of the Year 

10.  Honors First Attendees at each meeting (momento)

11.  Produces Bulletins regarding membership ideas. 

12.  Writes the District Membership Report 

13.  Receives application for new clubs.  After investigation, she forwards application to the Executive Board for approval and Board of Directors for ratification; the majority vote of those present shall elect the club to members.  Upon approval, she shall sent the application to the State 2nd Vice President.  

14.  Any club requesting to resign, sends the paperwork to the District President, who in turn will send a copy to the 2nd Vice President/Membership Chairman

Responsibilities (by date)

May-July (Prepare for year)

· Prepares and keeps a list of all Club Membership Chairmen

August (Executive Board Meeting)

· Writes an article for the September Palomar Telescope.  

· Appears on the agenda (report on her activities)

September (Board of Director’s Meeting)

· Appears on the agenda (report on her activities)

· Coordinates with the Credentials Chairmen to keep track of attendees for the Perfect Attendance Award; First Timer acknowledgment (momento); keeps track of number of members from each club attending this meeting.  

October/November (AREA D Meeting)

· Attend AREA D Membership Conference

November (Executive Board Meeting & Fundraiser)

· Writes an article for the January Palomar Telescope.  

· Appears on the agenda

· Attends Fundraiser

January (Board of Director’s Meeting)

· Appears on the agenda (report on her activities)

· Coordinates with the Credentials Chairmen to keep track of attendees for the Perfect Attendance Award; First Timer acknowledgment (momento); keeps track of number of members from each club attending this meeting.  

· Collect one copy of each club’s GFWC Membership Reports.  Have reports judged.  

· Write District’s GFWC Statistical Report for Membership- Deadline is February 15th or hand delivered to the CFWC State Board meeting and given to the AREA Vice President (AREA D)

February (Art Festival & Executive Board meeting)

· Attend the Festival.

· Writes an article for the March Palomar Telescope

· Appears on the agenda (report on her activities) 

· Prepares and coordinates the Membership awards and award certificates.  Retrieve the Silver Tray Award from the previous year’s winner to present to the Club with the highest % of attendees at all of the District meetings. 

· Data Blanks- co-ordinate with the District President and Treasurer to distribute and help collect Data Blanks prior to the deadline-April District Convention.
March  (Fundraiser )

· Attends Fundraiser

April (Convention)

· Appears on the agenda (report on her activities) 

· 2.  Presents the awards and award certificates   (Silver Tray for the highest % of club attendance at district meetings.   

*****DISTRICT CHAIRMAN PROCEDURE- MEMBERSHIP PROGRAM                                                       

General Information-  All GFWC Department & Special Projects Chairmen follow the same basic guidelines.  Please refer to “District Chairman Procedure-General Information” (found on the Palomar Website—District Chairman).  General Information includes:

· GFWC Reports (Judging Club Reports & Completing District Chairman’s Report)

· Awards & Ceremony at District Convention

· Distributing GFWC and CFWC Information

· Endorsing a District Focus Project (optional)

· Newsletter Articles (Telescope) 

· Verbal Reports

· Meetings

· Website 

· Procedure Book

· Workshops

· Chairman’s Expenses

· Club Visits

PURPOSE:  Promotes the formation of new GFWC Clubs, the retention of existing GFWC members/clubs and recruitment of new members.  Projects a positive image of GFWC as an international organization and an awareness of GFWC membership opportunities and benefits. 

GOALS:-  Promote GFWC, CFWC and Palomar District Membership Awards and Contests.  Offer great ideas to clubs and members for recruiting new members, retaining current members, orientations (guests, new members & refresher course for current members), Federation Affiliation education (District, CFWC (State) & GFWC (International) and GFWC Membership Report writing support.  Encourage members to subscribe to GFWC Clubwoman & E-new (News & Notes), CFWC Clubwoman & E-News (CFWC Quick Bytes),  Palomar Newsletter (Telescope) and recommend that all members visit Federation websites on a monthly basis:


Palomar District:   www.GFWCPalomarDistrict.org

GFWC California Federation of Women’s Clubs:  www.cfwc.org

General Federation of Women’s Clubs:  www.gfwc.org
Communication:

· Obtain the names and contact information for the Membership Chairman from each club in order to be able to communicate quickly with the clubs.  If a Club does not have a Membership Chairman, forward your membership information to either the Club President or Club Dean (their preference). 
Membership Training and Education Materials Available:

· Palomar Website (2nd Vice President):

· Why Volunteer?

· Development of a Successful Membership Committee

· Federation Family Skit

· A Seasonal Recruitment Campaign

· Federation Road Trip (Mini Booklet)

· Palomar Membership Bulletins

· GFWC Membership Bulletins

· New Member (Returning) Dues Remittance Form (Palomar District Treasurer)

· CFWC Website

· Data Blank Form (Don’t forget to include $2.50 District Dues)

· GFWC Website

· A Seasonal Recruitment Campaign

· GFWC Membership Advancement Guide

· GFWC Membership Bulletins

Palomar District Awards & Contests

· Club Awards:

· Highest % Gain in Membership based on New Member Paid Dues

· Highest % Club Attendance at District Events
· Member Awards:

· Member Perfect Attendance at District Events

· Rookie of the Year- A member of club for less than one year who has “stepped up to the plate” and offered her leadership and talents to help make the club one of the best.

· Woman of the Year-An outstanding member of the club who not only goes “beyond the call of duty” for the club, but she volunteers outside the club.
· Member Contests:  
· Lapel Pin Drawing (GFWC or CFWC)-  The Membership Chairman greets all attendees at District events.  Each member who wears either a GF or CF lapel pin is entered into a drawing.  A small amenity is given to the winner at each event.
· First Timers-   Club Presidents introduce their First Timers to a District Event during Roll Call of Clubs (District Secretary).  “Federation Road Trip” mini booklet is a great amenity for new-comers to the District.  Information for the Booklet can be downloaded from the Palomar Website (2nd Vice President)  
CFWC Awards:
· Club Awards:  
· Best Membership Program, based on the narrative report, to one club per size category per Area.

· Greatest number of new members to Federation to one club per size category per Area. 
· District Awards:
· Best District Membership Program, based on the chairman’s narrative report, to one district per size category.  Competition is statewide.

· GFWC/CFWC Past President’s Chimes (perpetual award) presented to one district in each Area for the highest percentage net gain in membership. 
GFWC Recruiting Contests & Grants
· Club Awards:  
· A Time for GFWC’s Seasonal Recruitment Campaign-Clubs submit the names of those successfully recruited during the following membership campaigns:

· Winter (December, January, February)- Report due March 1
· Spring (March, April & May)-Report due June 1
· Summer (June, July & August)- Report due September 1
· Fall (September, October & November)-Report due December 1
Forms and Information can be found on the Palomar Website (2nd Vice President/Membership)
· $50 GFWC Award- will be given to one club in the nation to recognize creativity in implementing an effective membership program.  The Award is based on narrative reports.
· $50 GFWC Grant- Grants are available to clubs to assist with membership recruitment programs to help underwrite membership recruiting and rebuilding in your community.  To apply for a club membership grant, please visit:  www.gfwc.org/gfwcmembers  or call 202-347-3168.  Applications must be received by GFWC at least 45 days prior to the event. 
· Member Awards
· Star Recruiter-  A star pin celebrates a GFWC member recruitment excellence.  The pin with butterfly clasp and chain attaches to the stem of the GFWC Membership Pin.  The award is accumulative:  Individuals who have recruited members during previous administrations will be eligible to receive stars for continuing recruitment prowess.  Clubs may send the names of their start recruiters, along with the name, mailing address and validation of dues paid for each new member to the CFWC 2nd Vice President by March 15th of each year.  The Star Pin is Awarded at the CFWC State Convention in May.  The Star Recruiter Form can be found on the Palomar Website (2nd Vice President/Membership)

· 5-9 members- White Star

· 10-14 members-Red Star

· 15-19 members-Blue Star

· 20-14 members-Silver Star

· 25+ members- Gold Star
· GFWC Jennie Award- The Jennie Award is the highest honor bestowed by GFWC to honor an individual member.  The Award is named in honor of Jane Cunningham Croly,  GFWC’s founder.  Candidates for this award sets a high mark for her community achievements; has a passion for her club work as well as for family life.  Nominations begin at the club level.  Contest Rules and judging criteria can be found in the GFWC Club Manual or go to www.gfwc.org and search:  GFWC Jennie Award.
New Members:  New Member Dues are sent to the Palomar District Treasurer.  The Treasurer will forward names and contact information to the Palomar 2nd Vice President/Membership Chairman.  The “Highest % Member Gain” Award is based on this validation of new member dues.  This validation of new member paid dues to be included with all “Star Recruiter” request for pins.   It is the responsibility of the Membership Chairman to send/email reminders to the clubs to collect New Member Dues from May through December 15th each year.  It’s recommended that an email is sent to the Club Membership Chairman and/or the Club President along with the New Member Dues Remittance Form.  
New Clubs:  The Membership Chairman works with the Parliamentarian and District President to complete the required CFWC paperwork for new clubs.  New Club Application is available from the CFWC 2nd Vice President.  

Suggested Calendar of Events (Tasks):

	MONTH
	EVENT/TASK

	June
	(Start of Administration) Review Procedure Book.  Prepare a “Membership Activity Proposal for the 2 year administration (Goals etc.)  

(2nd Year of Administration)-   Executive Committee Meeting- could be held in the previous May, June or July).  Send/email reminders to the Clubs to collect New Member Dues.  

	July
	Email Membership Activity Proposal to Executive Committee.  2nd VP attends the Executive Committee Meeting.  Send/email reminders to the Clubs to collect New Member Dues.  

	August
	Reminder email to clubs for GF Seasonal Recruitment-Due Sept 1.  Attend Executive Board Meeting. Write article for Sept newsletter (Due 20th); Write & Distribute Membership Bulletin.   Send/email reminders to the Clubs to collect New Member Dues.  

	September
	Attend Palomar Board of Directors meeting & CFWC Board meeting.  Prepare a verbal report for both meetings.  Keep track of membership awards and contests. Send/email reminders to the Clubs to collect New Member Dues.   

	October
	Attend AREA D meeting if, possible.  Write article for Nov Newsletter (Due 20th).  Receive Form to report Jan 1st Start number of members on Club Reports.  Forward the Jan 1st number to the club membership chairman.  Send/email reminders to the Clubs to collect New Member Dues.  

	November
	Reminder email to clubs for GF Seasonal Recruitment-Due December 1.  Attend Executive Board Meeting. Write & Distribute Membership Bulletin.  Attend District Fundraiser, if possible.  Send/email reminders to the Clubs to collect New Member Dues.  

	December
	Complete Gain/Loss Membership Report, based on new members.  Send/email reminders to the Clubs to collect New Member Dues (Deadline is Dec 15 for all new members for the current year). 

	January
	Attend Palomar Board of Directors meeting.  Prepare a verbal report.  Keep track of membership awards and contests.  Collect Club Membership Reports.  Arrange for judging. 

	February
	Attend Art Festival, if possible.  Write Article for March Newsletter (Due 20th).  Write District Membership Report- Deadline (15th).  Reminder email to clubs for GF Seasonal Recruitment-Due March 1.  Co-ordinate with the District President and Treasurer to distribute and collect Data Blanks;

	March
	Attend Fundraiser, if possible.  Deadline for Club Rookies & Women of the Year (15th).   Calculate winners for Membership Awards & Contests.  Report Winners to District Dean.   

	April
	Attend District Convention:  Yearend Verbal Report;  Membership Awards  Contact Clubs that have not turned in their Data Blanks- Deadline is the April District Convention.

	May
	(Start of 2nd year of Administration);  Attend CFWC Convention, if possible;  Reminder email to clubs for GF Seasonal Recruitment-Due March 1; Send/email reminders to the Clubs to collect New Member Dues.  


GFWC- Membership Report (special instructions)
· Number of members at January 1st -   Both the Club and District Membership Report requires the number of members that each club starts the year with.  This is the number that was the December 31st total from the Previous District Report.  The CFWC 2nd Vice President will forward a form with this information (verify that the District agrees with CFWC) at the AREA D Membership Conference in October/November.  It’s the District Membership Chairman’s Responsibility to forward this information ASAP.  The clubs will need the starting number to complete their report for the January Board of Director’s Meeting Deadline.  
· Deadline for club reports:  Palomar Board of Director’s Meeting- JANUARY
· Deadline for district report:  Follow District Chairman General Information (Palomar Website-District Chairmen).  Mail complete Report Package to CFWC 2nd Vice President and a copy of the District Report to the AREA D Vice President by February 15th of each year.  
· Special Header- Page 1 of the Membership Report

GFWC ADVANCEMENT PROGRAMS

MEMBERSHIP PROGRAM                                           



Date:      
GFWC California   PALOMAR District                         (Per CFWC Yearbook) # of Members in Club):      
Prepared by: (District Chairman):                

  Mailing Address      



City/State/Zip:       

Phone:      
  Email:       




Number of Members on January 1, 2010:           ***
Number of members lost :      
Number of members gained (Paid):        
Number of members on December 31, Year:      
Number of members participating:       

Total number project/programs:       
Total number of hours:             Total $ Spent $        Total $ “in kind” items donated $

 FORMTEXT 
     
***  Number of members on January 1st is  supplied by CFWC 2nd Vice President)
Introduction (Sample):  Palomar District  
 (a medium district-519 members on the 2010 Data Blank) is located in North San Diego County with clubs as far south as Encinitas on the coast, Escondido to the north and Julian to the east.  Most clubs are within a ½ hour drive from each other with Julian the farthest away… about an hours drive away.  12 of 13 clubs reported.  10 of 13 clubs included the Gain/Loss numbers, but only 4 clubs gain/loss numbers matched the District’s numbers based on Data Blanks and new members dues paid between May and December 2010. (updated information @ March 27, 2010).    

(Information to include in Membership Narrative)

· District Activities

· Club Activities:

· Highlight Club Membership Activity:

Knowledge of Membership Loss and Gain statistics are extremely important to the health or CFWC and GFWC.  Include the following chart with your Membership Narrative:

	Palomar District
	Start-Jan 1st
	Loss
	Gain

(Paid Dues)
	Net
	End-

Dec 31st 
	% Inc
	Net Gain

	Bonsall Woman’s Club
	
	
	
	
	
	
	

	Carlsbad Junior Women’s Club
	
	
	
	
	
	
	

	Fallbrook Woman’s Club
	
	
	
	
	
	
	

	GFWC Contemporary Women of North County
	
	
	
	
	
	
	

	GFWC Inland Valley Federated Women’s Club
	
	
	
	
	
	
	

	Julian Woman’s Club
	
	
	
	
	
	
	

	Poway Woman’s Club
	
	
	
	
	
	
	

	San Dieguito Woman’s Club
	
	
	
	
	
	
	

	Valley Center Woman’s Club
	
	
	
	
	
	
	

	Woman’s Club of Vista
	
	
	
	
	
	
	

	Women’s Club of Carlsbad
	
	
	
	
	
	
	

	Women’s Club of Escondido
	
	
	
	
	
	
	

	Women’s Club of Oceanside
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