LEADERSHIP PROCEURE- DISTRICT FIRST VICE PRESIDENT
(DEAN OF CHAIRMEN)

First Vice President is a member of: Board of Director, Executive Board & Executive Committee voting member
Article III, Section 3b

Responsibilities (general)

· The FIRST VICE-PRESIDENT, in the absence of the President, shall perform the duties of that office.
· In case of death, resignation, or permanent disability of the President, the First Vice-President shall succeed to that office for the remainder of the unexpired term. 
· She shall be Dean of Chairmen. 
· Along with the District President, she shall represent the District at State Board meetings. 
· She shall be responsible for all Report Writing in the District.
· She shall conduct informational workshops, 
· keep a list of all Club Deans, sending one to the State Dean of Chairmen, 
· prepare an article for the four Telescope(s) published during the year
· Appear on the agenda calling on those District Chairmen wishing to report. 
· She shall prepare and coordinate the awards and award certificates to be presented at the annual convention. 
· She shall present the outgoing President with her gift.
Responsibilities (by date)

May-July (Prepare for year)

1.  Prepares and keeps a list of all Club Deans

July-August- (Executive Board Meeting)

1.  Writes an article for the September Palomar Telescope.  

2.  Appears on the Executive Board agenda- include workshop with Club Deans.

September (Board of Director’s Meeting)

1.  Appears on the Board of Director’s agenda (report on her activities) and calls on any chairman who wishes to report.  

October/November (AREA D Meeting)

1.  Attend AREA D Membership Conference

November (Fundraiser & Executive Board Meeting)

1.  Writes an article for the January Palomar Telescope.  

2.  Appears on the Executive Board agenda (report on her activities) -include workshop with District Chairmen 
3.  Attends Fundraiser

4.  Contact Clubs on an individual basis to help with report writing

January (Board of Director’s Meeting)

1.  Appears on the Board of Director’s agenda (report on her activities) and calls on any chairman who wishes to report.  

2.  Collect one copy of each club’s GFWC Departmental Reports.

3.  Completes CFWC and GFWC Yearend reports, as required.  

February (Art Festival & Executive Board meeting )

1.  Keep in contact with Art, Poetry/Prose & Photography Chairmen to insure that everything is going smoothly for the Art Festival.

2.  Writes an article for the March Palomar Telescope

3.  Appears on the Executive Board agenda (report on her activities) 

4.  Prepares and coordinates the awards and award certificates

March  (Fundraiser )

1.  Attends fundraiser

April (Convention)

1.  Appears on the Convention agenda (report on her activities) and calls on any chairman who wishes to report.  

9.  Coordinates & presents the awards and award certificates 

10.  Presents the outgoing President with her gift.

Optional:
1. Helps any District Chairman organize a workshop or “rap” session.  Suggested workshops included:

a. Financial

b. Fundraising

c. Membership

d. GFWC Departments/Special Projects (new projects)
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