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Dear New Statel eader:

It'sexcitingtowel comeyoutotheUnited StatesWomen of Today! Y ouhavetakenonaresponsibility that
hasthepotential to providemany opportunitiesfor yourself, for membersof your new stateandtothe
communitieswhichyouwill serve.

Y ouareapioneer, yet youarenot alone. Throughthenetwork of support that isprovided by theUnited
StatesWomenof Today, youwill:
** Recelveideasfor projectsand promotion
** Enjoy thesupport of national officersand membersof other states
** Haveopportunitiesto meet othersand exchangeideaswithmembersfromthroughout the
United States
** Recelveinput about theadministration of Women of Today inyour state

ThisNew State OperationsGuideisprovided asass stancein setting up theadministrati vestructure of your
state. Thematerial swereacquired from stateand national officerswho havehad experienceintheareas
discussed. Itisrecommended that theseguidelinesbefollowed asyou planfor thefutureof your state. By
doing so, youwill betaking advantageof time-tested programs, and thestatewill haveasimilar structureto
other U.S. Women of Today states.

Someof theinformationispertinent now, whileother areaswill beused asyou grow and theneed arisesto
expand. Y ouareencouragedtoreadthroughall of thematerials, ask questionswhenyou havethemand
incorporateaccordingtoyour settime-line. Naturally, youareal soencouragedtoaugment withideasof
your own.

Y ou areaddingtothesuccessof theUnited StatesWWomen of Today. Our best wishestoyou, alongwith
gratitudefor workingtoimprovethequality of lifefor your membersandyour communities.

Sincerdy,

United StatesWomen of Today



STATE BOARD OF DIRECTORS

. TOSTART

A. One-chapter state
1. Local officersserveas"state" officers
2. Refer toinformati on about chapter management to set up structureof chapter offices
B. Asnew chaptersare added to state
1. FutureDirectionsCommittee
a. Inviteacommitteeof interested membersto study theneedsof your state
b. Havethem determinethebest way to proceedin setting upamoredefinitestate
sructure
c. Present recommendationsto chapter(s) for vote
d. Keepcommitteein place, changing membersaccordingto set plans, sothat it stays
"fresh”
2. Decidewhentoforma"state"
a. Baseyour decisiononcommitteerecommendationsand need
b. Two or morechapterscould usesomestatestructure
1.) Withtwo or threechapters, you may simply want to exchangenewsl etters,
communicateregularly and set upvisitstoeach chapter
2.) ElectaState President
a.) Serveasaliaisonbetweenthechapters
b.) Setupa"state" meetingor gathering
c¢.) Communicate
c. A statewithfour or morechaptersshould beginto havemorestructure
1.) Elect officersother thanaPresident
2.) Outlineduties
3. Planfor officersaccordingtotheneedsof your state
4. Implement officesthroughelection
5. Provideoutlinesfor officers
a. Includeinby lawsand policiesof your state
b. Detail theexact operationsof theofficerssothat they haveareferenceguide
6. Work fromwhereyouare, gradually increasingandfine-tuning

[I. STATEOFFICERSTRUCTURE

A. State Staff - Elected Officers
1. Basicofficesandduties
a. President
1.) Overseeoperationsof state
2.) Encouragethegrowth of each chapter and thestatethrough membership
promotion
3.) Supervisestateofficers
4.) Providesupport and encouragement to chapters
a.) Assistwhenneeded
b.) Visitchaptersand promotestateactivitiesand organization
c¢.) Communicateregularly
5.) Serveastheliai son betweenthenational organizationandthestate
6.) Presideat all meetingsof thestate



b. VicePresident
1.) Assumedutiesintheevent thePresidentisunabletofulfill them
2.) Takeondutiesdeemed necessary by the President
3.) May beinchargeof acertainareaof emphasisand superviseany officers
servingunder them
a.) Membership
b.) Programming (may dividebetweenexternal andinternal)
C. Secretary
1.) Maintaintheminutesat all meetingsof theorgani zationand providecopies
2.) Responsiblefor publicationof astatenewsl etter
d. Treasurer
1.) Overseeall recei ptsand disbursementsof theorganization
2.) Provideawrittenfinancial statement at each meeting of the State Staff
3.) Managetheincomeand disbursement of membership duesandkeeprecords
4.) Havebooksaudited at year end
e. Parliamentarian
1.) Writingandrevisionof By Lawsand Policiesof thestate
2.) Promotingtheuseof correct parliamentary procedureto stateofficersandto
chapters
f. ProgramManagers
1.) Promoteprogramsof theUnited States\Women of Today
a.) FocusonWomen
b.) Project Recognition
c.) ST.E.P.
d.) External Areasadoptedfor promotionby U.SW.T.
e.) PublicRelations
f.) Persona Enrichment
g.) Extensions
2.) Options
a.) ProgramManagersfor eacharea
b.) Combinetwo or moreareasand placeunder oneperson'sresponsibility
¢.) Combineprogram promotionresponsibility with State Staff Officer
2. Addofficesasstateneedrequires
a. MembershipVicePresident
1.) Promoteeducation of chaptersonmembership
2.) Keepaccuraterecordsof membership statisticsand usethemto efficiently
promotethearea
b. Internal and External VicePresident or Community Devel opment VicePresident
1) Internal inchargeof internal programsand/or program managersof thestate
2.) External inchargeof external programsand/or program managersof thestate
c. OperationsVicePresident
1.) Inchargeof operationsof thestate
a.) Settingup statemeetings
b.) Managing office-typedutiesof thestate
1.) Publishingbeginningof year officer lists’/Planof Action
2.) Manuals
3.) Awardorders/nametagsfor officers



d. Chapter Management VicePresident
1.) Concentrated attentionto chapters(overseesL ocal Presidents)
2.) Provideinformationto chaptersabout themost efficient, effectivewaystorun
thechapter
3.) Overseeachapter management programto encouragewel l-rounded chapter
involvementintheorganization
a.) Pointsystem
b.) Competition between chaptersmay bedesired
c.) Examplesof asystemareincluded
e. Digtrict Directors/RegionDirectors
1.) Putinplaceasnumber of chaptersincreases
2.) District Directorswould haveanumber of chaptersto supervise
3.) Reportswould begiventothestate
4.) Digtrictshavemeetingsother than statemeetings

[Il. OPERATIONOUTLINEFOROFFICERS
A. Anoperationoutlinediffersfromdescriptionof duties
1. Operationoutlineisastep-by-step, chronol ogical outlineof specificresponsibilities
2. Descriptionof dutiesisageneral outlineof responsibilities, similar tothat described
above
B. Asofficer positionsareimplemented, an Operation Outlineshould bebegunfor each
1. Asthepositionexpandsandisdevel oped, revisionsshould bemadetotheoutline
2. Recommendrevisionseachyear by theoutgoing officer
C. Itisnotalwayspossibletoverbally, or withfilespassonall informationtoanew officer. An
Operationoutlinewill providetheinformationanew officer needs. Shewill haveittorefer
toat any timeduringtheyear.
D. Guideforoutline
1. Beginningof year
2. Anytrainingsessions, special mailings
3. Priortomeetings
4. After meetings
5. Specificduties
E. Sampleof detailed operationoutlinefor President
1. Beginningof year
a. Compilelistof stateofficers
1.) Copy for National President
2.) Copy for each State Staff member
3.) Copy for each chapter
b. Developgoalsand planof action
c. Continueinthismanner, describing detail sof itemsthat need to becompl eted at the
beginning of theyear
2. Priortomeetings
a. Arrangefor ameeting place
b. Arrangefor specia speakersandforums
c. Print scheduleand promotemeetingto chapters
d. Continueinthismanner, describing detail sof itemsto compl eteprior toameeting
3. Continuewith operationsoutlineinthismanner
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HOW TO DEVELOPA CONSTITUTION

A. A constitution isthebackboneof your stateorganization. It should contain:
1. Thenameof theorganization
2. Thepurposeof theorganization
3. Qudlificationsof membership
4. Criteriafor becomingofficers
5. Criteriafor holding el ectionsand meetings
6. Methodsof amendments
7. Congtitutionseldomchanges

B. By L awsarethe permanent body of legislativerules.
1. Therulesby whichanorganizationoperates
2. Seldomany differencebetweentheConstitutionand By Laws
3. Most organi zationscombinethetwo
4. By Lawschange, adjust and grow asyour state organi zation changes, adjustsand grows

C. Policies- A Guideto Operation
1. Assist membersinunderstandingtheoperationsand functionsof theorgani zation
2. Giveyouacourseof actionand how to operatewithinyour By Laws
3. Changesand adjust towork withBy Laws




SAMPLECONSTITUTION

ARTICLEI-NAME OF ORGANIZATION

Sectionl Thenameof thisorganization shall bethe Womenof Today

ARTICLEII - PURPOSE
Sectionl Thepurposeof thisorgani zationwill be:
a. Topromotecommunity involvement through projectsand programs
b. Topromotethedevel opment of leadershipskills
c. Topromotethepersonal growthof al individua members
Section2 Thisorganizationwill benon-partisanandnon-sectarian

ARTICLEII -AFFILIATION

Sectionl Thisorganizationisaffiliatedwiththe Women of Today andthe
United StatesWomen of Today andissubject totheBy L awsand Policiesof such.

ARTICLEIV-GOVERNMENT

Sectionl TheGovernment of thisorgani zation shall bevestedinthemembers, represented by
theBoardof Directors

Section2 Theofficersshall consistof aPresident, Internal VicePresident, External Vice
President, Secretary, and Treasurer. Theseshall beelected by thegeneral
membership, asprescribedintheBy Laws. (Thiscanbemodifiedonaindividual
chapterbasis.)
ARTICLEV-AMENDMENTS
Section1 Thisconstitution may beamended by atwo-thirds(2/3) voteof themembership of
thisorganization present at any regular or special meeting providingaquorumis
present.

Section2 Written noti ceof the proposed amendment must be presentedtothemembership at
|east 30daysprior tothedateof suchmeeting.

BY LAWS
ARTICLEI-MEMBERSHIP

Section1 Membershipinthisorganization shall beopentoany personat least 18 yearsof age.



ARTICLEII-DUES

Sectionl Annual duesfor membershipinthisorganizationshall be$ eachyear. Dues
arepayabletotheTreasurer onor beforethe 10th day of theanniversary month of

themember.

Section2. Noticeof duesowingshall begiventothemembersby the Treasurer 30 daysprior to
theduedate. If duesat not paid by themember, that member shall bedropped from

theroster of the(local) Women of Today and the(state) and United States\Women of

Today.

Section3 Thisorganizationshall pay stateduesof $ andU.S. duesof $
totaling$ foreachmember.

ARTICLEIII - FINANCES
Sectionl Thefiscal year shall befromMay 1stto April 30th.

Section2 A budget shall be prepared by theBoard of Directorsand must be presented to and
approved by thegeneral membership.

Section3 Disbursementsof moniesunder $25.00 not providedforinthebudget shall be
approved by theBoard of Directors. Disbursementsof moniesover $25.00shall be
approved by thegeneral membership.

ARTICLEIV-MEETINGS

Sectionl General membershipmeetingwill beheldonthe of eachmonth.
Board meetingswill beheldonthe of themonth.
Section2 A majority of themembership present, ingood standing and entitledtovote,

constitutesaquorumfor thetransaction of business.

Section3 A specia meetingmay becalled by thePresident, or upon application of twenty-five
(25) per cent of themembership. Membership shall benotified of suchmeeting.

ARTICLEV -ELECTIONS
Sectionl TheMarch(or April) meetingwill bethe Annual Electionmeeting.

Section2 A nominatingcommitteewill beappointed by thePresident andwill consist of three
(3) members. Thiscommitteeshall proposecandidatesfor al electiveofficesat the
March (or April) membershipmesting.

Section3 Nominationsfromthefloor will beacceptedat theElectionMeeting. Electionswill
beconducted by secret ballot. Thecandidatereceivingthemajority of voteswill be
declaredelected.

Section4 Each member will beentitled to onevoteupon each matter submittedtoavoteat a
meeting of theorganization, providingthemember ispresent.



Section5 Whenavacancy ontheBoard occurs, the President may fill thisvacancy by
appointment, until anelectioncanbehel dat thenext general membership meeting.

Section6 Officerselected at theannual Electionmeetingwill takeofficeonMay 1.
ARTICLEVI-BOARD OF DIRECTORS

Sectionl Dutiesof theOfficers
President - ThePresidentwill presideat all general andboard meetingsandwill have
general supervisionof theorganization. He/Shewill beanex-officiomember of all
committees.
Internal VicePresident - Intheabsenceor resignation of the President, thel nternal
VicePresidentwill assumeher duties. He/Shewill beresponsiblefor theinternal
programsoffered.
Externa VicePresident - TheExternal VicePresident will beresponsiblefor any
externa programsheldandfinding chairmenfor such.
Secretary - The Secretary will record and keep theminutesof all meetingsand keep
recordsof attendance. He/Shewill conduct correspondencefor thestate.
Treasurer - TheTreasurer will receiveand safely keepall fundsof theorganization
and disbursefundswiththeconsent of the President and theBoard of Directors. A
monthly and annual report will bemadetothemembership. Havestatebooks
ditedat year-end.

Section2 TheBoard of Directorsmay meet oncall of thePresident or onrequest of onehalf
(1/2) of itsmembers. Onemorethan half of themembersof theBoard shall be
present to constituteaquorum.

ARTICLEVII-RULESOFORDER

Sectionl Robert'sRulesof Order, Newly Revised shall decideany matter not coveredinthe
congtitutionand By Lawsof thisorganization.

ARTICLEVIII-AMENDMENTS
Sectionl TheseBy Lawsmay beamended by atwo-thirds(2/3) voteof thememberspresent
at any regul ar or special meeting providingaguorumispresent and proper noticehas

beengiven.

Section2 Themembersshall receiveanoticeof pendingamendmentsat | east thirty (30) days
inadvanceof themeetingwherevotingwill takeplace.

10



HOW TO DEVELOPA CREED

A. Creedisany systemof belief or of opinion
1. Shouldreflectyour purpose
2. Shouldreflect belief of al of your members
3. Shouldbeapersonal statement of belief
a.) Reflectwhy membersjoin
b.) Directionall memberswill take
4. Many statesusetheU.S. Women of Today Creed
a.) Itwasdevelopedfor all members
b.) Reflectsour belief asanational organization
5. Creed should be
a) Smple
b.) Longlasting
c.) Givestrength
6. Sample Creeds
a.) Girl Scout Creed
On my honor | will try to serve God, my country and mankind and to live by the
Girl Scout laws
b.) U.S. Women of Today Creed
We, the United Sates Women of Today,
Are dedicated to serving our community and nation,
Are committed to strengthening our individual talents,
And stand united by our friendship and belief in the future.

11



STATELOGO

A. Statelogogivesyour stateorganizationanidentity
1. Continuesyear toyear
2. Usedby all stateofficers
3. Usedonstationery, cards, manual s, membership cardsand adverti sements
4. Giveaprofessional imagetoyour stateorgani zation

B. Developastatelogo
1. Makeitsimple
2. Don'tmakeit personal
3. Makeit something every member inyour statecanidentify with

C. SamplelL ogos(seenext page)
1. U.S.Womenof Today logoreflectsour national organization
2. Missouri Women of Today logoreflectstheMissouri membership
3. StatePresidentlogoreflectspersonal theme

Missouri Women of Today

12



STATEPLAN OFACTION

A. Planof Action, your road mapfor theupcomingyear

1. Shouldinclude
a.) Goals- bespecific
2. Planonachievingyour goals
3. Communication
4. Budget
5. SamplePlanof Actiontohelpyou:

SAMPLEPLANOFACTION

|. Membership Growth - Base+ 1 Plan
A. New Members
B. Retention
C. Extensions

[1. Programming
A. PromoteExternal Program(s)
1. U.S externa area(s)
a. Educational efforts
b. Fundraisingefforts
2. Other stateprograms
B. Promotelnternal Programs
1. STEP.
a. Certification
b. Competition
2. EffectiveSpeaking
a. Certification
b. Competition
3. EffectiveWriting
a. Certification
b. Competition
4. FocusonWomen certification
5. Other stateprograms

[11. StateMeetings
A. Placeand date
B. Special event
C. Trainingforums, competitions, etc.
D. Other

V. Communications
A. Monthly State President'sReport
B. Outgoingcommunication
1. Tostateofficers
2. Tochapters
3. Toindividua members
4. Other
C. Incoming Communication
1. Fromstateofficers
2. From chapters
3. Fromnational staff members
4. U.S. Newsletter

V. Recognitionand awardsoffered
A. Local members/chapters
1. National
2. State
B. Local officers
1. National
2. State
C. Stateofficers
1. National
2. State

VI. Travel

A. Visitstochapters

B. Extensionmestings

C. National meetings
1. MidY ear Meeting- first weekendin

November (Friday through Sunday)
2. Convention - secondweekendin June
(Thursday through Sunday)

VII. Budget
A. Statebudget allotment
B. Sponsorships
C. Personal alotment

13



ARTICLESOFINCORPORATION

TheArticlesof Incorporationarecompl eted by thechapter President with hel pfromtheExtension Teamat
thePresident'sOrientation. (Pleaseremember that theregul ationsregardingthefiling of Articlesof Incorpo-

rationinyoustatemay vary. Check withtheofficeof your Secretary of Statetobecertainof whatis
needed.)

Thisistheofficial document for establishingthechapter asalegal entity inyour state. Usetheform headed
"Articlesof Incorporation.” Y oumay get thisformfromyour states Secretary of State.

1. Inthedocument heading, first paragraph, Articlel, Articlell, Article X, and signature

line, insert thenameof thenew chapter. (For example, " St. Cloud Women of Today.")

2. InArticleV, thechapter must establishapermanent address. A Post Officebox number
withthe Post Officestreet addressworksbest. (Permanent addressisvery important
becausethereisafeefor any addresschange.)

3. Under Articlelll, thenameof theBoard of Directorsor officersshoul d beinserted: these
individual swill alsoserveastheofficial incorporatorsof thegroup.

4. Thechapter'sPresident and Secretary should executetheArticleson page 3 of the

Articlesof Incorporationinthe presenceof twowitnessesand anotary public.

Sendthecompletedformwith$ to:
(Y our States Secretary of State)

Whenyoureceivetheapproved copy of your Articlesfromthe Secretary of State, send acopy withthe
stamped number onittoyour State Treasurer.

Set upapermanent filefor thechapter'simportant papers. Filethecopy receivedinit.

14



STATEAND FEDERAL TAX FILING

FEDERAL EMPLOYERIDENTIFICATIONNUMBER
TheFedera Employer | dentification Number issometimesreferredtoasFederal |D Number or Federal
Tax D Number. TheChapter Treasurer filesthese papers.

Y ouwill needtocompleteform SS-4. Itisvery simpleandthereisnofeeinvolved. Sendthecompleted
formto:

IRSSERVICE

KANSASCITY, MO 64999

STATETAXIDENTIFICATIONNUMBER (FORM MBA)
Chapter Treasurer filesthisformafter recelvingtax identificationnumber fromthe Federal Government.

CompleteForm MBA and sendtotheaddressgivenbelow. Theformissimpleandthereisno cost.
Y our StatesDepartment of Revenue
IncomeTaxDivison

FEDERAL INCOMETAXEXEMPTIONSTATUS
Chapter Treasurer compl etesthisform after sherecelvestheFederal | dentification Number.

Y ouwill needto completeForm 1024 and Form8718. AttachaCOPY of your Articlesof Incorporation
and asigned copy of your By Lawsfor Form 1024. Attach Form 6718 to Form 1024 and send themwith
therequiredfeeof $ to:

INTERNAL REVENUESERVICE

EP/EODIVISION

230S. DEARBORN

DPN 20-5

CHICAGO, IL 60604

Filethereturnletter stating your exemption statuswithyour important papers. Thisisavery important and
vauableletter.

STATEINCOMETAXEXEMPTIONSTATUS
Chapter Treasurer completesthisafter receivingtheFedera Tax Exemptionstatus. Completeformand
senditto:

Y our StatesDepartment of Revenue
IncomeTaxDivison

Y oumustincludeacopy of your Federal Tax Exemptionletter. Filethereturnletter statingyour exemption
statuswithyour important papers.

FOR COPIES OF FORMS OR QUESTIONS CALL THE IRSAT 1-800-424-1040 OR
YOURSTATESDEPARTMENT OF REVENUE

15



LIABILITY INSURANCE

Somestateorgani zationsmay carry aLiability InsurancePolicy. Thiscoversall chaptersthroughouttheir
state. Examplesof coverage: medical expensesfor food poi soning or someone'ssprained ankleata
chapter dance. Special ("Dram Shop") insuranceisrequiredfor sellingal coholicbeverages. Servingsuch

beveragesat achapter event, suchasWineand Cheesetasting social, iscovered under aconcept called
HostLiquor Liahility.

Instateofferinginsurance, coverageisnot optional , so payment of premiumismandatory. Check with
statesif youareinterestedinacquiringthiscoverage.

16



KEY TREASURERRESPONSIBILITIES

1. PrepareaBudget
A. Determinewhat kindsof incomeyouwill have
B. Determinewhat kindsof expensesyouwill incur
C. Y ourincomeshoul d exceed theexpenses

2. DuesBillings
A. National sendsout alist each quarter
B. State Treasurer or MembershipVicePresident sendsout tolocal chapters
C. Local chapterssendintheir duesandlisttostate
D. State Treasurer sendsacheck to National Membership VicePresident
E. Duesarebased on number of members

3. Fundsaccounting
A. Establishacheckingaccount
B. Determinehow officersaretovoucher for their expenses
C. Pay expenses/makedeposits
D. Establisharecord-keeping system

4. Start-up procedures-- new statesonly
A. Applicationfor aFederal Tax Identification number
B. Applicationfor Articlesof Incorporation

5. Waysand Means- Optional Duty
A. Itemsthat canbesoldfor profit by thestatetoitsmembers
B. Inventory records

17



SAMPLESTATEBUDGET

ANY STATE WOMEN OF TODAY

19 -19  BUDGET

INCOME
Dues (50 members X $10.00)
WaysandMeans
Miscelaneous

TOTAL

EXPENSES

President

VicePresident

Secretary

Treasurer
ProgramManager
ProgramManager

National Dues(50 membersX $4.00)

Miscelaneous

Newdletter

WaysandMeans

Carry over (for next year start-up)

TOTAL

18

$500.00
100.00
10.00

$610.00

$100.00
50.00
25.00
25.00
25.00
25.00
200.00
10.00
50.00
50.00
50.00

$610.00



DUESBILLINGS
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SAMPL EEXPENSEVOUCHERFORM

ANY STATE WOMEN OF TODAY
EXPENSE VOUCHER FORM

PAIDTO CHECK #
ADDRESS
ACCOUNT
TOTALAMOUNT
QTY I TEM PURCHASED JS_«M OUNT

TOTAL

20



STATEAND NATIONAL DUES

Eachstateisassigneda”"number" by theUnited StatesWomen of Today dueshiller. Eachlocal chapteris
assigned anumber a so; thisnumber should berecorded on each pieceof correspondencetothenational
membershipvicepresident. Thisnumber appearsonevery dueshbillingform; therearefour billingseach
year.

DueshillingsaresentfromtheU.S.W.T. dueshiller to ONE contact personineach state. Thatindividual
sendsthemto chapterswithintheir ownstate. Each statehastheoptionof havingthedueshbilling sent
directly toboththestate contact and thelocal chapter (for afee). L ocal chapterscollect duesandreturn
themtotheir statecontact (usually aMembershipVicePresident or Treasurer). Thestatecontact sends
themtothenational membershipvicepresident; sheinturnrecordsthestatisticsfor each chapter and state,
thenforwardsthemtothedueshiller to beentered onto chapter rosters(which each chapter alsoreceives
quarterly).

All duesand new member addinformation should besent EACH MONTH tothenational membershipvice
president, postmarked onthe1st.

National duesare$ per member. Each satesetstheir ownduesratefor membership, whichwill
includetheamount senttothe United States\WWomen of Today.

All duessubmissionsfor new membersshouldbesentinontheU.SW.T."Addand ChangeForm." State
contactswill get thesefromthedueshiller or thenationa membershipvicepresident.

Statecontactsshouldkeeparecord of recruiter informationthroughout theyear and submitittothenational
membershipvicepresident by May 1st, solocal chapter memberswho haverecruited other new members
duringtheyear arerecognizedfor their achievements. U.S. Women of Today recognizeslocal members
who haverecruited 5 or moremembersbetween May 1stand April 30th.

TRACKINGMEMBERSQUARTERLY

Each quarter whenthestate contact recei vestheduesbilling and updated chapter rostersfromtheU.S.
Womenof Today dueshiller, itisimportant tohavelocal chapterscheck their roster and verify all informa-
tion, especially spelling of names, current addressesand accuracy of themembershiplisted. Any changes
madeonthedueshbilling canbewrittenright ontheformbeing returned; if changesaremadeany month
other thanthequarterly renewalss, it must besentinonthe" Addand Change" Form.

Itisvery important tosendinall new member information at theend of eachmonth, evenif theremay only
beoneor two new members.

21



ADD AND CHANGE FORM

Thesearefour-part forms. Thelocal chapter keepsthegold copy andforwardsthepink, yellow andwhite
tothestatecontact. Thestate contact keepsthepink copy and forwardstheyellow and whitecopy tothe
U.S. Womenof Today Membership VicePresident, withacheck for $ PERMEMBERfromtheir
state. Thereisamonthly duessubmissionformthat accompaniesthe Addand Changeforms. NOTE: A
separate Add and Changeform should becompleted for EACH LOCAL CHAPTER submittingnew
membersor changes.

TheinformationrequiredontheU.S. Women of Today Addand Changeformisasfollows: Whether a

new member or changetoexisting, social security number, last name, first name, mailingaddress-city, state
and zip code, monthandyear of birth.

TRANSFER FORMS

A Transfer Formisused only whenamember i stransferring from onechapter toanother withinastateor
fromonestatetoanother state. Thisformisintriplicateand must becompleted by thelocal chapter
member andlocal president that thismember istransferringINTO. Thisinformationisagainforwardedto
thestatecontact and thenontotheNational MembershipVicePresident. NOTE: A memberisonly
allowedtobelongto ONElocal chapter and state, nodual membershipisallowed.

MEMBERSHIPBROCHURES

Membership brochuresareavailablefromtheNational Treasurer for acost of $ . Theyare
threecolor brochures, red and blueink on white paper, and wereupdatedin June 1993. Please contact the
National Treasurer toobtainbrochuresor torequest asample.

MEMBERSHIPBASE FIGURES

A Chapter or State Basefigureisthenumber of actual membersthat alocal chapter OR astate BEGINS
theyear withonMay 1st. The"BasePlus1" membership planisdesignedto help chaptersendtheir year
withoneor moremembersthanthey begantheyear with.

If at any timeachapter membership dropsbel ow FIV Emembersfor atotal of THREE quartersinarow,

they will bedropped asamember chapter; thoseindividua memberswhoseannual dueshaveNOT yet
expired, will automatically becomepart of an"atlarge” membershipwithinthat state.
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ELECTION PROCEDURES

A. Termof Office: Stateandlocal officersshould beelected or appointed for aterm of one(1) year,
beginningMay 1standending April 30th. Intheevent of reappointment duringtheyear, aterm
couldbedefined asaperiod of nine(9) monthsor longer. Electionsfor stateofficersshouldbe
heldinApril or May of eachyear.

B. Qualifications. Specificguidelinesshouldbeset uptoinsurethecohesivenessof theelectedor
appointedofficers. EXAMPLE: Membersof the" ExecutiveBoard" should probably have

served asalocal chapter president, and oneyear onthestateboard. The" StateBoard" would

likely includespecificprogrammangersor promotersof different areas, anexampleof aprogram

manager woul d besomeoneoversee ng thepromotionand paperwork for theinternal program-
mingareasor another nationally (U.S.W.T.) endorsedfoundation. " StateBoard" membersmay be
appointed by theincoming" ExecutiveBoard."

C. Guidelines: Ingeneral, theexecutiveboard should bestructured sothat thereissomeone

responsiblefor thedirect transfer of informationfromtheU.S.W.T.toall local chapterswithin
your state. For example: President, Membership VicePresident, Programming VicePresident
(couldbedivided betweeninternal or personal enrichment and external or Foundationswe
endorse), Secretary and Treasurer.

D. Voting: Shouldbeheldat thestate'sannual meeting, withthenew officersassumingtheir duties
immediately followingthecloseof that meeting. V oting should beby secret ballot, witheach
local chapter represented, havingavote. Somestatesall ocatevoting delegatesaccordingtoa ra-
tioof membersineach chapter, i.e., larger chaptershaving morevotes; othersgiveeach

chapter onevote.

E. Filingfor Office: Candidatesfor officeshouldberequiredtocompleteakFilingForm, whichgives
informationabout thecandidate, their qualificationsand what chapter they arefrom. It'salsoa
goodideatorequirea”Planof Action" or somedocument that thecandidatecan statetheir
intentions, goal sand proposed methodsof implementati on during theupcomingyear.

Campaigning at theannual meeting should beencouraged but dueto contested el ections,
monetary limitsshould beplaced oncampaignsat eachlevel, i.e., Presidential, VicePresidential,
Directors, etc.
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PURPOSE OF KEEPING ACCURATE RECORDS

A. Consistency - Set methodsof record-keeping awaysproducepositiveresults. Thiswill alsomake
thetransitionandtrai ning of new officersmuch eas er andtakel esstime.

B. "I can'tfindit" syndrome- K eeping up-to-dateinformationand copiesof correspondencein
order, hel pslocateneededinformationinahurry.

C. Trends- Trackingyour chaptersand membership statisticsisagoodindicator of what youmay be
doingright or wrong, aswell asserving asabasi sto set and eval uategoal sonacontinual basis.

D. Reviewingandupdatingmember informationinsuresthat your chapterswill receiveinformationin
atimely manner.

E. It providesapermanent record of your achievements, and allowsyouto recognizeyour members
fortheir achievements.
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UNITED STATESWOMEN OF TODAY
BOARD OF DIRECTORS

Membersof theBoard of Directorsincludethe Staff and the State President.

USWOMENOFTODAY MEETINGS

Boardof Director Meetingsareheldat MidY ear and National Convention.

MidY earisheldthefirstweekendin November (Friday through Sunday). L ocationisdetermined by the
Presdent.

National Conventionisheldthesecondfull weekendin June(Thursday through Sunday). Locationis
determined by themembershipat thepreviousConvention. Any stateinterestedin presentingabidto host
the Convention should contact the President or Chairman of theBoard. Copiesof thebid must besentto
membersof theBoard of Directorsat | east thirty (30) daysprior tothe Conventionat whichthebidwill be
presented.

U.SWOMENOFTODAY VOTING

StatePresidents, or their designated al ternates, arethevoting membersof theBoard of Directors. Each
staterepresented at aBoard of DirectorsMeeting hasonevote.

Proportional votingisusedat theGeneral Membership Meetingand Annual (Election) Meetingat National
Convention. Thenumber of voting del egatesdependsonthestatemembership at thecloseof fourth
quarter, April 30th, precedingtheConvention.

Elected positionsincludePresident, MembershipVicePresident, ProgrammingVicePresident, Secretary
and Treasurer. Program M anagersand Directorsaredetermined by theoutgoing Board of Directors,
based on bi dspresented by those seeking each position. Positionsappointed by thePresidentinclude
Parliamentarianand Presidential Assistant(s).
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COMMUNICATIONS

NATIONAL COMMUNICATIONS

1. Bi-monthly Newsl etter to L ocal Chapters(Thisbeganin1995-96. Prior tothat timeamonthly
newsletter wassenttoall StatePresidents. Thisissubjecttochange.)
a. Annual Subscriptionsavail abletoany member
July - Junesubscription costs$ payabletoU.S. Women of Today
SendtoNational Secretary
2. Mailingsto State President or State Contact
a. ProgrammingandMembershipinformation
b. Incentivesand emphasi smonth promotions
c. Requestsforinformation
3. Specia mailingsto:
a. StateProgrammingand MembershipVicePresidents
b. StateProgram M anagers- current national programming areas
c. StateExtensionand PublicRelationsDirectors
4. Presidentia Mailingto StatePresidents

STATEBOARD COMMUNICATIONS

1. Monthly Newsdl etter to Chapters

2. Specia mailingsasnecessary

3. Phonecommuni cationasnecessary

4. Monthly reportssent to State President

5. Monthly reportssent to corresponding National Officers

CHAPTERCOMMUNICATIONS

1. Monthly Newsletter toall members

2. Phonetreeto members

3. Monthly Chapter report sent to State President

4. Membershiprenewal s/programming certificationssent to Statequarterly, new member addssent
monthly
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NEWSLETTERS

STATENEWSLETTERS

Articlesby State Officers
Membershipupdate
I ncentivesor Promotions
Nationd
State
Mestingminutes
Awardspresented at StateM eetings
Advertising/sponsorshipstounderwritecost of newsd etter

CHAPTERNEWSL ETTERS

Articlesby Chapter Officers
I ncentivesor Promotions

National promotions

Statepromotions

Chapter incentives
Articlesby Project Chairs

UpcomingProjectinformation

Thank yousfor participationandleadership
National/State/Chapter Awardspresented
Mestingminutes
Advertising/sponsorshipstounderwritecost of newd etter
Personal "touch” items:

Congratul ationsonmemberssuccesses

Birthdays

I ntroductiontonew members

NEWSLETTERDISTRIBUTION

Newd ettersreceived by thechapter should beavail ableat general membershipmeetings

All newdetters(stateor local) shouldbekeptinafilefor reference

Copiesof achapter newsdl etter should besent tothe State Presi dent and additional stateor
district officersasthechapter decides

Copiesof astatenewsl etter should besent totheNational President (somestatessendtheir
newsd etter totheentireExecutive Committeeor Staff, if their budget all ows)
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UNITED STATESWOMEN OF TODAY PROGRAMMING

1. Therearenational programmanagerswhooverseeeachinternal and external programmingarea.
a. Youwill needto appoint acontact person for each of theareas(or the President or Vice
President can handleinabsenceof alarger board)
2. National Program M anagerscorrespondwithastatecontact for eacharea
a. Namesof memberscertifyingineach areaaresubmitted to program managersand
certificatesaregivento statesfor presentation
3. Internal Areas
a. Focuson Women - awomen'sawarenessprogrammembersmay certify in
1.) Anessay contestisheld at year end
b. Project Recognition-local projectinformationiscompiledand submitted for competition
against other local chapter projectsat midyear andyear end
c. Persona Enrichment
1.) Effective Speaking- for thosemembersinterestedinlearningtobeamoreeffective
Speaker
2.) EffectiveWriting- for thosemembersinterestedinlearningtobeamoreeffectivewriter
a.) Competitionareheldineachat midyear and year end
3.) Personal Enrichment Courses- for thosemembersinterestedinlearning moreabout
themselvesand wantingto better themselves. NOTE: TheU.S. Women of Today
publishedal eadership Coursein 1994 and presented aTeam Building coursefor
adoptionin 1996.
d. S.T.E.P.- Success Through Enthusiastic Participation
1.) A member activationandretentionprogram
2.) Competitionisheldat year end - resume'issubmitted by thecompetitor
4. Externa Areas
a. Twoexternal areafoundationsmay beadopted for a3 year period (onarotating basis)
1.) Foundationswehaveworkedwithinthepast haveincluded: Marchof Dimes, Cystic
Fibrosis, Lost ChildNetwork, Arthritis, Leukemia, and RESOL VE.
2.) Program managersineach of thetwo areasprovideeducational material; for statesto
useand recognizechaptersfor fundraisingand educational projectsheld.

HOW TOBEGIN STATE PROGRAMMING

1. Inthebeginningthe State President or Vice President may wishto bethe contact person- or
appoint aninterested member and notify thenational program manager of eachareawhohas
beenappointed. To speedthingsupyoumay notify theNational President and shewill forward

theinformation.

2. Asthestategrows, youwill wishtohaveyour VicePresi dentssupervisingyour stateProgram
Managersfor each of theareas.
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HOW TOWORK WITHNATIONAL PROGRAMMING

1. Submit any questionsor namesof members/chapterscertifyingtotherespectiveProgram M anager
2. Obtaininformationfrom national oneachareaand makeit availabletolocal chaptersand
members. Y oumay usespecia mailingsor thestatenewsl etter for this.
3. Internal Areas
a. Encouragemembersto participateintheindividual internal programmingareasandto submit
completed certificationformstoyour own statecontact andthecontact will forwarda
Verificationfor Certificationformlisting thenamesand chaptersof thosecertifyingtothe
respectivenationa programmanager
4. External Areas
a. Local chapterssubmit atransmittal formfor eachproject held (educational or fundraising) to
therespectiveprogrammanager for recognition. Any questionsmay bedirectedtothelocal
foundation officeregarding thefoundationandthenationa programmanager regardingany
promotionquestions. A budgetisprovidedfor thestate program manager fromthefounda-
tionandthenational programmanager cananswer any questionsregarding expenses, etc.

HOW TO ADOPT PROGRAMMING FOROWN STATE

1. Local or statecharitiesor projectsmay be adopted by your own state. Y ouwould then choosea
stateprogram manager to overseepromotion of thearea. They wouldthenrecognizeyour
chaptersfor participation (national wouldnotdothis.) Y our stateorgani zationwouldprovidea
budget for thisprogram.

2. Y our statemay al so adopt Personal Enrichment coursesof their own, such asstressmanagement,
timemanagement, etc. Thesemay beavail ablefromother statesuntil suchtimeasyoumight
wishtowriteyour own programs. Contact thenational ProgrammingvicePresidentfor alist of

what other stateshaveto offer (theremay beacharge). Y ouwould beresponsiblefor recogniz-

ing your ownchaptersparticipating.

WHAT PROGRAMMINGAREASOTHER STATESSUPPORT

1. Internal Areas
a. Asmentioned, many stateshavetheir own personal enrichment coursesthey holdintheir
chapters. They sometimesoffer their manualsfor afee.
b. Safety, recycling, community cleanup, beach cleanup, adopt ahighway program, etc.

2. External Areas
a. Kidney Foundation, MakeaWish Foundation, Aidto Foster Children, statehome/campsfor
disabled, mentally handicapped, homesfor children, Variety Club, Easter Seals, Cerebral
Pal sy Foundation, or apreviously endorsed National Program, etc.

31



HOW TO WORK WITH FOUNDATIONS

1. Theremay beoneor morefoundation officesinyour state. Find out whichofficecoversyour
community or city (or whereyour stateprogrammanager lives.) Contact themand explainthat
your statehas"adopted"” themtorai seawarenessand funds. Find out thenameof acontact
personwho can hel pyouthroughout theyear. Suggest|ocal WWomen of Today chaptersdothe
sameintheir owncommunities. National ly endorsed Foundationsshould provideeach statewith
thisinformation.
2. Contactthemfor videosto show at state/chapter meetings, speakersfor your meetingsfund
raisingideas, materia savail ablefor handout, etc.
3. National Program M anager can adviseyou how to obtai nincentives/giftsand certificationsfor you
topresent fromyour stateorgani zationtoyour local Women of today chapters. Thenational
ProgramM anager may supply themor refer youtothelocal foundationoffice. (Thiscertificate will
befromyour state- inadditiontothecertificatenational will providefromtheU.SW.T.)
4. Becareful nottoask for morematerial sthanyouwill needfor theproject or meetingandreturn
unused materials. Our goal isfor our "adoption"” of thefoundationto costthemaslittleas
possi bleandrai sethemaximumamount of fundsfor them.
5. Forwardthecheck for fundsrai sed tothel ocation asinstructed by theNational Program Manager.
He/Shemay haveyousubmititdirectly toyour local foundation officeor toher for distribution.
Don'tforgettoincludeatransmittal form(whichnational provides).
6. If thisisafoundationthat only your statesupports(not national) youwill needto contact themfor
materials, projectideas, contact nameand certificates. Theonly stepmissingistheNational
ProgramManager. All fundswouldbedirectedtotheofficeyouwork with.
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TRADITIONS

1. Charter Ceremonies
a. Plantoholdacharter ceremony for your new state
1.) Work withyour extending chapter
2.) Decidewhen, whereand what kind of function
a.) Holdat aregular or special meeting
b.) Makeit special
Banquet
SaladLuncheon
Pot L uck Supper
Wine& CheeseSocid
Desserts
Etc.
3.) Decidewhotoinvite
a.) Members, spouses, friends
b.) Prospectivemembers
c.) Extending chapter/state
d.) National officers
d.) Other guests
4.) Plantheceremony - ask theextending chapter todothis
a.) Get charter and gavel fromU.S. Women of Today
b.) Haveascripttofollow for presentation
c.) Includeawel come, greetingsfromnational
d.) Other thingstomakeit special
Giftfor state(flag set, Robert'sRulesof Order, etc.)
Havecharter memberssigncharter
5.) Setup committeesfor theevent
B. Plantohold charter ceremony for your new chapters
1.) Usetheaboveideasto plan acharter event with thenew chapter
2. StatePresidentand officer installations
A. Holdaninstallation ceremony for your officersat your annua meeting
1.) Therearemany ceremoniesavailable
a.) Candleceremony
b.) Roseceremony
c.) Others
2.) Youmightwanttoinstall officersasagroupand president alone
3.) Whatever ceremony you decide, makeit special andatradition
4.) Y oumightwant to present eachwithagift
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3. StateHistory
A. Y our history beginswithyour votetoformastateorganization
B. Appoint ahistorian, someoneto keep arecord of your state
C. Start ascrapbook, take pictures, keep records
1.) President'sscrapbook - to present at year end
a.) Includepictures, newspaper articles, agendas, invitations, certificates, etc.
2.) State scrapbook - permanent record
a.) Includepictureandlistingof officers, statemeetinginformation, etc.
3.) Annual written history, doneby president at end of year
a) Includeofficers, theme, membershipinformation, meetinginformation, programming
projects, significant accomplishments, changes, etc.
D. Keepafilebox for each officer tokeep pertinent informationandrecords
4. Pinsfor past State Presidents
A. Anicetraditiontoget startedisto purchaseaPast President pin
1.) Haveitengravedwith her year andtheme
5. Others
A. Renewal ceremonies
1.) Heldannually torenew commitment, toreflect and motivate
B. Award/recognitionbanquet/luncheon
1.) Held at end of year
2.) Recognizeaccomplishmentsof chapters, members
3.) Haveaguest speaker
4.) Includeinstallationof officers
C. Memberingtdlations
D. Past President recognition at annual meetings
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EFFECTIVESTATEMEETINGS

Statemeetingsshould beinformative. Offer new ideas, achanceto makenew friends, but aboveall have
fun. Itisimportant that astate meeting of fer something moreor different than other meetings. Y ouwantto
offer somethingthat they will want tocometo. Keepinmindthat youarebringingindividualsfromall over
thestate. Makeit aweekendtolearn and sharewith each other.

Eachstateisdifferent and hastheir ownway of doingthings- different schedul es, traditions, distancesto
travel and number of membersattending. Don'tforget thisisyour year. Don't beafraidtomakechanges.
That changemay bejust what your statemeetingsneed. L earnfromyour fellow statepresidents- share
ideasandreadtheir newsl etters.

I. Chapter hostingthe StateMeeting
A. Reviewthebidfirst
1. If morethan onechapter wishesto host themeeting, establish abidding processwhich
includestimeframefor submittingbid (i.e. 18 monthsahead of time, previous
meeting, tc.)
2. Bidsshould bepresented at the previous State M eeting (unlessyouwant themto be
presented at anearlier date.)
B. Contact host chapterimmediately toestablisharel ationship
C. Defineduties
1. Whoprintswhat?
a. Regigtrationforms
b. Weekend agenda
c. Meetingagenda
d. Programs
e. Pressreleases
f. Evaluationforms
2. Who obtains speakers?
a. Hosting chapter should obtainthe speaker
b. Isthere aspeaker budget?
c. Findsomeonewillingtodonatetheir timeor discount their speakingrate
3. Wheretofind speakers
a. Past activemembers
b. Leadersinthecommunity
c. Colleges
d. Past stateleaders
4. Welcome, introduction of guests, MC's, and creeds
a. Whowill givethewelcome?
b. StatePresident shouldintroduceguests
1.) Past State President
2.) StatePresidentshomechapter
3.) Foundationrepresentatives
4.) Nationa officerswithinyour ownstate
5.) VisitingNational Officers
6.) Officersor visitingchaptersfromother states
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c. Whowill MCthefollowing
1.) Luncheon
2.) Banquet
3.) AwardsCeremony (could becombinedwith1or 2)
d. Say thecreeds(state, if applicable, and national)
5. Beawareof host chapter'sneeds
a. Door prizes
b. Special plansthey may have
D. Theme- useitthroughout the State M eeting
E. Headtableseating
1. Know how many seatswill beneeded
2. Send seating chart to host chapter (intimetonotify hotel)
F. Regidtrations
1. How many registrationsarefree?
a. StateOfficers
b. Guest speakers
1.) Luncheonor banquet
2. Whowiill pay for theseregistrations?
G. Rooms
1. How many arefree?
a. Acquireafreeroomfor the State President
2. Whowill pay for thefreeroom(s)?
3. Meetingroomneeds
a. Businessmesting
1.) Auditoriumset upwithaheadtable
b. Luncheon
1.) Headtable
c. Banquet
1.) Headtableor reserved seating
d. Forums/trainingsessions
1.) Lengthof forumor training session
2.) Number of forumor training sessions
3.) Roomsizeand seating arrangement
4.) Will equipment beneeded?
a.) Cost for equipment rental ?
H. Istherearebate amount to the state or doesthe hosting chapter keep the State Meeting
profits?
I1. Guests
A. Whomtoinvite?
1. Usenationa officersinyour state
2. Makerequestsearly
3. What areyour needsand wantsfor the State M eeting?
4. Consider themeof themeeting
5. Consider who'sattendance can befunded
6. Canthestateaffordtobringinindividual s?
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B. Keepguestsinformed
1. Isroomandregistrationpaidfor?
2. Trangportationneeds
3. What do you expect of them?
4. Givethemameeting agendabeforethey arrive
C. Howtoutilizeguests
1. Luncheon or banquet speaker
a. Lengthshould be20to 30 minutes
b. Motivational
C. Interesting
d. Humorous
2. Forums

a. If guestsarelinkedwithaprogrammingarea, havethemassist their StateProgram

Manager
3. Specid activities
4. Competitionjudging
D. Makeyour guestsfeel special
1. Knowtheir backgroundfor introductions
2. Setup specia meetingwiththeir counterparts
3. Welcomegiftingeepingroom
4. Thank yougift
5. Seethat they areincludedinfuntimes
6. If needed, assignthemabuddy
[11. Promotionof StateMeetings
A. Statenewsdl etter
1. Askhosting chapter towritenewsl etter article
2. Includearegistrationform, mapandtheme
3. Highlight special eventsof themeeting
B. Promotemeetingthroughother statemailings
C. Promotethemeetingonyour visits
D. Atmeeting preceding
1. Haveonmeeting agenda
2. Ask chapter to speak onupcoming meeting
3. Host chapter passout registrationforms
IV. Offer morethanabusinessmeeting
A. Forums
1. How-to sessions
a. Educationd, interestingandfun
2. Useskillsof officersandindividualsinthestate
3. Officertraining sessions- 1st meeting
4. Chapter management sessions- 2nd meeting
5. Leadershiptrainingand personal enrichment - 3rd session
B. Projectfair - 1st meeting
1. Participationfromstatemembership positionsandall programmingareas
a. Providehandouts
b. Decoratethetablesand utilizethemes
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2. How to attract people
a. Promoteinstatenews etter
b. Giveaways, door prizes, drawings
C. Good opportunity to meet with chapter presidents
1. Schedulea30to40minutemeetingwithall chapter presidentsat each statemeeting

2. Useastrainingand sharingtime, clarify questions
D. Mixers

1. Friday evening
a. Theme
b. Music
c. Costumecontest
d. Lipsinccontest
e. Hospitality room
3. Saturday night followingbanquet
a. Baglady contest
b. Hat contest
c. Priority areastyleshow
3. Fellowshipbreakfast
a. Involvelocal or statechaplain
b. Meaningful tie-upforweekend
c. Theme
V. How to create excitement
A. Haveanexcitementteam
B. Slideshows
C. Music
D. Firsttimersprogram
1. Activities
a. Haveaspecia meetingfor them
b. Explainabout statemeetingsandactivities
c. Signaturebooklets
1.) Meetingthemetriviaquestions
2.) Signaturesfrom State Officers
3.) Signaturesfrom Past State Presidents
4.) SignaturesfromNational Officers
5.) SignaturesfromLocal Presidents, etc.
d. Itisaway for themto meet peopleand makenew friends
2. Prizefor best completed book
a. Announcewinner at businessmeeting, luncheon or awardsceremony
E. AwardsCeremony
1. Havemusic
2. Makeit special
V1. Evauation
A. Evauationsheets
1. Hand out at forums
2. Handoutduringregistration
B. Hosting chapter suggestions
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SAMPLE STATEMEETINGAGENDA

ANY STATEWOMENOFTODAY

SATURDAY - MAY 4

Breakfast

First Timers

Effective Speaking Forum
Leadership Course

Officer Training

Effective Newsletters Forum
Sign those Members!

LUNCH/AWARDS
Credentials

BusinessMeeting
Closing

STATEMEETINGAGENDA

MAY 4,19

6:30 AM - 10:00 AM
8:15AM - 8:30AM

8:30 AM - 9:00 AM

9:00 AM - 10:00 AM
9:00 AM - 10:00 AM
10:00 AM - 10:30 AM
10:30 AM - 11:30 AM

12:00 PM - 2:00 PM
2:00 PM - 2:15 PM

2:15PM - 4:30 PM
4:30 PM

HOSPITALITY ROOM

MEETING ROOM A
MEETING ROOM A
MEETING ROOM A
MEETING ROOM B
MEETING ROOM A
MEETING ROOM A

MEETING ROOM C
OUTSIDE ROOM A

MEETING ROOM A
MEETING ROOM A
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SAMPLE FINANCIAL REPORT

MISSOURIWOMEN OFTODAY FALL MEETING

INCOME:
Carmella Mongold Room 46.00
Laura Harmon Room 46.00
Alice Wise Room 46.00
Dianna West Room 46.00
Bonnie Witt-Schulte Room 46.00
Missouri WT Gates regis. 27.97
LindaMoon Sat only 23.00
Jo Kirkham Sat only 23.00
Carmella Mongold Full 32.00
Laura Harmon Full 32.00
Rick Mongold Full 32.00
Frank/JenMongold  Full 32.00
Karen Johnson Sat Only 23.00
Linda Gates Room 46.00
Terri Danner Full 32.00
Bonnie Witt-Schulte Regis Comp
Dianna West Full 32.00
Stephanie Martin Full 32.00
Alice Wise Full 32.00
Nancy Asher Full 32.00
Tammy Roberts Full 32.00
Gerry Shoop Full 32.00
Lora Marcolla Full 32.00
Cindy Ayers Full 32.00
Betty Messer Full 32.00
Lisa Hoover Full 32.00
Marilyn Gibbons Full 32.00
Sandy Melton Full 32.00
Gwen Latimer Full-late 35.00
Messer Banquet 20.00
TOTAL INCOME  $971.97
EXPENSES:
Wise/West/Witt Room 138.00
Mongold/Harmon/Gates Room  138.00
Banquet Cost 475.96
Breakfast Cost 157.95
Miscellaneous * 62.06

TOTAL EXPENSES $971.97

* Miscellaneous includes supplies for puzzle pins, food and drink for hospitality room, registration sup-
plies, etc.
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SAMPLE BANQUET PROGRAM
(HORIZONTAL FOLD WITH COVER)

UNITED STATES WOMEN OF TODAY CREED

We. the United States Women of Today,
Are dedicated to serving our community and nation,
Are committed to strengthening our individual talents,
And stand united by our friendship and belief in the future.

AWARDS BANQUET
OCTOBER 15, 1995

WELCOME

INTRODUCTIONS

INVOCATION

SPEAKER
AWARDS

PROGRAMMING
MEMBERSHIP

U.S.WOMEN OF TODAY CREED

Terri Danner, Raytown President
Bonnie Witt-Schulte
Dianna West, Chaplain
DINNER
Joey Hedstrom, U.S.W.T. President

Laura Harmon, Programming V.P.
Lora Marcolla, Membership V.P.
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MEETINGPREPARATION

EVENT

DATES

CHAIRMAN

NOTES:

1. Mestingfecilities:
A. Enoughroomfor largest expected turnout
B. Plenty of chairs
2. Head table set up
3. Lecternand sound system
4. Adequateventilation
5. Air conditioninginsummer; adequateheat inwinter
6. Servingfacilitiesformeals
7. Atmosphereconducivetobusiness-likemeeting

All of theseitemsareimportant. Attheend of thissection, wehaveincludedachecklistfor your usein
settingupyour meetings. Y ouwill notethat thelistislengthy and that many of theitemswill not beneeded
for most meetings. Therefore, wesuggest that you read throughthislist prior tomaking definiteplansfor the
meetingand set upyour ownlist. Theexerciseat theend of thischecklistwill helpyoubeginyourwork
toward preparingfor ameeting.

MEETINGCHECK LIST

I. Attendance
A. Total number of membersexpected

B. Method of transportationtoevent site

C. Transportservicefromairporttofacility

Il. Dates
A. Datemost of groupwill arrive

B. Datemost of groupwill depart

C. Dateuncommitted guest roomsareto bereleased
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[1l. ThePlace
A. General location:

1. Adequatepublictransportation?

2. Taxisreadily available?

3. Downtownlocation, if wanted?

4. Suburbanarea, if wanted

5. Storeandrestaurantsnearby?

B. Hotel, Motel, Clubor other Facility:

1. Cleanandattractive?

2. Sleepingroomsclean, adequate?

3. Allroomsair conditioned?

4. Firmbillingarrangements?

5. Haveyouawritten understanding astowhat itemsguestsmay or
may not charge?

6. Haveyou provided moreliberal chargeprivilegesfor officer
and/or staff?

7. Approximatenumber of roomsneeded:
Single Double Suites

8. Reservationsconfirmation: todelegate, group chairman, or
associationsecretary: copiesto

9. What isthe check-out time?
Will they extenditwhileluncheonor other sessionsconclude?

10. Suitableparkingavailable?
Free?
Nearby?

V. Guests
A. Invitationtolocal dignitaries
B. Acceptanceof invitations
C. Ticketsprovided
D. Transportationarranged
E. Welcomeat hotel
F. Guest speakersforewarned

V. Themeeting room or rooms

A. Number of roomsneededfor general sessionsand smaller group sessions.
Arethey available?
Arethey conveniently located?

B. Arethereseparateair conditioning/heat control sinmeetingrooms?

C. Sizeof general meetingrooms:
Length Width Height
I sthisadequate (comfortable) for thegroupif seatingisasrequired?

D. Seatingarrangements:
1. Classroomstyle, withtable
2. U-shaped conferencetable
3. Theatrestyle
4. Square("'roundtable") conference
5. Head tablefor how many persons?



E. Istherespaceingeneral meetingroom, or just outside, for " coffeebreak”
sarvice?

F. Isgeneral sessionroom separatedfrom
adjoiningroomby:

Solidwall

Sidingpands

Accordionpanels

Canyouget noisedisturbancefrom  adjoiningrooms?
Hasit beentested to be sure?

G. Whenwill principal meetingroombeavailable?
Atwhattime?
Scheduled compl etion?
Canour equipment beset up thenight beforeamorning meeting?
Will therebeastaff availabletohelpus?

Canweset up equipment inthemorningfor an afternoon start of meeting?

(NOTE: Avoidatight schedule. If another group hastheroomfrom9:00A.M. to 12:00 noon, andyou're
duetostartat 1:00P.M., thereislittlelikelihood theroomwill beready for you.)

H. Isoneroomtoservebothfor general meeting andluncheonor dinner?

(NOTE: If "yes',avoidit! Particularly if you'reexpectedtorecessat astatedtimeto permit conversion.
However, if roomisbigenoughto permit bothameetingand ameal set-up, makesuretablesettingisdone
inadvanceof meetingandthat therewill benotabl e-settingduring program.)

|. Hastheseating of guestsother than del egatesbeen planned?
Aregueststobeinonelocation, or mixedinwithdelegates?
How arewedes gnating seating plan:
Intheroom?
Attheregistrationcenter?
Inadvancenotices?
J. Hasadiagram been provided showing how roomisto be set up?
K. Hassomeonechecked onthesupply situation? Pencils, pads, etc.?

V1. AudioVisua
A. Acoustics: Clapyour handssharply...takloudly...listencarefully
1. No echo or dead spots present?
2. Nodrapesor acoustic panels needed?
B. Audio: Plugineverything, thentestit
1. Publicaddresssystemworking
2. Level set correctly, nofeedback
3. Electricd interferenceor hum
4. Speaker placement OK?
5. Enough PA mikes
6. Mikecordslongenough
7. Mikestand heightsOK?
8. Taperecorder working
9. Recordingmiketested



C. Boothor Projection Station: do you haveto erect astand or moveatable?

If so, besureit'ssturdy. Also:
1. Highenoughto clear headsand hats
2. Wideenoughfor all equipment
3. Rightdistancefromscreen
4. Rigidandlevel
5. Enough ACélectrical power
6. Circuit breakersor fuseslocated
7. Sparefusesor standby circuitsready
8. Enoughextension cordsor adapters:
AC power Audio Remote Control
9. Intercomsystemtested
10. Signal light or buzzer needed
11. Emergency work light ready
D. Lectern: Putyourselfintheplaceof thedignitaries:
1. Height comfortable
2. Scriptlight tested
3. Glareedliminated fromstatelightsor spots
4. Mikeplacement OK?
5. Pointer handy
E. Roomlights: Don'ttakeanythingfor granted. Thisisoneof thebiggest
causesof trafficcommotionbeforeshowings.
1. Alllight switcheslocated, checked, |abeled
2. Arepower outletshot whenlightsareout?
3. Istheroom dark enoughfor projection?
F. Door: Expect peopletocomeand goduringthepresentation. Islightfrom
doorspreventedfromhittingscreen?
G. Estimatehow many peoplewill beintheroomandhow long you expect the
meetingtolast
1. Will air changesufficiently with doorsand windowscl osed?
2. Will thetemperatureremaincomfortable?
3. All heating, air conditioningandfancontrol stested?
H. Screen: Know exactly what kindsof material swill beprojected, thenfind
outwhether theexisting screenissuitable.
1. Largeenough
2. Horizontal or squareformat
3. Keystoneeliminated
4. Surfaceappropriatefor viewingconditions
5. Electrical control stested
6. Stagecurtaincontrol stested
|. Seating: Put atypical slideonthescreen, thengoout andsitwherethe
audiencewill sit.
1. Front row no closer than two screenwidths
2. Lastrow nofurther thansix screenwidths
3. Norow of screenswider thanitsdistancefromthe screen (except
"widescreen")
4. |sthepicturebright enoughfor peopleinthesideseats? Isit
distorted?
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5. Will everyonebeableto seewhen seatsarefilled?
6. Rightlensestofill thescreen
7. Vital spareson hand:
Lamps
Bdts
Fuses
RepairKits
8. Stand-by equipment ready

J. Equipment: A breakdown can spoil theshow. Be prepared.

1. Movieprojector
a 16mm
b. Regular 8mm
C. Super 8mm
d. Testedandworking
e. Sparelamp
f. Extensionspeaker

2. Slideprojector
Provisionfor control
Remoteextension
Focusfromremote
Testedandworking
Sparelamp

3. Filmstrip projector
Provisionfor sound
Testedandworking
Remotecontrol
Sparelamp

4. Taperecorder
Testedandworking
Built-inspesker
Extensionspeaker

5. Other equipment:
Easds
Blackboards
Chalk, eraser
VCR
v
6. ACor DC current
7. Sufficient extension cordsof our ownto supplement those
provided
K. AudioVisual Materials: Inspect everythingthat'stobeused. Theday
beforeif possible.
Right subjectandtitle
Sequenceinprogram checked
Inspectedfor cleanlinessand condition



VII.

1. Films: Headsout, wound properly
No breaks, tearsor weak splices
Sound
Optical,magneticor silent
Rundowntotitles
Prefocusedandframed
2. Slides: Soundlevel determined
M ountscompatibleand straight
Nodirtorfingerprints
Orientationchecked (eachdide)
M agazinestestedforjamming
Prefocusedandframed
3. Tapes: Headsout, wound properly
Speed checked
Trackscompatible
Cuedup
Playback level determined
L. People: Thegreatest variable. Brief and check everyone.
1. Schedulecheckedwith programchairman
2. Cued scriptsfor projectionists, audio person
3. Presenterschecked out onmikes, controls, etc.
4. Everybody posted, checked out and cued: All equipment
operators? Light switch operators? Drapeand curtainoperations?
Door guards?
Organizationof Luncheons, Dinners, Receptions, CoffeeBreaks
A. Menuselectionsand deadlines
B. Makesurewehaveafirmpriceper plate, includingtipsandtaxes
C. Number at head table Number at other tables
Total to beserved
D. Minimumguarantee: Priceper plateguarantee
E. Placecardsfor head tableand any other special tables
F. Tabletents, withappropriateheadingsfor special tables(suchasAdvisory
Committee, Honored Guests, Press, etc.)
G. Cantheroombeserved easily without disturbance? (Check location
of thekitchen, entranceand exit doorsinrelationtoheadtable,
other tables, etc.)
H. Barfacilities(if wanted):
1. Location
2. Arrangementsfor "by thedrink” or "by thebottle". If thelatter,
dowepay for any bottleopened? (NOTE: If so, remember any
opened but unused bottlesbelongtous. Uselater for
hospitdity.)
3. Selectedliquorsor completebar
|. Deadlinefor havingroomset up
J. If areception, areappetizersto beserved? If so, elaborate, or smply
potato chips, peanutsand such?
K. Haveweprovided adiagram of exactly how wewant theroom set up
L. Firmtimesfor coffeebreaks, meal service, receptionservice...thenstick to
thosehours.

47



VIII. Registration
A. Approximatetimerequired
B. Registrationcards: Number andsize
C. Nametagsfor delegatesand guests?
Madeahead, ready for distribution
Or provisionfor makingthemonthespot
If madeahead, remember totakesomeextra
D. Personnel tohandle
E. Number of tables, chairs
F. Ashtrays
G. Typewriter/Computer Number andtype
H. Paper, pencils, pens
I. Signs
J. Water pitcher, glasses
K. Lighting
L. Telephone
M. Bulletinboards: Number andsize

IX. Organizationof exhibits
A. Number of exhibits
B. Floor plansfor eachexhibit furnished
C. Dateof set-upanddismantling
D. Roomassignmentsanddaily rentals
E. Nameof display company
F. Directiona signs
G. Labor charges: electricianand carpenter services
H. Electrical power, steam, gas, water andwastelines
|. Electrical charges
J. Partitions, backdrops
K. Storageof shipping cases
L. Guardservice

X. General meetingand conferenceitems
A. Firstnoticeof meetingmailed
Date
B. Follow-upnoticesent
Date
C. Conferenceor meetingkitsbeing used
Dateready
D. Agendaor programto be made up
If so, date ready
E. Photographer wanted
If so, what kind
News
Generd
Will they need special equipment (wide/anglelens, salveunits?)
(Explaininadvanceexactly what you havein mind sohecanbeprepared.)
F. Equipmentrentals
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G. Special easel signsneededinlobby or el sewheretodirect people
Eventlistedon" Announcementsof theDay" bulletinboardinlobby
H. Forthosepresiding:
Specia agendawith step-by-step program
Havefactsfor introduction of speakers, etc.
Timetable
Headtableseatinglistforintroductions
Introductionlistfor other thanheadtable
|. If delegateseatingisby groups, havetabletentsbeen preparedwith
namesof groups, states, chapters, or whatever thecategories

XI. PressRelations
A. Isadvancerel easeon meeting wanted
If so, datetorelease
B. Advancecopiesof speechesor presentationswanted & /or available
C. Advancereleaseon major speecheswanted
If so, datetorelease
D. If advancecopiesunavailable, on-the-spot rel easearrangements OK and
made
E. Pressconferencefor amajor speaker
TVinterview
Radio
F. Coverageinhometown papersfor delegates
Awardwinners
Coveragefor company houseorgansonawardwinners
G. Follow-upreleaseon outcomeof meeting or conference

| haveprinted agendaready for distribution
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STATEEXTENSIONPROGRAM

A. Howtoget astate extension program started
1. Makeextensionsapriority
2. Appoint aState ExtensionsProgram Manager or Director or formaState Extensions
Committee
3. Scheduleadatefor anextens on planning meeting
4. Haveyour statefundanextensionprogram
5. Continually promoteextensi onswithinyour state
B. Y ourfirstextensionplanningmeeting
1. Setgoalsfor a5year extensionplan
a. How many chaptersareinyour statetoday?
b. List current chapters
c. Now list chaptersor extension committeesthat areabletowork extensions
d. Now listextensiontarget towns
e. Thenlisttarget extensionsfor eachyear of the5year plan. Beflexible, thiswill change
fromyear to year.
1.) Year 1- Clintonextended by
Brewster extended by
2.) Year 2- St. Francisextended by
Mountain Iron extended by
3.) Year 3- Jeffersextended by
Eagle L ake extended by
Stroden extended by
4.) Year 4- Big Lakeextended by
Washburn extended by
Garrison extended by
5.) Year 5- WhiteRiver extended by
Mission extended by
Arnold extended by
Mt. Wilborn extended by
f. Youmay only get oneextensionayear and you may get more. No matter theamount,
you shouldawaysbeworking extens onsand showing extens ongrowth.
2. Howtoaccomplishthesegoals
a. Useyour statemap. Makeall of thecommunitiesthat currently have\Women of Today
chapters.
b. Now mark surrounding communitieswhichyoufeel aregoodtarget towns.
c. Discussthestatusof your states\WWomen of Today chapters. Pick healthy chaptersthat
arewillingtowork thetarget townextensions.
d. If youfind agreat target town but you do not have achapter that isableto dothe
extensions, formacommitteeor contact your National Extension Director for assi stance.
e. Promoteextensionsthroughyour statenewsl etters, and at stateand chapter membership
meetings. Thisisalsoagoodway tofindextensioncommitteevolunteers.
f. Askyour statemembershipfor contact namesincommunitiesthat donot currently have
Women of Today chapters. Makealistanddistributeearly intheyear.
g. Promotetoyour membersthat extensionsarevital tothegrowthandlifeof your stateand
ourorganization.
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EXTENDINGANEW STATE

After anew state hasbeen extended, utilizetheinformationintheNew Chapter Guide. They will alsoneed
tousetheNew State Check List. Oncethey begintogrow, they will needtoimplement theNew State
OperationsGuide.

STATEORGANIZATIONAL MEMBERS

|. Stateorganizationsshall beeligibletobecomemembersof theU.S. Women of Today upon
compliancewiththefollowingaffiliationprocedures:
A. Writtenrequesttoformally affiliateshall besenttotheNational President.
B. Payment of National membershipdues.
1. A newly chartered stateshall pay $ National duesat thetimethey charter. Atthe
timemembershipexceeds12, additional individua duesmust besubmitted.
2. After membershipexceeds12, stateshall pay $ per member annual dues. The
duesshall becollected by the Stateand remitted totheNational MembershipVice
Presdent.
C. Minimum of onelocal organizationformed.

I1. Applyingfor member affiliationwiththeU.S. Women of Today organizationand/or maintaining
affiliationshall congtitutearight tothename"Women of Today" and United States\WWomen of To-
day Programmingmeaterials.

STATESWAYSAND MEANS

I. Nostateshall usethename"United States\WWomen of Today" or " Women of Today" or the
United StatesWomen of Today |ogofor any waysand meanspurposewithout prior approval of
theNational President, Chairman of theBoard and Treasurer.

A. Writtenapplicationfor approval of useof Women of Today or thenameand|ogo of theU.S.

Women of Today must besubmittedinwritingtotheU.S. Women of Today President.

B. Statemay usetheir own nameandlogo for Waysand M eansprojects.
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NEW STATE CHECK LIST

IMMEDIATECHECK LIST

National duespaid
Writtenrequest toformally affiliatewithU.S. Women of Today sentto National President
Advised National President of new State Presi dent (should becurrent Chapter President)

New StatePresident addressgivento National Secretary soU.S. Newsl etter may bemailed.

FUTURECHECK LIST

____ Developed Statelogo

___ Ordered Statestationery with Statelogo
____ Developed State Creed

___ Developed StateMission Statement

MembershipBrochure
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WHAT ANEW CHAPTER RECEIVESFROM THE
USWOMEN OF TODAY

Charter Certificate- Thisdocument recognizesthenew chapter asamember chapter of theU.S. Women
of Today

Engraved Gavel
New Chapter Guide
All Manua sprovidedtoachapter

WHAT ANEW STATE RECEIVESFROM THE
USWOMEN OF TODAY

Everythinglistedabove, plus
New State OperationsGuide
U.S.Planof Action
U.S.ProgrammingMaterids
All manualsprovidedtoastate

NEW CHAPTERAND STATE GIFT IDEAS

CreedBanner

Scrapbook
InexpensiveCamera

Alm

ToteBag

Stapler withstaples

Box of blank "hello" nametags
Tape

Markers

Pens

Cdculator

Stationery

Envelopes(all sizes)

Stamps
Binderswith3holepunch
Foldersfortheir Planof Action
Filefolders

Small flagset

Ream of copy paper

Lined paper

Sencils

Poster Board

Book of inspirational verse
Record storageboxes(useasfilecabinets)
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