  
Palomar District- Calendar of Events (WORKSHEET)
First Year of the Administration (EVEN)- Election Year
June-July-EVEN (Election Year)
Typical Agenda for Executive Committee Meeting with Leadership Workshop with Club Presidents  (June or July)      - Election Year
	Executive Committee: Ratify appointments of all chairmen & special committees.  Make recommendations for Executive Board.
Leadership Workshop-  The purpose of the meeting  - is to let the President's know what the District can do for the clubs -- and what the District needs back from the clubs.  Executive Committee to find out what kinds of workshops the club presidents feel they would like to have, what kinds of programs they would like, what kinds of information they need, etc.


August-EVEN (Election Year

Typical Agenda for Executive Board Meeting & Leadership Workshop (August)
 EVEN-Election Year-  Start 10 AM- Adjourn 1 PM
	· Call to order; introductions; quorum; minutes; correspondence

· Officer’s Reports

· President- Club assignments for Board meetings; fund raisers  etc.; Telescope deadlines for articles   (Executive Board prior to Board of Director’s Meeting.; Fill Chairmen’s & committee member openings. Ratify the appointments of these chairmen.   Report of District endorsed projects.  How to use the District Website.  Plan workshops
· 1st VP-Dean- LEAD’s candidate- plan a fund raiser to help with cost of sending our district candidate to the February Board meeting

· 4th VP- Fundraisers- Dates for November & March events

· Treasurer- Report and Scholarship update.  Ratify bills paid. 
· Auditor- approve final audit; Present at Sept Board of Director’s meeting.  

· Committee reports

· Bylaws
· Budget

· Club Presidents-  club flyers, news articles for District History Book

· Receive assignments for November Fundraiser
· Leadership Workshop



September- EVEN (Election Year)
Typical Agenda for Board of Director’s Meeting- September- 1st Year   EVEN-Election Year
(Morning goodies only…no lunch served….3 hour maximum meeting time)

Call to Order- Opening Ceremonies:  CALL to order  9:30 AM
	· Salute to Flag, Patriotic Song & Inspirational Message

· Welcome & Introductions
· Past District Presidents & those seated at the head table)


General Business & Program
	· The Minutes

· Appointment of Committee to read the minutes

· Correspondence- Reminder to use District Mailbox-  Corresponding Secretary

· Preliminary Credentials Report- Quorum?
· Program (20 minutes)  ***If you have a CF Officer speak, need to file Itinerary Form
· Financial Report

· Treasurer’s Report & Ratify bills paid.
· Auditor-state that the Audit has been approved by the Executive Board.  
· Approved the proposed Budget (attach to the CALL to the September Board of Directors Meeting)

· Bylaws & Standing Rules- Parliamentarian- Approved recommendations

· Executive Board recommendations




Reports: (limit 2 minutes per report)
	· District Officers-

· 4th Vice President- Ways & Means- Report on November Fundraiser

· 3rd Vice President- Itinerary opportunities

· 2nd Vice President- Membership, hand out amenity to 1st Timers.
· Membership Chairman

· Promote AREA D Membership Conference (October/November). AREA D- Volunteers to take care of Districts Responsibilities (registration etc.)
· 1st Vice President- Dean

· President

· District Chairmen (or assigned clubs) (each Dept & Special Projects will Report 1 time per administration)

· Arts & Art Contest

· Conservation

· Education

· Any other Chairman who wishes to report (prior notification required)


General Business 
	· Final Credentials Report

· Unfinished business

· New Business

· Announcements & Adjournment by 12:30 PM


October EVEN (Election Year)

Typical Agenda for Executive Board Meeting & Dean’s Report Writing Workshop (October)  EVEN-Election Year
	· Call to order; introductions; quorum; minutes; correspondence

· Officer’s Reports

· President- update from Sept CFWC Board Meeting

· 4th VP- Fundraisers- Final info for November Event & review March event

· Treasurer- Report and mid-term audit.  Ratify bills paid.
· Committee reports

· Budget- mid term financial review- due no later than 10 days prior to January meeting.

· Convention Date, cost & location

· Art Festival Date & cost

· Distribute Art Contest Booklet (also posted on website)

· Report Writing Workshop- District Dean with Club Deans/Club Chairmen


NOVEMBER FUNDRAISER
NOVEMBER WORKSHOP

January- ODD (Non-Election Year)

Typical Agenda for Board of Director’s Meeting- January- 1st Year  ODD- Non-Election Year
(Morning goodies only…no lunch served….3 hour maximum meeting time)

Call to Order- Opening Ceremonies:  CALL to Order:  9:30 AM
	· Salute to Flag, Patriotic Song & Inspirational Message

· Welcome & Introductions

· Past District Presidents & those seated at the head table)


General Business & Program 

	· The Minutes

· Appointment of Committee to read the minutes

· Correspondence- Reminder to use District Mailbox-  Corresponding Secretary

· Preliminary Credentials Report- Quorum?

· Program (20 minutes)  ***If you have a CF Officer speak, need to file Itinerary Form
· Financial Report

· Treasurer’s Report & Ratify bills paid.
· Bylaws & Standing Rules- Parliamentarian- Approved recommendations

· Executive Board recommendations




Reports:  (limit 2 minutes, per person)

	· District Officers-

· 4th Vice President- Ways & Means- Report on  March  Fundraiser

· 3rd Vice President- Itinerary opportunities

· 2nd Vice President- Membership, hand out amenity to 1st Timers.
· 1st Vice President- Report Due- Dean

· President

· Committees:

· Art Festival ; Creative Writing Contest Entries Due

· Convention

· District Chairmen (or assigned Club) (each Dept & Special Projects will Report 1 time per administration)

· Homelife

· International Outreach

· Public Issues

· Any other Chairman who wishes to report (prior notification required)


General Business 

	· Final Credentials Report

· Unfinished business

· New Business

· Announcements

· Adjournment no later than 12:30 PM


FEBRUARY- ODD (Non-Election Year)
ART JUDGING

FEBRUARY WORKSHOP

MARCH- ODD (Non-Election Year)
Typical Agenda for Executive Board Meeting (March)  ODD- Non-Election Year
	· Call to order; introductions; quorum; minutes; correspondence

· Officer’s Reports

· President- update from February CFWC Board Meeting; Club Information Form (Data blanks) (distributed no later than March 20th ); Palomar’s assignment at State Convention; purchase AD in program. 
·  Recommendations for State Committee nominees (elected at April Convention)   Nominating and Election
· 1st VP- Dean-  last minute instructions for District Reports/winners to Dean for Certificates

· 4th VP- Fundraisers- Final info for March event

· Treasurer- Report & Ratify bills paid.
· Committee reports

· Convention Update

· Art Festival- final info

· Workshop- District Treasurer with Club Treasurers


SPECIAL INVITATIONS SENT OUT FOR CONVENTION
The convention budget typically includes 3 complementary meals for the San Diego and Southern District Presidents, plus the AREA D Vice President.  If you want to invite someone else, the cost should come out of your District President’s desk allowance. 

Send out special invitations to the following officers/chairmen:

1. Past District Presidents- they pay the cost of the meal, they do not pay the registration cost of $8.00

2. San Diego & Southern District Presidents, Area D VP- Complementary

3. Any CFWC Officer or Chairman who lives in our area.  You could also invite DeAnza District President.  These ladies will pay the same price as Palomar District Members.  

April- ODD (Non-Election Year)

Typical Agenda for April Convention- 2016  is the 58th Annual Convention (1st Year) ODD-- Non-Election Year
Call to Order- Opening Ceremonies:  Start 10 AM-   

	· Processional

· CALL to order; salute to the flag; patriotic song; inspirational message

· Welcome and introductions

· Greetings from guests (invite CFWC Board, AREA D VP & District Presidents-San Diego and Southern)


General Business

	· Adoption of convention rules (printed in program)

· The Minutes

· Appointment of Committee to read the minutes

· Correspondence- Reminder to use District Mailbox-  Corresponding Secretary

· Preliminary Credentials Report- Quorum?

· Financial Report

· Treasurer’s Report & Ratify bills paid.
· Auditors Annual Report
· Bylaws & Standing Rules- Parliamentarian- Approved recommendations
· Letters of Endorsement due by Sept 1st 

· Committee Reports:

· Palomar District Nominating Committee elected

· Executive Board Recommendations:

· Candidates to serve on CFWC State Committees (Bylaws, Election, Resolutions & Nominating)  Vote or Ratify 
· Dean’s Report

· Hazel Erickson Scholarship Award


Awards & Club President Reports  (2 minutes each)

	· Special Awards:

· Domestic Violence Awareness

· Advocates for Children

· Communications & Public Relations
· Women’s History & Resource Center

· Legislation & Public Policy

· Fundraising

	April Convention 

· Club Presidents- Year End Report

· Bonsall

· Carlsbad 

· Escondido

· Fallbrook

· CWONC

· Julian


Luncheon 

	· Blessing and lunch-  Collect can be sang as the “blessing”


Awards & Club President Reports-(2 minutes each)

	· Special Awards

· Membership- first timers; membership awards (Silver tray for highest % of club attendance at District meetings) CF pin drawing
· Leadership 

· Public Issues

· International Outreach

	· Club Presidents- Year End Report

· Oceanside

· Poway

· San Dieguito

· Valley Center


Entertainment
	· Entertainment (20 minutes max)


Awards & Club President Reports ( 2 minutes each)
	· Department Awards

· Homelife

· Education

· Conservation

· Arts

	· Club Presidents- Year End Report

· Vista

· Stars of Palomar


Closing Ceremonies- Adjourn  2:00/2:30 PM

	· District President’s Yearend report

· Raffle baskets and door prizes
· Announcements; collect, closing song; adjournment


Palomar District Structure- Calendar of Events

Second Year of the Administration (ODD)- Non-Election Year
June-July- ODD (Non-Election Year)

Typical Agenda for Executive Committee Meeting with Leadership Workshop with Club Presidents  (June or July)       - Non-Election Year
	Executive Committee: Ratify appointments of all chairmen & special committees.  Make recommendations for Executive Board.
Leadership Workshop-  The purpose of the meeting  - is to let the President's know what the District can do for the clubs -- and what the District needs back from the clubs.  Executive Committee to find out what kinds of workshops the club presidents feel they would like to have, what kinds of programs they would like, what kinds of information they need, etc.


August-ODD (Non-Election Year)
Typical Agenda for Executive Board Meeting (August)  ODD- Non-Election Year
***Try to plan this meeting AFTER the CFWC Board meeting, if possible

	· Call to order; introductions; quorum; minutes; correspondence

· Officer’s Reports

· President- Club assignments for Board meetings; fund raisers  etc.; Telescope deadlines for articles   (Executive Board prior to Board of Director’s Meeting.; Fill Chairmen’s & committee member openings. Ratify the appointments of these chairmen.   Report of District endorsed projects.  How to use the District Website
· 1st VP-Dean- LEAD’s candidate- plan a fund raiser to help with cost of sending our district candidate to the February Board meeting

· Palomar Nominating committee- ask all clubs to submit one name

· 4th VP- Fundraisers- Dates for November & March events

· Treasurer- Report and Scholarship update.  Ratify bills paid.
· Auditor’s supplemental audit between April Convention and June 1st. (vote to accept) 

· Committee reports

· Convention Date, cost & location

· Art Festival Date & cost

· Club Presidents- ask for club flyers, news articles for District History Book


September- ODD (Non-Election Year)
Typical Agenda for Board of Director’s Meeting- September- 2nd Year  ODD- Non-Election Year (morning goodies only, no lunch served- 3 hours maximum meeting time)
Call to Order- Opening Ceremonies:  CALL to order:  9:30 AM
	· Salute to Flag, Patriotic Song & Inspirational Message

· Welcome & Introductions

· Past District Presidents & those seated at the head table)


General Business & Program:  

	· The Minutes

· Appointment of Committee to read the minutes

· Correspondence- Reminder to use District Mailbox-  Corresponding Secretary

· Preliminary Credentials Report- Quorum?
· Program (20 minutes)-  If CF Officer/Chairman speaks, file itinerary form  
· Financial Report

· Treasurer’s Report & Ratify bills paid.
· Audit- state that the Supplemental Audit between April Convention and June 1st  has been approved by the Executive Board.  
· Approved the proposed Budget (printed in the Telescope for review)

· Bylaws & Standing Rules- Parliamentarian- Approved recommendations
· Nominating Committee- presents slate of officers
· Executive Board recommendations


Reports:  (limit 2 minutes per person)

	· District Officers-

· 4th Vice President- Ways & Means- Report on November Fundraiser

· 3rd Vice President- Itinerary opportunities

· 2nd Vice President- Membership; hand out amenity to 1st Timers.
· Promote AREA D Membership Conference (October/November). AREA D- Volunteers to take care of Districts Responsibilities (registration etc.)
· 1st Vice President- Dean

· President

· District Chairmen (or clubs assigned to a department) (each Dept & Special Projects will Report 1 time per administration)
· Legislation & Public Policy

· Women’s History and Resource Center

· Communications & Public Relations

· Any other Chairman who wishes to report (prior notification required)


General Business & Program
	· Final Credentials Report

· Unfinished business

· New Business

· Announcements

· Adjournment, no later than 12:30 PM


November- ODD (Non-election Year)
Typical Agenda for Executive Board Meeting (November)  ODD- Non-Election Year
	· Call to order; introductions; quorum; minutes; correspondence

· Officer’s Reports

· President-
·  Update from Sept CFWC Board Meeting

· Ex Board appoints Election Committee

· 4th VP- Fundraisers- Final info for November Event & review March event

· Treasurer- Report and mid-term audit; Ratify bills paid.
· Committee reports

· Budget- mid term financial review- due no later than 10 days prior to January meeting.

· Convention Date, cost & location

· Art Festival Date & cost

· Distribute Art Contest Booklet (also posted on website)

· Leadership Workshop- District Dean with Club Deans/Club Chairmen


FUNDRAISER
WORSHOP
January- EVEN (Election Year)
Typical Agenda for Board of Director’s Meeting- January- 2nd Year  EVEN- Election Year
(morning goodies only- no lunch served- 3 hour meeting maximum time

Call to Order- Opening Ceremonies:  CALL to order:  9:30 AM
	· Salute to Flag, Patriotic Song & Inspirational Message

· Welcome & Introductions

· Past District Presidents & those seated at the head table)


General Business & Program
	· The Minutes

· Appointment of Committee to read the minutes

· Correspondence- Reminder to use District Mailbox-  Corresponding Secretary

· Preliminary Credentials Report- Quorum?
· Program (20 minutes), if CF Officer/Chairman speaks, fill out Itinerary Form
· Financial Report

· Treasurer’s Report & Ratify bills paid.
· Audit-

· Approved the proposed Budget (printed in the Telescope for review)

· Bylaws & Standing Rules- Parliamentarian- Approved recommendations
· Executive Board recommendations

· Elections


Reports:  (limit 2 minutes per person)

	· District Officers-

· 4th Vice President- Ways & Means- Report on Art Festival & March Fundraiser

· 3rd Vice President- Itinerary opportunities

· 2nd Vice President- Membership; hand out amenity to 1st Timers.
· 1st Vice President- Club Reports Due- Assign Club Judges- Dean

· President

· Committees:

· Art Festival ; Creative Writing Contest Entries Due

· Convention

· District Chairmen (or clubs assigned to Department)  (each Dept & Special Projects will Report 1 time per administration)

· Advocates for Children
· Domestic Violence Awareness

· Community Improvement Contest
· Any other Chairman who wishes to report (prior notification required)


General Business & Program- 

	· Final Credentials Report

· Unfinished business

· New Business

· Announcements

· Adjournment.  


February- EVEN- (Election Year)
Art Judging

Workshop

March- EVEN- (Election Year)

Typical Agenda for Executive Board Meeting (March) EVEN- Election Year
	· Call to order; introductions; quorum; minutes; correspondence

· Officer’s Reports

· President- update from February CFWC Board Meeting.  Club Information Forms (Data blanks) (distributed no later than March 20th ); Palomar’s assignment at State Convention; purchase AD in program
· 1st VP- Dean-  last minute instructions for District Reports/winners to Dean for Certificates

· 4th VP- Fundraisers- Final info for March event

· Treasurer- Report & Ratify bills paid.
· Committee reports

· Convention Update

· Art Festival- final info

· Workshop


***Incoming President may call a meeting for the Incoming Executive Committee Between Elections and June 1st to make appointments.
SPECIAL INVITATIONS SENT OUT FOR CONVENTION
The convention budget typically includes 3 complementary meals for the San Diego and Southern District Presidents, plus the AREA D Vice President.  If you want to invite someone else, the cost should come out of your District President’s desk allowance. 

Send out special invitations to the following officers/chairmen:

4. Past District Presidents- they pay the cost of the meal, they do not pay the registration cost of $8.00

5. San Diego & Southern District Presidents, Area D VP- Complementary

6. Any CFWC Officer or Chairman who lives in our area.  You could also invite DeAnza District President.  These ladies will pay the same price as Palomar District Members.  

April- EVEN (Election Year)

Typical Agenda for April Convention- 2013 is the 55th Annual Convention  EVEN- Election Year
Call to Order- Opening Ceremonies:  Start 10 AM
	· Processional

· CALL to order; salute to the flag; patriotic song; inspirational message

· Welcome and introductions

· Greetings from guests (invite CFWC Board, AREA D VP & District Presidents-San Diego and Southern)


General Business

	· Adoption of convention rules (printed in program)
· The Minutes

· Appointment of Committee to read the minutes

· Correspondence- Reminder to use District Mailbox-  Corresponding Secretary

· Preliminary Credentials Report- Quorum?

· Financial Report

· Treasurer’s Report & Ratify bills paid.
· Audit-

· Bylaws & Standing Rules- Parliamentarian- Approved recommendations
· Elect or ratify appointment of candidates to CFWC Committees- Bylaws and Resolutions.  

· Dean’s Report

· Hazel Erickson Scholarship Award


Awards & Club President Reports-(2 minutes each)
	· Special Awards:

· Domestic Violence Awareness

· Advocates for Children

· Communications & Public Relations
· Women’s History & Resource Center

· Legislation & Public Policy

· Fundraising

	· Club Presidents- Year End Report

· Bonsall

· Carlsbad 

· Escondido

· Fallbrook

· CWONC

· Julian


April Convention (con’t)

Luncheon 

	· Blessing and lunch  *** Collect can also be song as the “blessing”


Awards & Club President Reports (2 minutes each)
	· Special Awards

· Membership- first timers; membership awards (Silver tray for highest % of club attendees at District meetins) CF pin drawing & meeting attendance drawing

· Leadership 

· Public Issues

· International Outreach

	· Club Presidents- Year End Report

· Oceanside

· Poway

· San Dieguito

· Valley Center


Entertainment
	· Entertainment (20 minutes max)


Awards & Club President Reports-( 2 minutes each)
	· Department Awards

· Homelife

· Education

· Conservation

· Arts

	· Club Presidents- Year End Report

· Vista

· Stars of Palomar


Installation of Officers- Approximately 30 minutes

Closing Ceremonies- Adjourn 2:00/2:30 PM
	· District President’s Yearend report

· Raffle & Door prize drawings

· Announcements; collect, closing song; adjournment
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