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A.
Must maintain minimum of at least three (3) active members.

B.
Membership is open to all individuals who support the objectives of BPW/Kansas.
C.
State fiscal year begins July 1 and ends June 30.  Local fiscal year is set by the local organization.

D. Preparations for the New Year should be completed by June 1.

E. All members of a local must be a member of BPW Kansas
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A.
Requirements

1.
Active

a.
Membership shall be open to all individuals.

2.
Students

a.
A student member is an individual who is enrolled in a high school, college, university or any other accredited higher educational institution.

b.
Student membership is not mandatory at the local level.

3.
Youth Affiliate
a.
An individual who is 10 to 15 years of age.
b.   Youth Affiliate membership is not mandatory at the local level.  

    4.
Multiple affiliations

a.
Memberships may be held in more than one local organization.

 5.
A member who has allowed membership to lapse may reactivate their membership according to the current policy and procedure of BPW/Kansas. 

B.
Transferring Membership

1. A member whose annual dues have been paid in one local organization may transfer during the year to another established local organization. 

2. A local organization may not refuse to accept the transfer of a member in good standing.

3. A member whose annual dues have been paid may transfer to a new local organization which is being organized, provided the new local organization has a minimum of ten (10) active members, twenty percent (20%) of whom must be employed and who have paid dues.
4. Transfers of membership must be completed promptly in order to process the transfer before the end of the fiscal year.

5. If a member continues in one local organization throughout a year, but decides to join and pay dues in another local organization for the following year, such member is not considered a transfer but is recorded as a continuing member.
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6. A member in a disbanded or dropped local organization may continue membership by transferring to an established local organization or become at member at large.  The state will accept such transfer from a local organization that has been disbanded or dropped in the current or prior year.

C.
Procedure for Transfer


1.    Payment of state federation and local organization dues will be determined by the local organization 
        and BPW/Kansas.                               

2.     When a transfer of membership is to be made, the local organization into which the member is 

             transferring must report it.
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A.
Qualifications

1. Only individuals who are members in good standing shall be eligible for office.

B.
Recommendations 

1.
The president-elect system is recommended.

2.
Secure and study copies of the following:

*
Local organization bylaws

*
BPW/Kansas Manual of Policy and Procedures
*
State chairmen's goals and objectives

*
All issues of the state publication

*
Miscellaneous program materials and other publications from BPW/Kansas

 *
Current edition of Roberts' Rules of Order (newly revised) 

C.
Duties and Responsibilities of Officers

1.  President

a.
Presides at all regular, executive committee, and board of directors' meetings.

b.
Prepares meeting agendas and notifies the appropriate officer when unable to preside.

c.
Maintains a calendar of items to be accomplished with dates of completion.  

d.
Represents or designates a representative to attend community events.

e.
Attends all state functions, or sends a designated representative.

f.
Appoints all standing, and local committees except nominating and financial review.

(1)
All appointments must have the approval of the executive committee or as specified in the local bylaws.

g.
Sends information on the following to the state Executive Secretary:

(1)
Incoming local officers.

(2) Information should include name, mailing address, zip code, work and home phone numbers, and email address. 

h.
Fills vacancies in offices or committee chairs as stipulated in bylaws and reports these change of officers promptly to the state Executive Secretary.

i.
Serves as ex-officio member of all committees, except nominating. Is responsible for the effective functioning of all committees. 
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j.
Reviews minutes of preceding meetings for unfinished business and takes proper action at the next meeting. 

k.
Consults state President and other state elected officers for help or advice.

l. Gives copies of state committee's goals and objectives to committee chairs.

m. Presents all state communications to the local membership that has not been reported by the local representative to the state board. 

n. Maintains a file of pertinent information, records, and recommendations to be passed to successor.

o. Notifies the state president or executive secretary of illness, injuries, bereavement in immediate families of state board members and past state presidents.

p. Performs any other duties specified in the local bylaws.

2.
President-Elect and/or the Vice-President(s)

a.
Performs duties as specified in the local organization bylaws. 

b.
Maintains calendar of items to be accomplished with dates of completion. 

c. Works closely with the president, assisting as directed.

d. Presides in the absence of the President.

3.
Recording Secretary

a.
Performs duties as specified in the local organization bylaws.

b.
Maintains calendar of items to be accomplished with dates of completion. 

c.
Minutes

(1)
Records business transacted in concise, clear statements with exact wording of motions, full name of proponent, and whether the motion carried or lost.

(2)
Provides the President and Parliamentarian with a copy of the minutes. 

(3)
Reads and/or distributes minutes of each meeting and may record attendance.

(4)
Includes all official reports, written or oral, including all committee reports. 

(5)
Maintains a permanent file of all minutes and reports of current and preceding years. 

4.
Corresponding Secretary (optional)

a.
Performs duties specified in the local bylaws or as requested by the President. 

5.
Treasurer

a.
Performs duties specified in the local bylaws or designated by the President.

b.
Collects state and local dues (if applicable) for new members and promptly sends state dues with membership application form to the State Treasurer (within thirty days of receipt). 

(1)
Keeps a record for each member with name, mailing address, date dues paid. A reminder shall be given to each member who has not renewed September 1st.


c.
Oversees the local organization’s monies.

(1) Signs checks for prompt payment of obligations as stipulated in bylaws.

(2) Maintains accurate and complete records of financial transactions and prepares the books for the annual financial review.  

(3) Reads and/or distributes a monthly written financial report to the membership.

d.
Makes provision for one other individual (preferably the President) to sign the bank authorization card.

e. Studies and adheres exactly to “Treasurer’s Guidelines,” distributed by BPW/Kansas.
f. Checks all reports for accuracy before sending to state Treasurer.

g. Reports member change of address or name to the state Executive Secretary.

	BPW/Kansas Policy and Procedure Manual

	SECTION:
	LOCAL ORGANIZATION
	NO.
	LO 104

	TITLE:
	COMMITTEES
	REVISED:
	2020

	
	
	Page 1 of 4
	


A.
General Considerations

1.
Committee chairs and members are appointed by the incoming President by July 1.

2.
Every member should be appointed to a committee and given some responsibility.

3.
The President serves as an ex-officio member of all committees, except nominating.

4.
Committees should perform duties as specified in the local bylaws and other duties assigned by the president.

5.
Committee chairs should report activities of their committee and make recommendations when necessary.

6.
Committee chairs should obtain a copy of state goals and objectives from the local President.

7.
Using state goals and objectives, each committee should establish and implement goals and objectives.


B.
Recommended Standing Committees – Duties and Responsibilities

1. All committees should perform duties as specified in the local organization bylaws and implement the state goals and objectives.

2. Bylaws

a.
Provides a copy of the bylaws to all members.

b.
Updates the bylaws to comply with BPW/Kansas bylaws.

c.
Follows established procedures for approval of revisions or changes in the bylaws.

d.
Sends three copies of revision or changes to the state Bylaws Chair.

3.
Finance

a. Works with president and treasurer to prepare a budget and financial plan.  These are to be presented for approval by the membership.

b. Assists in planning and implementing any fund raising projects.

c. Works with treasurer to monitor expenses.

d. Assists in developing the following year’s budget.

4.
Foundation

a. Educates the members about the Kansas BPW Educational Foundation, Inc. its purpose and value.

5.
Issues Management

a. Oversees the local program and projects for the year.

b. Schedules an issues management meeting to begin planning for the coming year, meeting as often as necessary thereafter.

(1) Finalizes plans after receiving state goals and objectives.

(2) Varies format and topics of programs to make them interesting and informative.

(3)
Checks at least two weeks before the meeting to be sure program committees are functioning properly.

c. Oversees the activities of National Business Women’s Week, Business of the Year, and Woman of the Year.

(1) Information for these activities will be distributed by the state chair each year.
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(2) Must notify the state Issues Management Chair of the name of the local Woman of the Year by the deadline.

(a)
The award is usually scheduled during National Business Women’s Week in October.

(b) Each local organization decides on its own criteria.

(c) Select a panel of three to five judges from among the community or BPW members.  Each organization will decide how judges select its Woman of the Year.  They should rely on biographical information plus personal references.

(d) Suggestions for considering the candidate’s eligibility include outstanding achievement in her career, assistance to other women in their advancement, outstanding guidance to youth and young career women, and community service.

(3) Must deliver the required information on the local winner of the Business of the Year to the state Issues Management Chair by the deadline specified for consideration for the state Business of the Year award.

(a) Local winners are usually announced during National Business Women’s Week.

(b) Information on each local business winner chosen under current criteria will be presented to a panel of judges selected by the state issues management chair.  This panel of judges will select the state business of the year to be honored at state convention.

(c) For further information, refer to the State Federation section under Issues Management

(4) National Business Women’s Week is observed during the third full week in October and has the purpose of:
(a)
Publicize the contributions that working women have made to the economic, social and political life of the community, state, nation, and world.
6.
Legislation

a. Informs members of state legislative platform and actions.

b. Encourages members to express their opinions on legislation to national, state and local lawmakers.

c. Encourages members to take an active part in the democratic elective process.

7.
Membership/Emblem

a.
Supervises membership recruitment and retention. 

(1)
Plans membership recruitment events.

(2)
Contacts continuing members who have not renewed their memberships.

(3)
Provides orientation and induction for new members.

(a)
New member packets contain items such as:

(1)
Yearbook

(2)
Bylaws

(3)
Brochure

(4)
Newsletters 

(5)
Membership pin (recommended)



(4)
Informs members of membership progress.

(a) Encourages members to purchase emblem pins and wear to BPW functions.

(b) Informs members of the meaning of the emblem.

(c) Provides information for ordering other emblem materials through BPW/USA.
8.
Public Relations

(1) Oversees all publicity.

9.
Young Careerist (YC)

a. Works closely with state Young Careerist Chair.

(1) Arranges for the selection of the local YC candidates for competition. 

(2) Notifies state Young Careerist Chair of candidate(s) name(s) and other requested information at least thirty (30) days before competition. 
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             (3) Assists YC candidate(s) in preparing for the state competition. This may include organizing a local
     competition.  Each YC participant prepares a four (4) minute speech based on a topic selected each                   year by the state YC Chair.  They are judged on their speech, group interaction, personal interviews, a two (2) minute impromptu speech (at the discretion of the state chair), and biographical information by three (3) judges.

             (4)Provides each participant a certificate of recognition.  A local may provide a YC pin at its discretion.
(5)Arranges for the local organization to cover the cost of meals, transportation and registration       of           its YC representative(s) at the state competition.  For expenses at state convention refer to State Convention section.

             (6)Informs YC of local and state guidelines.

             (7))
The local YC winner and state YC winner shall be available to speak to students, other         organizations, and to represent the local organization whenever called upon.  The winner should also work closely with the membership committee to integrate young people into the local organization.

             (8)
All contestants in the YC competition must be living and/or working in Kansas and a member of     BPW/Kansas prior to competing at the state level.

10.   Individual Development (ID)

a. Works closely with state Individual Development Chair.

(1)
Arranges for the selection of local ID candidate(s) for competition at the state spring conference.

(2)
Notifies state Individual Development Chair of candidate(s) name(s) and other requested information at least thirty (30) days before competition at the state spring conference.

b.
Organizes the ID program and may partner with other organizations, including other BPW local organizations, to present the program.  Non-BPW members may be invited to participate.

c.
Assists the ID participant(s) in preparing for the state competition.  Each ID participant prepares a five (5) minute speech based on a topic selected each year by the state ID Chair.  They are judged on their speech, group interaction, personal interview, a two (2) minute impromptu speech (at the discretion of the state chair), and biographical information by three (3) judges.

d.
Arranges for the local organization to cover the cost of meals, transportation and registration of their ID representative(s) at the state spring conference competition.  For expenses at state convention refer to State Convention section.

e.
Informs ID participant(s) of local and state guidelines.

(1)
The local ID winner and state ID winner shall be available to assist with the individual development program and other BPW programs in various ways throughout the year.

(2)
All participants in the ID competition must be living and/or working in Kansas and a member of BPW/Kansas prior to competing at the state level.

C.
Special Committees

1.
Elected by the membership

a. Financial Review


b.   Nominations

2.
Suggested committees that may be appointed by the President.

a. Courtesy

b. History

(1) Performs duties as specified in the local organization bylaws

(2) Notifies the state History Chair and the state Executive Secretary of names of deceased members.

(3) Prepares a scrapbook of the year’s activities at the discretion of the President.
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c. Hospitality

d. Loan and Scholarship

(1) Informs members and community of loans and scholarships available through Kansas BPW Education Foundation, Inc. and BPW Foundation, Inc.
(2) Secures guidelines and applications from Kansas BPW Educational Foundation, Inc.

(3) Oversees the local loan and scholarship selection process.

e. Newsletter/Bulletin

(1) Keeps members and other local organizations informed of local activities.

(2) Mails or distributes to all members and to the following:

(a) State President

(b) State President-Elect

(c) State Vice President

(d) State Executive Secretary

(e) State Public Relations Chair

(f) State Publication Editor

f. Special projects

g. Yearbook

(1) Prepares a yearbook that may contain:

(a) Programs

(b) Committees

(c) Names/addresses/zip code/phone numbers/email of all members

(d) Any other pertinent information

(2) Yearbooks should be distributed to the members.
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A.
Regular, board and executive committee meetings are held according to bylaws.

B.
A QUORUM must be present before any business can be conducted at regular, board, and executive committee meetings.

1.
The local bylaws stipulate what constitutes a quorum.

2.
Presiding officer will determine a quorum present before calling a meeting to order.

C.
Suggested order of business:

1.
Call to order

2.
Roll call

3. Reading of minutes

4. Reports of treasurer and other officers

5. Correspondence

6. Reports of standing committees

7. Reports of special committees

8. Unfinished business

9. New business

10. Announcements

11. Adjournment
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A.
All elected officers and appointed standing committee chairs are members of the board of directors, and others as stipulated in the local bylaws.

B. Board meetings should be held and business conducted as stipulated in the local bylaws.

C.
Action of the board of directors meeting should be reported at the next local organization meeting.
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A.
The local organization has financial obligations to:

1.
State officers and state board members

(a)
Meals and lodging for state officer/board member and one other individual when invited for any time/reason are always paid by the local organization.

(b)
Gift, corsage, or other courtesies for state officer and/or board member is at the discretion of the local organization.

2.
A member who is a candidate for state office

(a)
Assistance, at the local organization’s discretion, with campaign materials for the candidate.

3.
A member who is an incoming State President

(a)
Expense of decorations for installation above and beyond those expenses budgeted by the state convention committee is at the discretion of the local organization.

(b)
Expenses of the reception in conjunction with installation.

4.
Delegates/Members attending state convention 

(a)
Is at the discretion of the local organization.

5.
Young Careerist and Individual Development participants at state competition

(a)
Meals, transportation and registration.
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A.
The events listed here should be taken into consideration in planning the local organization year and the local programs.

B.
Events to be noted throughout the year with dates to be announced:

1.
State convention

2.
BPW/Kansas Fall Conference/Business Meeting 
3.
National Business Women’s Week (3rd full week in October)

4.
BPW/Kansas Spring Conference/Business Meeting
C.
Hosting a state meeting – Refer to State Meetings section.

D.
Any other special events involving membership promotion or leadership training which are promoted through state for a specific year should also be included in the local organization’s plans.

E.
Endorsing/Supporting Candidates for Public Office

1.
A Local Organization may endorse candidates and make contributions up to the limit allowed by law. Election rules change and local organizations are encouraged to work directly with the Kansas Board of Elections (Secretary of State) for information regarding the current laws.

2.
A Local Organization may adopt a resolution to support a person for office, citing why they support them, i.e., they support the BPW/Kansas Legislative Platform.

3.
A Local Organization must not participate in political activities that may jeopardize its non-profit status.
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A.
State awards are announced each year by the State President and/or state committee chairs and will vary from year to year.

1.
State President’s awards may be found in the state president’s handbook or through state president’s correspondence.

2.
State chairs’ awards may be found in the information distributed to local organization Presidents and committee chairs.

B.   Special state awards which continue from year-to-year (See Appendix C):

1.
Georgia Magee Howard State YC Traveling award is presented each year to the state YC winner. 
2.
The World ID Traveling Award, contributed by Past State President Bev Gering, is presented each year to the state ID winner.
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A.
The local organization desiring to dissolve must contact the state President and the state Membership Chair before taking any official action toward dissolution.

1.
The state President, or designee, shall be present at the meeting when the motion to dissolve is presented and a vote taken.

2.
The state President will be notified in writing of the dissolution and disbursement of local organization assets.

B.
Dissolution of assets.

Upon dissolution of the organization all of its assets remaining after payment of all costs and expenses of such dissolution shall be distributed to Kansas BPW Educational Foundation, Inc. that has qualified for exemption under section 501 (c)(3) of the Internal Revenue Code and state tax regulations.  None of these assets will be distributed to any member, officer or trustee of this organization.

200 - State Federation and State Meetings
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The Board of Directors shall consist of the President, President-Elect, Vice President, Recording Secretary, Treasurer, Advisor, Standing Committee Chairs, Editor of Publication, Executive Secretary, and Past State Presidents who are current BPW/Kansas members. Chair of Nominations, Parliamentarian, and Corresponding Secretary, if one is appointed, will be part of the Board of Directors.
The Board of Directors shall transact the business of BPW/Kansas and devise and promote measures for its growth and prosperity.  The Board of Directors shall be responsible for the following:

1.
Appoint the Executive Secretary

2.
Select a place of deposit for BPW/Kansas funds

3.
Insure that the Treasurer and other individuals entrusted with the handling of funds or property of BPW/Kansas are sufficiently bonded.

4.
Review the report of the federation funds.

5.
Appoint special committees and/or taskforces, when necessary, to implement specific issues of current concerns to accomplish BPW’s mission and objectives.

6.
Ratify appointments of standing and special committees and all other appointments where approval is required.

7. Adopt policies and procedures for BPW/Kansas.

8. Adopt a budget for the ensuing year.

9. Approve the place and date of meetings of the Board of Directors and the annual state convention.

10. Review proposed amendments to the state bylaws and determine those to be presented to the convention body for consideration.

11. Review proposed resolutions and determine those to be presented to the convention body.

12. Consider all recommendations of the committee chairs before they are presented to the convention body.

13. Report to the convention body the business transacted by the Board of Directors during the preceding year.
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A.
Only members in good standing shall be eligible for office. Candidates for president, president-elect, and vice president must have served one year as a chair or elected officer of the BPW/Kansas Board of Directors.
B.
The officers of BPW/Kansas shall be:

1.
President

2.
President ‑ Elect

3.
Vice President

4.
Recording secretary

5.
Treasurer

C.
They shall assume office at the close of the annual convention and shall serve until the close of the following annual state convention or until a successor is named.
D.
Vacancies in office shall be filled as follows:

1.
In the event of death, resignation, or incapacity of the President, the President-elect shall become President for the unexpired portion of the term.  In the event that the President and the President-elect are not able to fulfill the duties of President, the Vice President shall become President for the unexpired portion of the term.

2.
A vacancy in the office of the President-elect shall remain unfilled, and a special election for President shall be held at the next annual state convention.

3.
Vacancies in offices other than President and President-elect shall be filled for the unexpired term by the President with the approval of the Executive Committee.

E.
Term of office is one year.

1.
The President-elect, once elected, is automatically state President the following year.

2.
No individual elected to an office shall be eligible to serve more than two (2) consecutive terms in the same office.

3.
Six (6) months or longer shall be a term of office when determining eligibility for re-election, except for the President-elect serving the unexpired term of the President.

F.
Responsibilities of officers

1.
All officers shall be familiar with and carry out duties as set forth below.  
(a) If officers are unable to complete duties as listed below the President shall assess, evaluate, and present any issues to the Executive Committee for resolution. Any officer elected or appointed may be removed by an affirmative vote of two-thirds (2/3) of the executive committee membership whenever in its judgement the best interests of organization will be served thereby.

(b) All officers shall transfer their relevant files and property belonging to BPW/Kansas to their successor at state convention or immediately upon the completion of their term of office.
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2.
Executive Committee:  The President, President-elect, Vice President, Treasurer, Recording Secretary Executive Secretary (without vote), Parliamentarian (without vote) and Advisor (without vote) shall constitute the Executive Committee.  Meetings of the Executive Committee shall be at the call of the President and immediately prior to the beginning of the annual convention. It shall be the responsibility of the Executive Committee to:

a.
Make arrangements for ‘co-sponsoring’ or ‘partnering’ with other organizations.

(1)
The organizations chosen shall have the same philosophy, mission and/or goals.

b.
Call a special meeting of the Board of Directors with the consent of the President and two members of the Executive Committee.

c.
Take a vote by mail, electronically, or by telephone when given written notice by the President.
d.
Assign officers to oversee specific committees during their term of office.  This assignment will be made immediately following state convention and communicated to the state Board of Directors.

e.
Report to the Board of Directors the business transacted since the previous meeting of the Board of Directors.

f.
Approve any business to be transacted at the annual convention, including appointments necessary to ensure the success of the convention and establishing hours the polls shall be open for election of officers.

g.
Develop a plan to effectively establish communication with each local organization.

h.
Recommend to the state President and/or President-elect, BPW/Kansas members who should be considered as Chair of a standing committee.

i.
Assist the Executive Secretary, as requested, in securing officer/chair contact information from each local organization.

3.
President shall:

a.
Serve as the principal officer of BPW/Kansas and direct the programs and business.

b.
Submit regular reports to the BPW/Kansas Board of Directors and the BPW/Kansas membership.

c.
Appoint an Advisor, Historian, Parliamentarian, Nominations Chair, and standing committees subject to the approval of the Board of Directors.  Appoint a three-member taskforce to review the financial records of federation funds subject to the approval of the Board of Directors.  The Corresponding Secretary shall be an optional appointment of the President. 

d.
Appoint special committees and/or taskforces, when necessary to implement specific issues of current concern to accomplish BPW’s mission and objectives, subject to the approval of the Board of Directors.

e.
Serve as the editor of the BPW/Kansas official publication, “The Advocate,” or may appoint an editor, subject to the approval of the Board of Directors.  If an editor is appointed, the President shall act as editor-in-chief and retain full control of the publication.  The President will recommend to the Board of Directors the number of issues to be published each year.

f.
Oversee the duties of the Executive Secretary and shall coordinate upcoming expectations with the Executive Secretary.

g.
Oversee the duties of the Meetings Manager.

h.
Send the official call to all meetings of BPW/Kansas, including fall and spring conference and Board of Director meetings at least thirty (30) days prior to the meeting.

i.
Send the official call to annual state convention to each local organization at least thirty (30) days prior to the first day of the convention.

j.
Coordinate general arrangements for the annual state convention, be in charge of the program, and appoint convention committees as defined in SC 306.
k.
Develop the agenda for all meetings including Executive Committee, Board of Directors, Conferences, and Annual Convention.

l.   Serve as the official liaison to BPW Foundation, Inc. 
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 4.
President-elect shall:

a.
Perform the duties of the President in the absence of the President

b.
Serve as chair of the planning committee

(1)
The planning committee, which shall consist of President-elect and those who have consented to serve on the Board of Directors for the following year, shall meet during the President-elect’s term of office to coordinate programs, projects, and activities for the following year.

(a)
The President-elect shall conduct a leader’s retreat for the incoming state board of directors.  Date and location shall be at the discretion of the President-elect.

(b)
The purpose of the meeting shall be to plan for the upcoming organizational year, prepare committee plans of action, and train incoming Board of Directors of responsibilities and duties.
(c)  Works with finance committee to create a budget for the upcoming year.
c.
Send one copy of officer’s report to the Executive Secretary, if requested by the state President.

d.
Arrange for purchase of a Past President’s pin to be given to the outgoing state President at state convention.

e.
Arrange for purchase of the President’s gift from the board of directors to be given to the outgoing state President at state convention.

f.
Serve in other capacities as assigned by the President.
g.   Shall have the authority to negotiate and sign a contract for hotel, motel or meeting spaces for their upcoming year as President, with a cap of contract price of $800 and follow with electronic Executive Committee email vote and approval
5.
Vice President shall:

a.
Perform the duties of President in the absence of the President and President-elect.

b.
Send one copy of officer’s report to the Executive Secretary, if requested by the state President.

c.
Serve in other capacities as assigned by the President.

d.    Provide information regarding BPW Foundation, Inc. loans and scholarships.
6.
Treasurer shall:

a.
Become familiar with the BPW/Kansas Treasurer’s Guidelines.

b.
Complete the necessary steps to become bonded before assuming the duties of Treasurer, initiate bonding process within 14 days of being voted into position.
c.
Send a financial statement to the Executive Officers and the Finance Chair at the close of each month that has activity. 
d.
Meet with Executive Secretary to set up bank accounts as approved by the Membership. 
(1) The Treasurer and the President will be authorized to draw funds from the checking account. Two signatures shall be required on each check issued. In the absence of the President and/or Treasurer additional authorized signers include President Elect, Vice President, and Recording Secretary. Disburse funds only upon presentation of original bills and/or properly executed vouchers. 
(2) Authorized signers include: President, President Elect, Vice President, Recording Secretary, and Treasurer.
e.
Send one copy of the financial report to the Executive Secretary two (2) weeks prior to state board meetings.

f.
Keep copies of all financial reports.

g.
Familiarize oneself with the chart of accounts used in day-to-day operations of BPW/Kansas.

h.
Distribute appropriate funds to the Executive Secretary for the rent and storage of records.

i.
Provide necessary documents to the approved Reconciler of funds on a monthly basis. 
j.
Distribute payment to Kansas BPW Educational Foundation, Inc. based upon monthly renewal forms.
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 k.
Present financial information to financial review committee within 30 days following the close of the fiscal year. (To be sent by certified mail.)
(1)
The financial review committee will be appointed by the state President with approval of the Membership 
(a)
The committee will review BPW/Kansas financial records and prepare a financial review report to be presented at the fall business meeting of the membership... 

l.
Prepare and file all necessary Internal Revenue Service reports and information and the Secretary of State annual report by mandated deadlines. (Refer to Appendix B)
m.
Prepare a financial statement of all state meetings within thirty (30) days following each meeting and distribute to the Executive Committee.

n.
Present financial reports at the BPW/Kansas convention and all business meetings.
o.
Deliver to the successor all funds, securities, and records no later than thirty (30) days after close of convention. 
p.
Inform the Membership Chair and Executive Secretary of all new and renewal memberships and send renewal notices to members.
q. All funds shall be deposited within 30 days of receipt.
Also see, Appendix B pages 5 through 8.
7.
Recording Secretary shall:

a.
Accurately record minutes of all meetings of BPW/Kansas.

(1)
Executive Committee and Business Meeting minutes shall be distributed as follows:

(a)  
Sent to the Executive Committee and Parliamentarian within fifteen (15) days of each meeting.  Finalized minutes will be approved within thirty (30) days by the President and Recording Secretary.

(b)
Approved copies of Executive Committee minutes shall be distributed to Executive Committee members and the Executive Secretary (to be filed).

(c)
Approved copies of Board of Directors meeting minutes shall be distributed to the Board of Directors and Executive Secretary (to be filed).
(d) Approved copies of Business meeting minutes shall be distributed to the Board of Directors and Executive Secretary (to be filed).
b.
Establish a sign-in procedure for members at all meetings and maintain an accurate record of voting and non-voting members at each meeting.
                                               Also, see Appendix B pages 1 through 4.
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A.
Responsibilities include:

1.
Become familiar with and carry out duties as set forth in BPW/Kansas bylaws

2.
Prepare a plan of action of goals and objectives, as incoming chairs.  These shall be submitted to the President-Elect by the required date for approval.

3.
Attend all BPW/Kansas Business meetings and any special meetings called by the President.  Standing Committee Chairs will serve on the Board of Directors with vote.

4.
Send one copy of chair’s report to the Executive Secretary, if requested by the state President.
5.
Maintain close communication with local organizations and provide assistance as requested.

6.
Secure prior approval of Executive Committee for any project/expenditure of fifty (50) dollars or more. 

7.
Submit vouchers, with bills attached, for allowable expenses to Finance Chair.

8.
Determine any discretionary awards, excluding Woman of the Year and Businesses of the Year, to be presented at state convention.  The discretionary awards will be at the personal expense of the chair. The timeline for identifying the discretionary awards, the Woman of the Year, and Businesses of the Year will be set after consultation with the state President.  

9.
Transfer relevant files to the successor at state convention.

10.
Prepare written articles for the state publication, as requested.

11.
Distribute committee information via e-mail, if requested.

12.
Secure approval for any new project or plan from the appropriate state officer.

13.  Contact the appropriate chair at the local organization at least twice each year either by telephone, electronically, or mail.

B.
Standing Committees (All Standing Committee Chairs will be appointed by the state President, with Membership approval.  Standing committee chairs will establish their committees with the approval of the state President.)  

1.
Bylaws committee shall be composed of a chair, who shall:

a.
Review the state bylaws and the BPW/Kansas Policy and Procedure manual and present recommendations to the BPW/Kansas Business Meeting.

b.   Assist the Executive Secretary in annually updating the BPW/Kansas bylaws and manual of policy and procedures.

(1) A committee to assist the chair for an extensive revision may be appointed by the President.

c.
Review, sign, and affix the date of approval on copies of local organization bylaws that have been revised and forward to the state parliamentarian for approval.

d.
Inform the local organizations of all state mandatory changes.

e.
Review the bylaws of any newly organized local organization seeking membership in BPW/Kansas.
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2.
Finance committee (President-Elect, Vice President, Treasurer and others appointed by the President-Elect) shall be composed of a chair.  The chair shall:

a.
Review and distribute vouchers as follows:

(1)
Assign a code and record expenditures

(2)
Sign and forward copy of voucher (with bills attached) to the treasurer for payment.

b.
Oversee the annual budget for BPW/Kansas and:

(1) Prepare a general budget with the assistance of the finance committee and the incoming state President that will include income and expenditures and present to Membership for approval at the post-convention business meeting.  The Finance committee will also develop a plan for additional revenue sources.

(2) Compare actual expenditures against budgeted items

3.
Issues Management committee shall be composed of a chair, who shall:

a.
Develop and implement the programs, projects and activities for the current year including the observance of National Business Women’s Week.

b.
Encourage local organizations to recognize Businesses of the Year and Woman of the Year

(1)
In order to be considered for state Business of the Year, the local Business of the Year must meet one or more of the criteria selected by the state chair.  Suggested criteria could include:

(a)
exhibited sensitivity to the needs of female employees;

(b)
provided outstanding opportunities for upward mobility and additional training for female employees;

(c)
provided opportunities for development of new talent;

(d)
provided support for dependent care;

(e)
upgraded pension plans for female employees; and

(f)
entered into a business school partnership for the purpose of providing resources, training or expertise to a school to make its academic program more responsive to student needs and employer expectations.

(2)
Shall present local organization Business of the Year information to a panel of judges who will select the state Business of the Year to be honored at state convention.  Judges will be selected by the state chair and the state President.

(3)
There shall be two state Businesses of the Year – one for businesses with less than fifteen (15) employees and one for businesses with fifteen (15) or more employees.

(4)
Shall arrange for plaques for state Businesses of the Year.  Cost will be covered by BPW/Kansas with prior approval of the state President.

c.
Encourage local organizations to recognize Woman of the Year.

(1)
Shall arrange for recognition of local Woman of the Year at some time during the year at the direction of the state President.  Cost will be covered by BPW/Kansas with prior approval of the state President.

4.
Legislative committee shall be composed of a chair, who shall:

a.
Provide information on state legislative platform and issues.

b.
Prepare the BPW/Kansas Legislative Platform for approval at the Spring Business meeting. 

c.
Implement the legislative platform/programs adopted by BPW/Kansas.

d.
Communicate with local organizations regarding legislative issues of importance to the membership.

e.
Organize legislative events based upon the BPW/Kansas Legislative Platform and in coordination with the sate President.
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5.
Membership committee shall be composed of a chair, who shall:

a.
Assist in the formation of new local organizations

(1)
Provide a new local organization kit. 

b.
Encourage membership growth and retention through information, support, materials, and state membership programs.

c.
Track local organization member renewals and communicate with local organizations regarding members and membership issues.

6.
Public Relations committee shall be composed of a chair, who shall:

a.
Develop and distribute publicity in regards to state officers, board members, and state meetings.

b.
Provide press releases when requested.

c.
Encourage wider use of the media.

7.
Young Careerist (YC) committee shall be composed of a chair, who shall:

a.
Encourage recruitment of young people into membership through the Young Careerist program.

b.
Organize and coordinate the Young Careerist program.

c.
Select the speech topic and implement the YC program.

d.
Plan and conduct the Young Careerist competition at spring conference.  If necessary, a coordinator may be named by the Young Careerist Chair, approved by the state President, to assist at the spring conference meeting.

(1)
Shall be responsible for obtaining three (3) judges, none of which may be from the local organization of a participating Young Careerist.  One judge should be a non-BPW member.  Note:  Individual Development and Young Careerist judges may be identical if they meet all criteria.

(2)
Shall be responsible for arranging with the Meetings Manager for adequate meeting facilities at the conference.

 (3)
Shall provide the judges with all necessary information on the YC participants and YC competition.

8.
Individual Development (ID) committee shall be composed of a chair, who shall:

a.
Promote activities that involve participation in the Individual Development program that includes working with local organizations to provide the program to their membership and community members.

b.
Select the speech topic and implement the Individual Development program.

c.
Plan and conduct the Individual Development competition at spring conference.  If necessary, a coordinator may be named by the Individual Development Chair, approved by the state President, to assist at the spring conference meeting.

(1)
Shall be responsible for obtaining three (3) judges, none of which may be from the local organization of an Individual Development participant.  One judge should be a non-BPW member.  Note:  Individual Development and Young Careerist judges may be identical if they meet all criteria.

(2)
Shall be responsible for arranging with the Meetings Manager for adequate meeting facilities at the conference.

(3)
Shall provide the judges with all necessary information on the ID participants and ID competition.

9.      Meetings Manager shall:

a.
Organize the state meetings, excluding state convention, at the direction of the state President.  Refer to BPW/KANSAS MEETINGS (SF 205).  This may include securing the meeting/conference location, planning menus, arranging for decorations, etc.

b.
Work with Local Organizations to sponsor a BPW/Kansas conference or Business meeting.

c.   Provide the registration listing for all meetings/conferences to the Executive Secretary one week prior to the meeting/conference.
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C.
Special Appointees – Member of Board of Directors with vote:

1.
Executive Secretary shall:

a.
Send one (1) copy of all reports received to the Recording Secretary and keep one (1) copy on file.

b.
Retain one signed (by Parliamentarian and Bylaws chair) copy of local organization bylaws for the state file, send one copy to the state Bylaws Chair for bylaws files, and return the other copy to the local organization for their files.

c.
Maintain the membership database that should include name, mailing address, e-mail address, and telephone numbers.

d.
Obtain all local organization officer and committee chair information for the ensuing year prior to state convention.

e.
Prepare and distribute mailings and/or meeting materials as requested by state President.

f.
Insure the updated bylaws and policy and procedure manual are on the BPW/Kansas website. 
g.
Maintain custody of the accumulation of histories, manuals, valuable papers, and permanent records of BPW/Kansas.

h.
Provide state President with requested information for convention handbook.

i.
Provide access to BPW/Kansas information to the Membership at all Business meetings.

j.
Provide items as directed by state President required to facilitate state meetings, which may include but not limited to stopwatch, officer placards, handouts, page cards, and motion forms.

k.
Provide printed ballots, ballot box and supplies for election of officers at state convention.

l.
Provide a current list of BPW/Kansas members to the state Convention Registrar at state convention.

m.
Update the official copy of the state bylaws and policy and procedures manual with the assistance of the state Bylaws Chair.

n.
Assist with other duties as specified by the state President.

D.
Special Appointees – Member of Board of Directors without vote:

1.
Advisor shall be appointed by the state President and, when possible, shall be the immediate Past State President.  It shall be the duty of the advisor to:

a.
Advise the President, the Executive Committee, and the Board of Directors.

2.
Historian shall:

a.
Maintain the state history file and update annually.

b.
Prepare and submit to the Executive Secretary a summary of events of the state President.  This summary should also be placed in the state History file along with the President’s picture and other appropriate items, i.e., President’s song, etc...
c.
Prepare a scrapbook to be presented to the state President at state convention with items representative of the past year.

d.
Conduct a memorial ceremony at state convention, at the request of the state President.

(1)
The memorial ceremony shall honor those members who have passed away during the previous club year.  The ceremony shall be approved by the state President.

3.
Corresponding secretary (optional appointment) shall:

a.
Assist the state President, as requested

4.
Parliamentarian shall:

a.
Attend Executive Committee meetings without vote.

b.
Receive copies of written motions, agenda reports, handouts, and bylaws.

(1)
Shall sign and affix date of approval on all copies of local organization bylaws received from state Bylaws Chair and forward to the state Executive Secretary.
c.
Receive meeting minutes from the Recording Secretary for review and then return reviewed minutes to Recording Secretary.  This procedure should be completed within thirty (30) days of the meeting.

d.
Digitally record all business meetings as a backup for the Recording Secretary.

e.
Advise the state President and any local organizations regarding parliamentary procedure.
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5.
Other optional appointments who will serve may include:

a.
Technology Director

(1)
Maintains the BPW/Kansas website with the state President responsible for content.

(2)
Serves as consultant to the Membership with regards to technology issues.
b.   Hall of Fame Committee

(1)
Administers the Hall of Fame nomination process – refer to Appendix D.
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A.
A Chair of Nominations shall be appointed by the state President and approved at the post-convention Business meeting and shall serve for one year. It shall be the duty of the Chair of Nominations to:

1.
Provide information to the BPW/Kansas membership regarding information required for endorsement of individuals qualified for office.

a.
Candidates for office shall file the following materials with the Nominations Chair by March 1:

(1)
Letter agreeing to serve if elected.

(2)
Resume of activities and qualification for the office.  Should include years in BPW; office and chair positions held at local organization; state federation involvement including chair positions, previous offices held, special task forces, and special achievements; occupation; and community involvement.

(3)
Email/mail a photo for publication.
2.
Collect all candidate data and submit for publication to the state publication editor at the appropriate time.

3.
Develop the campaign procedures to be used at the annual convention, with approval of the state President, and disseminate with the Call to Convention.

4.
Report to the convention body the slate of candidates endorsed by local organizations, and conduct a candidate forum, with approval from BPW/Kansas State President.

B.
Nominations may also be made from the convention floor provided all required material is presented to the Nominations Chair immediately following the nomination.

C.
Elections shall be by ballot at each annual convention.

1. A majority of all votes cast for a particular office shall constitute an election.


2. A president-elect, a vice president, a recording secretary, a treasurer shall be elected by ballot at each annual state convention.  This ballot may be by unanimous consent if only one candidate is seeking each office.


3.  Poll shall be open during hours determined by the Executive Committee.
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Fall and Spring Conference

	Reimbursement Type
	Reimbursable Amount
	BPW/Kansas Members Eligible for Reimbursement

	Lodging
	Total expense or as budgeted (if not complimentary)
	· President

	
	$15 per night, or actual cost, whichever is less for a maximum of two nights
	· President-Elect, Vice-President, Treasurer, Recording Secretary

· Executive Secretary

· Standing and Special Committee Chairs: Bylaws, Finance, Individual Development, Issues Management, Legislative, Membership, Nominations, Public Relations, Young Careerist

	
	Full reimbursement of an extra night’s lodging*
	· Members traveling over 200 miles one-way to conference

	Mileage
	Twenty (20) cents per mile round-trip
	· President

	
	Twenty (20) cents per mile round-trip**
	· President-Elect, Vice-President, Treasurer, Recording Secretary

	
	Thirty (30) cents per mile round-trip*
	· Members traveling over 200 miles one-way to conference



*Members are to receive reimbursement for lodging OR mileage; this will be of their choosing. This shall be in addition to other reimbursable expenses.

**Only eligible if the business meeting is over 100 miles round-trip.

Please note: committee members, taskforce members, non-voting board members, and special appointees do NOT receive reimbursement

	BPW/Kansas Policy and Procedure Manual

	SECTION:
	STATE FEDERATION & STATE MEETINGS
	NO.
	SF 204

	
	(excluding convention)
	REVISED:
	2022

	TITLE:
	FINANCIAL OBLIGATIONS
	Page 2 of 2
	


Other

	Reimbursement Type
	Reimbursable Amount
	BPW/Kansas Members Eligible for Reimbursement

	Mileage 

	   Official local organization visits
	Twenty (20) cents per mile round-trip
	· President

· President-Elect, Vice-President, Treasurer, Recording Secretary (only at the President’s request)

	   BPW/Kansas official business
	Twenty (20) cents per mile round-trip
	· President

	Miscellaneous

	   Printing/copying (should be 

   done by executive secretary, 

   unless obtained at lesser cost)
	Total expense or as budgeted
	· President, President-Elect, Vice-President, Treasurer, Recording Secretary

· Executive Secretary

· Standing and Special Committee Chairs: Bylaws, Finance, Individual Development, Issues Management, Legislative, Membership, Nominations, Public Relations, Young Careerist

	   Postage
	Total expense or as budgeted
	· President, President-Elect, Vice-President, Treasurer, Recording Secretary, Executive Secretary

	   Monthly storage fee
	Amount determined by membership annually at the post-convention business meeting
	· Executive Secretary

	   Other expenses necessary to 

   carry out duties
	Total expense or as budgeted
	· President, President-Elect, Vice-President, Treasurer, Recording Secretary, Executive Secretary




No unbudgeted expense (anything >$50) will be incurred without prior approval from the state President.
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A.
State meetings of BPW/Kansas will include the following:

1.
A Business meeting will be held immediately following the annual convention.


2.
One fall conference and Business meeting will be held with the date and location to be determined by the state President with approval of the Membership.

3.
One or more Spring conferences and one Business meeting will be held with the date and location to be determined by the state President with approval of the Membership.

4.
One annual convention will be held with the date and location to be determined by the state President with approval of the Membership.

B.
Hosting a state meeting by a local organization

1.
Procedure

a.
A written invitation is extended by the local organization President to the State President or President-elect.

2.
Business meeting locations

a.
Must have adequate facilities including:

(1)
Motel or hotel rooms to accommodate anticipated number of participants.
(2)
Meeting rooms 

(a)
One large room to accommodate anticipated number of participants.

(b)
Smaller rooms for various meetings if required.
(3)
Audio or visual requirements
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3.
Responsibilities of local organization

a.
Secure adequate facilities as requested by state President

b.
Assist Meetings Manager with arrangements.

c.
Assist with on-site registration

C.
A registration fee will be assessed to cover expenses including, but not limited to, decorations (if any), programs, entertainment, meals, and meeting room rental for all BPW/Kansas meetings and conferences.  To facilitate membership participation, expenses should be kept to a minimum.

D.
At the direction of the state President, all BPW/Kansas local organizations and board members will be notified at least thirty (30) days prior to all BPW/Kansas meetings/conferences of the date, location, and registration information.
300 - State Convention
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A.
Members of this committee include:

1.
President – Chair

2.
Convention Chair

3.
Convention Co-chair

4.
Convention Registrar and/or Co-Registrar

5.
Other persons as designated by the state President

B.
The committee shall determine registration fee, menus, meal prices, and other convention plans as necessary.

C.
Meetings of this committee will be held at a location and date/time set by the state President.

D.
The committee shall carefully consider available financial resources in planning the convention.  The convention shall be self-supporting.

E.
Convention Chair/Co-Chair shall:
1.
Make all arrangements for convention at the direction of the state President.

2.
Oversee room setup which may include, but not limited to, the stage, checking assembly rooms, setting up rooms for various functions including decorations, arranging for water and glasses on tables, locating electric switches, arranging for public address systems and being sure they are in working order.

3.
Arrange to meet and act as hostess for special guests.

4.
Provide a special information desk at convention headquarters.

5.
Provide assistance in any way throughout the entire convention.

6.
Serve as business managers in charge of the convention, assisted by the Convention Registrar.

7.
Submit a complete financial report at the Fall Business meeting following the convention.  This report shall be for information only.  A copy shall be retained by the state Treasurer.
F.  Convention Registrar/Co-Registrar shall:

1.
Preside at registration when open, or leave word where to be reached.
2.
Oversee the registration process during the convention.

3.
Report to the convention body and present a credentials report, prior to conducting any business and to the opening of the polls.

4.
Provide a listing of all members and guests registered for the convention as well as meal function reservations to the Convention Chair and Convention Co-Chair.

5.
Obtain the official membership list from the state Executive Secretary.


6.
Provide the registration listing for the BPW/Kansas State Convention to the Executive Secretary one        
week prior to the convention.
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A.
The state President shall issue the call to convention at least thirty (30) days prior to the first day of convention.

B.
Convention attendees shall be members in good standing.

1.
To be a voting member a registration form must be completed and returned it to the Convention Registrar.

2.
Should a member not be on the official membership list of the Convention Registrar, it will be necessary to contact the Executive Secretary for verification.

C.
Registration fees are to be determined by the convention planning committee and will be paid by all attendees and visitors, except special invited guests of BPW/Kansas.
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A.
The state President shall be the chair of convention in charge of the program and the presiding officer.

B.
The agenda should include, but not limited to, the following items:

1.
Recognition of Past State Presidents

2.
Election of officers

3.
Consideration of state bylaw amendments

4.
Approval of state Legislative Platform

5.
Candidate’s forum (at the discretion of the state President)

6.
Annual Meeting of the BPW/Kansas Educational Foundation, Inc.
7.
Credentials report

8.
Convention Rules of Order

9
Adoption of the convention handbook

10 .Memorial ceremony (at the discretion of the state President)

C.
Resolutions

1.
Any member or local organization may present resolutions to the convention.

2.
All resolutions, except courtesy resolutions, shall be sent to the state President thirty (30) days before the opening of the convention for consideration by the Membership, the resolution having been approved by the local organization and signed by the local organization President and Recording Secretary.

3.
A member must present a resolution through the local organization to which the member belongs.

4.
The state President shall appoint a resolution’s committee for the convention to prepare all resolutions approved by the Membership and present them to the convention body for consideration.

D.
Convention Equipment

1.
The Convention Chair and Co-Chair will ensure any equipment required to conduct business will be available.

2.
The Executive Secretary will provide access to the tools with which to work including, pencils, paper, staplers, scissors, tape, election box, stopwatch, BPW/Kansas bell, gong and base, officer placards, etc.

E.
Publicity

1.
BPW/Kansas Public Relations chair shall:

a.
Arrange for media interviews with speakers, special guests, and state President.

b.
Arrange for news releases if requested by local organizations and/or the state President.

c.
Assist local media in selection of most important points of the day’s news and photographs.

d.
File press notices at the close of convention.
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Convention

	Reimbursement Type
	Reimbursable Amount
	BPW/Kansas Members Eligible for Reimbursement

	Lodging
	$15 per night, or actual cost, whichever is less for a maximum of one night
	· Vice President, Treasurer, Recording Secretary

· Executive Secretary

· Convention Chair and Co-Chair

· Convention Registrar

· Standing and Special Committee Chairs: Bylaws, Finance, Individual Development, Issues Management, Legislative, Membership, Nominations, Public Relations, Young Careerist

	
	½ (half) the cost of two night’s lodging
	· President, President-Elect

	
	Full reimbursement of an extra night’s lodging*
	· Members traveling over 200 miles one-way to convention

	Mileage
	Twenty (20) cents per mile one-way
	· President, President-Elect, Vice-President, Treasurer, and Recording Secretary

	
	Thirty (30) cents per mile round-trip*
	· Members traveling over 200 miles one-way to convention

	Registration Fee
	Convention Registration Fee
	· President, President-Elect, Vice-President, Treasurer, Recording Secretary

· Executive Secretary

· Convention Chair and Co-Chair

· Convention Registrar

	Food
	All Convention Meals
	· President, President-Elect, Vice-President, Treasurer, Recording Secretary

· Executive Secretary

· Convention Chair and Co-Chair

· Convention Registrar

	
	Recognition Banquet Meal
	· YC Winner for Current Year

· ID Winner for Current Year

· Guests of President (4)

· Guests of President-Elect (4)

· Non-member special award winners (e.g. Business of the Year) maximum of 2 per award category

· Keynote Speaker


*Members are to receive reimbursement for lodging OR mileage; this will be of their choosing. This shall be in addition to other reimbursable expenses.

**Only eligible if the business meeting is over 50 miles. 

Please note: committee members, taskforce members, non-voting board members, and special appointees do NOT receive reimbursement

Expenses paid from convention funds generated by registration fee and sponsorships include, but are not limited to, the following:

1.
Printing of convention handbook and all handouts

2.
Printing of tickets for the various meals

3.
Registration cards and badges

4.
All expenses of guest speakers and special entertainment, if any, according to contract terms.  

7.
Convention gifts will be purchased by the Vice President at the direction of the state President.  

8.
Other miscellaneous expenses as required

Special functions may be attended by non-registered individuals at a price to be predetermined by the convention planning committee.

The local organization of the incoming state President shall determine what event, if any, they will sponsor at the installation of the incoming state President. The LO will be responsible for expenses associated with the event (e.g. decorations above and beyond those budgeted for convention, food, entertainment, handouts etc)
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A.
Appointed by state President or designee

B.
Floor Tellers

1.
Counts all votes at any time and distributes and collects written ballots if necessary.

2.
Makes sure only members are voting.

C.
Marshals

1.
Shall be at the convention doors during business sessions if needed to see that only those persons enter the convention room who are eligible to do so, according to convention rules adopted at the opening of convention.

2.
Allows entrance to the convention room only at times when it will not disturb business under consideration.

3.
Assists the Convention Chair and Convention Co-Chair with admitting members to meal functions.

D.
Pages

1.
Shall be on duty at all times throughout the business sessions of the convention.

2.
Shall be prepared with note pads and pencils to deliver messages on the convention floor.

E.
Timekeepers

1.
Shall watch the time allowed for reports and discussion according to convention rules adopted.

F.
Elections

1.
An election committee will be appointed by the state President and will be comprised of a chair and a member from each local organization that has a candidate for office.

2.
Members of this committee serve as doorkeepers and tellers at the polls.

3.
The chair of this committee shall be in charge of securing a ballot box from the Executive Secretary.

4.
Members of the committee will punch the member’s name badge as they approach the polling place and distribute ballots.

5.
Members of the committee will be in charge of tallying the votes cast.

6.
The chair of this committee shall give the election report to the convention body.

7.    The Executive Secretary shall be responsible for printing the ballots.
8.    The Parliamentarian and the Executive Secretary shall be present during all election procedures.
Appendix
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A.
The state president is the top executive officer of BPW/Kansas.  As such, she should be accorded every courtesy in planning a program.

B.
Do not plan a program prior to an address by a guest speaker.  After the address, thank the guest speaker.

C.
Check facilities for ventilation, distracting noises, table arrangements.  Arrange for a 
microphone if needed.  The guest speaker should be seated facing the entire assembly.

D.
The local organization president presides over the meeting.  The guest speaker is seated at the right of the president.  If the president does not introduce the speaker, the person introducing the speaker sits at the right of the speaker.  If a committee chair presents the program, the president opens the meeting, makes the necessary comments, and then introduces the committee chair who will present the program.  The president never ‘turns the meeting over to the chair’, but introduces the chair who will present the program.

E.
The program may be presented before or after the business meeting, whichever is most convenient for the guest speaker.

F.
Receiving lines – Persons are positioned in respect to rank or in accordance with level of organization at which office is held (state – local).

· The president is first in line.

· The guest of honor stands next to the president; others stand according to rank.

G.
Past state officers, other than past state presidents, need not be introduced at large meetings, unless they are special guests.

H.
Any important guest with which the assembly is NOT acquainted is INTRODUCED.  Any important guest already known by the group is PRESENTED.

I.
The committee chair responsible for the meeting should notify each guest giving the time, place, meeting, the manner of dress, and seating.

J.
The presiding officer is seated in the center at meals.  To the right, the place of honor goes to the most distinguished guest.  The state president should be seated to the left of the presiding officer at such times when not the guest speaker.  

K.
Introductions should be made in order of importance of offices held in the organization, or positions held in state or community. DO NOT introduce guest speakers when other guests are introduced.

L.
The introducer introduces the highest ranking guest first and goes down the list.  If the guests are each to say a few words of greeting or congratulations, then the introducer starts with the guest of lowest rank and proceeds up the list so that the last expression comes from the top-ranking officer or guest. 

M.
Members should make it a point to speak to the honored guest some time during the meeting.

N.
If a pledge of allegiance and an invocation/collect are both included in the opening of the meeting, the pledge is first and the invocation/collect follows.  Remember the flag in a standard should be at the right of the lectern (the president’s right).
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Guidelines for BPW/Kansas Recording Secretary

The minutes of each meeting of BPW/Kansas must include the following:

· kind of meeting, i.e. regular, special;

· name of group, i.e. Board of Directors of BPW/Kansas, Executive Committee of BPW/Kansas, Membership Meeting;

· date of meeting and place;

· whether the President and recording secretary are present – if not, name their substitutes;

· whether the minutes of the previous meeting were approved – also state if they were read or if their reading was dispensed with and the date of the previous meeting;

· all main motions in the exact wording as stated by the chair (unless withdrawn), points of order, appeals, and any other motions that were not lost or withdrawn;

* * include the name of the maker and local organization.  Do not include the name of the seconder – also include action taken on the motion.

· when meeting was called to order and when adjourned.

The minutes need only be signed by the President and Recording Secretary.  The President may designate 
either the President Elect or Vice President to review the minutes in the case of the President not being able to review and approve them, such as an extended absence, work commitment, prolonged illness, etc. The Recording Secretary shall send a copy of the completed minutes to the Parliamentarian for review.  When the minutes have been approved, the word “Approved,” with the Secretary’s initials should be written below the minutes.  Following approval, a copy of the minutes should be placed in a permanent file that will reside with the Executive Secretary.

When corrections are made, the error should be bracketed and the correction written in the margin.

Tips for Recording Secretary

The minutes are a record of what was done, not what was said.

The minutes should be reported in the order in which business was presented.

Each subject covered should be in separate paragraphs.

The name and subject of a guest speaker can be included but do not include a summary of the remarks.
The names of those elected or appointed to committees should be listed.

“Respectfully submitted” is not necessary when the Secretary signs the minutes.
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Sample Minutes


First Paragraph


The [regular, special] [Spring, Fall, Pre-Convention, Convention, Post-Convention] meeting of the 
[Board of Directors, Executive Committee, members] of  Kansas Federation of Business and Professional Women’s Clubs, Inc. was held on [day], [date] at [time], at [place], the President being in the chair and the 
Recording Secretary being present.  The minutes of the [date] [Business Meeting, Executive Committee, Convention] meeting were approved as [printed, read, and corrected] – or – The reading of the minutes of the [date] [Business Meeting, Executive Committee, Convention] meeting was dispensed with and they were approved as printed.


Body of Minutes


The body of the minutes should contain a separate paragraph for each subject, including reports of officers, executive committee, standing committee chairs, and special committees.


The Treasurer reported receipts of [amount], current disbursements of [amount], and a balance on hand, [date], of [amount].  The report was filed.


The Recording Secretary reported on the action of the [Executive Committee, Business Meeting] as of [date].  


Action items included [list].


Other options


[Name], reporting on behalf of the [committee], moved “[wording of motion].” The motion was [adopted after debate, referred to committee, referred to committee to be appointed by chair, lost, tabled, etc.]


The report of the [name] committee was received and placed on file.


[Name], [local organization, board position], moved “[wording of motion].”  After amendment and further debate, the motion was adopted as follows: “[wording of motion after amendment].”


The special committee appointed to [purpose of committee] reported, through its chair, [Name], a motion, which after debate was adopted as follows:  “[wording of motion].”


The motion relating to [purpose of motion], which was postponed from the last meeting, was then taken up.  After debate, the motion was adopted as follows:  “[wording of motion].”


[Name], [local organization, board position], moved “[wording of motion].”  [Name], [local organization, board position], moved to amend the motion by [adding the words …, deleting the words …, etc].  The motion and the amendment were adopted after debate.


[Name], [local organization, board position], moved “[wording of motion].”  The question was postponed to the [date] meeting. 
[Name], [local organization, board position], moved “[wording of motion].”  On motion from [Name], [local organization, and board position], the motion was referred to [committee, special committee to be appointed with instructions to ….]. [If a special committee is appointed, list members appointed by the chair]

Last Paragraph


The meeting adjourned at [time].


The minutes are closed with the signature and title of the President and Recording Secretary.
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Attachments


To be with minutes distributed to Executive Committee/Members
· List of voting and non-voting members for Executive Committee and Board of Directors meetings

To be with official minutes on file, but not distributed to Executive Committee/Board Members

· Number of votes if count ordered or ballot vote for each motion

· Copy of reports by officers, committees, etc.


Meeting duties of the Recording Secretary

· The recording secretary is required to take roll at each meeting of the executive committee and the board of directors.  She should get a copy of voting members from the executive secretary prior to the start of the meeting.  Voting and non-voting members shall sign in prior to the start of each business meeting.
Roll Call Steps – These steps are for business meetings; the executive committee meeting is less formal:


* The President will ask the Recording Secretary to take roll.  The Recording Secretary will approach the podium and announce the number of voting members who had signed in prior to the start of the business meeting:

Executive Committee:
President, President Elect, Vice President, Treasurer, Recording Secretary, Advisor

Board of Directors
President, President Elect, Vice President, Treasurer, Recording Secretary, Bylaws chair, Finance chair, Membership chair(s), Issues Management chair, Legislation chair, Young Careerist chair, Public Relations chair, Meetings Manager, Individual Development chair, Editor of Publication, Executive Secretary, and Past State Presidents who are current BPW/Kansas members.

· Following the roll, the Recording Secretary says, “Madam President that concludes the roll of the voting members.”  She steps back from the podium and the President steps forward.  The President says, “The chair declares a quorum present.  Will the Recording Secretary please call the roll of the nonvoting members?”  The Recording Secretary steps back to the podium and announces the number of non-voting members who signed in prior to the start of the business meeting.
· The Recording Secretary is required to make a report to the Membership regarding any action taken during any Executive Committee meeting.  When requested by the President, the Recording Secretary goes to the podium and lists the motions from the Executive Committee meeting and the disposition of the motions.  She should also state the time the meeting was called to order, those present at the meeting, and the time of conclusion of the meeting.

· It is recommended that the Recording Secretary have a tape or digital recorder to record all minutes of the Business meetings and State Convention.

· During Business meetings and State Convention, the Recording Secretary will be handed motion forms from the Parliamentarian after the final vote has been taken on each motion.  These are to become a permanent part of the minutes and a copy of the motions should be stored with the executive secretary along with a copy of the minutes.
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Source of information


These guidelines were compiled with information from the 10th Edition (published in October, 2000) of Robert’s Rules 
of Order Newly Revised.  If there is any question not covered under these guidelines, the Recording Secretary should consult the current edition of Robert’s Rules of Order Newly Revised.

BPW/Kansas Treasurer’s Guidelines

Before running for election or taking office:

· Retain a reconciler of funds.  This person or agency will be responsible for reconciling the monthly statements of the BPW/Kansas accounts.  The name of this person/agency needs to be presented at the Post Convention Business meeting for approval by the Membership.

· Secure confirmation regarding ability to be bonded.  Incoming treasurer must contact the bonding company with all pertinent information in order that the bond can be written.  The bonding information needs to be passed to the incoming treasurer by the outgoing treasurer immediately following installation.  If there are any problems concerning the bonding process, the president needs to be notified immediately.

Main Responsibilities:

The Treasurer shall:

· Be responsible for all monies of BPW/Kansas
· Familiarize oneself with the chart of accounts used in day-to-day operations of BPW/Kansas
Board of Directors

· Serve as a voting member of the board at the end of State Convention but the previous Treasurer will continue to be responsible for all funds until the end of the fiscal year – June 30th.

· Serve as an ex-officio member of the finance committee

· Serve as a member of the executive committee
Bank Accounts
The Treasurer shall meet with the Executive Secretary to set up bank accounts as approved by the BPW/Kansas Executive Committee and will:

· Draw funds from the checking account.  All Executive Officers are also authorized to draw funds and 2 signatures are needed to co-sign checks;

· Disburse funds only upon presentation of original bills and/or properly executed vouchers;

· Reconcile the checkbook on a monthly basis and provide necessary documents to the approved Reconciler of funds on a monthly basis.
· Receive a copy of the convention minutes showing the election of the new Treasurer within 30 days of the end of convention in order to transfer signatories on the bank accounts.

· Change the address on all bank accounts, including certificate of deposits, to that of the new Treasurer immediately following the end of the fiscal year.  The Treasurer shall send a copy of current information on all certificate deposits when received to the BPW/Kansas Finance Chair.

Membership
· Inform the membership chair and Executive Secretary of all memberships, maintain member records, and send renewal notices to the members.
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State of Kansas/IRS Reporting

The state treasurer is responsible for filing the annual report required by the Kansas Secretary of State.  This report is due by the 15th day of the sixth month following the tax closing month.  Currently the BPW/Kansas tax closing month is June so the annual report filing due date would be December 15th.  Information for filing can be found on the Kansas Secretary of State website.  BPW/Kansas is a nonprofit corporation under the name of Kansas Federation of Business and Professional Women’s Club, ID #0695635.


Beginning in 2008, if BPW/Kansas has less than $25,000 in gross receipts the Treasurer will be required to submit the e-Postcard with the IRS.  The e-Postcard is due by the 15th day of the 5th month following the close of our fiscal year – June 30th.  The e-Postcard can be found at http://epostcard.form990.org along with directions for submitting the form.  If BPW/Kansas has over $25,000 in gross receipts the Treasurer will need to file Form 990 with the IRS.

Reports to Board of Directors/Executive Committee

· Send a financial statement to the Executive Officers and the Finance Chair at the close of each month with activity
· Send one copy of the financial report to the Executive Secretary one week  prior to state business meetings

· Keep copies of all financial reports

· Prepare a financial statement of all state meetings within 30  days following each meeting and distribute to the Executive Committee

· Present financial reports at the BPW/Kansas convention and all business meetings.

Monthly reports to be completed by the Treasurer:

·  Balance sheet

· Profit & Loss Budget vs. Actual

· Profit & Loss for the month

· General Ledger – sent to President only

These reports should be mailed or emailed to the President, President-Elect, Vice President, Recording Secretary, Executive Secretary, Advisor and Finance Chair.  They may also be sent to the State Parliamentarian if she so desires.

The reports can be exported into Excel or PDF file thru the QuickBooks program and then emailed.
Responsibility to the Kansas BPW Educational Foundation

The Treasurer shall distribute payment to the Kansas BPW Educational Foundation, Inc. based upon monthly renewals.

Example of membership renewal funds to Kansas BPW Educational Foundation, Inc.:

35 members renew – 30 are active members of local and 5 are students of local.  The current active member state dues is $40.00 and the current student dues is $24.00.  The total deposit from members would be $1,320.  For each active member that joins or renews, $2.00 of the $40.00 dues goes to the Kansas BPW Educational Foundation.  The deposit would be broken down into $1,250 going to the line item for membership dues and $70 would go to the line item for Kansas BPW Foundation income.  A check will need to be written and sent to the Foundation Treasurer for $70 and charged to the line item for Foundation expense.  The Foundation income and expense account line item should always be the same.

	BPW/Kansas Policy and Procedure Manual

	SECTION:
	APPENDIX
	NO.
	B

	TITLE:
	STATE OFFICER GUIDELINES
	REVISED:
	2020

	
	
	Page 6 of 6
	


Vouchers

Vouchers are completed by members who wish to be reimbursed for expenses incurred.  They are turned into the Finance Chair.  The Finance Chair assigns the appropriate budget line item number to each item on the voucher.

Once the Finance Chair signs off on the voucher, she sends the voucher to the President for her signature.  The President will then send the voucher to the Treasurer for her signature and payment.  Once the Treasurer receives the voucher, she should check to make sure the line items are correct and then write the check using those line items to record the expense.  Each voucher should include the original receipt if applicable.  

It is very important that the Finance Chair and Treasurer are aware of who can receive reimbursement from BPW/Kansas.  Those allowed reimbursement are outlined in the BPW/Kansas Bylaws and Policy Manual.  Local organization representatives are not reimbursed by BPW/Kansas.

The Treasurer should keep a copy of every voucher where a check has been remitted.  The check number should be indicated on the voucher as well as the date the check was written. 

Payment of Bills


All approved budgeted items may be paid upon receipt of invoice up to the budgeted amount.  Other items, which may include Treasurer’s Bond, Secretary of State filing, monthly Executive Secretary rent/storage,  and remittance of monies due to Kansas BPW Educational Foundation may be paid when due.


Invoices for BPW/Kansas should list the state Finance Chair address as the ‘bill to’ address


The Treasurer will need to distribute the appropriate budgeted funds to the Executive Secretary for the rent and storage of records.
Financial Review
The President will appoint members to serve on the Financial Review Committee.  The outgoing Treasurer will present financial information to the Financial Review Committee within 30 days following the close of the fiscal year and provide the Financial Review Committee with the following:

·  Checkbook

· Bank Statements

· A copy of all reports given to the Executive Committee and Board of Directors

· Copies of all vouchers along with corresponding documentation, i.e. receipts, invoices, etc.

· Cash receipts

· Copy of budget

· Investment records

At the End of the Treasurer’s Term

All funds, securities, and records will be delivered to the incoming Treasurer no later than 30 days after the close of the fiscal year.  Once the Financial Review Committee has completed their financial review, all documents listed above will be delivered to the incoming Treasurer.
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KANSAS FEDERATION

A comprehensive picture of the Kansas Federation cannot be presented without sketching in as a background the movement, originating in 1918 during the world war, which resulted in the formation of the National Federation of which the Kansas Federation is a part.

It was realized in 1918 that while men in business and the professions throughout the nation could be contacted and mobilized by the government without great difficulty, no representative organization existed for mobilizing the services of women in a time of national emergency.

There is evidence that the Kansas Federation, through its first president, Mrs. Maude E. Smith, as well as others from the 
Sunflower State, had an active part in the establishment of the National Federation.

On June 12, 1919 seventeen delegates gathered from business girls clubs in Arkansas City, Coffeyville, Emporia, Hays, 
Independence, Junction City, Kansas City, Manhattan and Wichita (R. E. D. Club) to meet with the Hutchinson Club for the purpose of considering the formation of a state organization.  A constitution committee was appointed, (Peg Waggoner, Wichita; Ruth Fliesbach, Hays; and Dr. Etta Mundell, Hutchinson.)  A constitution was adopted and the following officers were elected:

President
Mrs. Maude E. Smith, Hutchinson

First Vice-President 
Emily Miller, Kansas City

Second Vice-President 
Clara Casper, Junction City

Secretary
Peg Waggoner, Wichita

Treasurer
Ruth Fliesbach, Hays

Auditor
Nora Lewis, Coffeyville

Delegates to the First National Federation Convention were:

Mrs. Maude E. Smith

Ruth Fliesbach

Mrs. Loretta Selover

Alternates were:

Anna Lancaster

Grace Groty

Fern Bauersfeld

Concerning these Kansas delegates, an amusing story is told.  The constitution provided for dues of thirty-five cents with ten cents for the state and twenty-five cents for the national.  The optimism of the delegates is shown by the fact that they voted to send three delegates to St. Louis ALL EXPENSES PAID.  A year later at the state convention the delegates arose, upon hearing the report of the treasurer and forgave the debt.  But not one of those delegates regretted the expense of attending the momentous meeting in St. Louis.  While ten clubs were represented at the original organization meeting not all received their charter from National until later.

Elizabeth Sears who had much to do with the national publication Can Happen and was later the editor of its successor, INDEPENDENT WOMAN.
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FEDERATION OBJECTIVES

*
To elevate the standards for women in business and in the professions.

*
To promote the interests of business and professional women.

*
To bring about a spirit of cooperation among business and professional women of the United States.

*
To extend opportunities to business and professional women through education along lines of industrial, scientific, and vocational activities.

NATIONAL FEDERATION

The National Federation was the first national organization in the world created by and for business and professional women. 

It has always been the largest national organization in its field.

Our Federation was officially established on July 16, 1919, as a nonprofit, nonpartisan, and nonsectarian association, but its roots go back some years earlier.

When this nation mobilized for World War I in early 1917, the government found that women were organized into religious or cultural groups, or by separate professions, but not as an overall business and professional group.  Therefore, a Women's War Council was established by the War Department for this purpose; it was guided principally by executives of the Young Women's 
Christian Association and financed through a Federal grant of $65,000.

The Council gathered information about trained women in all areas, reporting its findings to the Secretary of War.  Some women's groups were already organized along professional lines, but these were local only and had no communication with each other.  Two leading women from each state east of the Rockies were invited by the Council to meet in New York to set up a National Business Women's Committee.  The first outline of this organization, which was the true forerunner of our National Federation, was drawn up at a meeting in the YWCA Cafeteria on Fulton Street in New York City in May 1918.

These women were prominent in many fields - law, medicine, journalism, education, insurance, advertising, and social work - women such as Ida Tarbell, one of the best‑known journalists of her day; Elizabeth Marbury, a famous play broker and literary agent, and Mary B. Mullett, Associate Editor of American Mercury.  They chose Lena Madesin Phillips, the new secretary of the National Board of the YWCA, as executive secretary of the organizing committee.

After the Armistice was signed and war requirements were ended, the idea kindled in these women refused to die.  Part of the $65,000 grant still remained, and the Secretary of War agreed with them that classification and organization of trained womanpower should be continued as a postwar project. An office to carry out this assignment was set up at the YWCA, 600 Lexington Avenue, New York City.

The organizing committee divided the country into five districts and named an organizer for each.  A public relations office was set up, and a tentative constitution was drafted.  By March 1919 the committee was ready to recommend the establishment of state federations and to call for a meeting of delegates from the states at a National Convention, to be held in St. Louis in July 1919 with the objective of founding a permanent national organization.
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The response was much greater than anticipated.  All but three states sent representatives to St. Louis, and 212 delegates registered.  Total attendance was about 400, too large for the meeting facilities which had been provided.  The hotel arranged to open up two connecting sample rooms, set up chairs, and a table was hastily provided.  Since there was no gavel, the chairman borrowed a hard pin ‑ box from a delegate and used it to call the meeting to order.

The three St. Louis newspapers carried detailed stories on the progress of the organizing committee.  The time and place of the organizing convention had been set to coincide with a convention of the Women’s Association of Commerce, with the thought that the two groups might merge.  This did not materialize when it became apparent during meetings between representatives of the two groups that their objectives differed in several particulars.

A bulletin called Can Happen was distributed each day by the Women’s Advertising Club of St. Louis to keep delegates informed – this was the very first BPW “magazine.”  President Woodrow Wilson and other national leaders wired congratulations to the delegates; 14 cities sent in bids for the next convention.

By the third and final day the delegates had accomplished a great deal.  Gail Laughlin, a California attorney, was elected the first National President.  The name, The National Federation of Business and Professional Women's Clubs, had been accepted and a constitution adopted.  The Federation's treasury consisted of $15,000 remaining from the funds of the Women's War Council; this had to be supplemented by personal loans from some of the members.

After the Convention, the Federation's first office was opened in two rooms of the Flatiron Building in New York City with a staff of three which included Lena Madesin Phillips who had been appointed Executive Secretary, a magazine editor, and a secretary.  During the first year, 25 state federations were established plus a New England Federation which included several states.  The small headquarters staff was constantly traveling to help new state federations get started.

By the time of the second National Convention which was held in St. Paul in 1920, great progress was reported.  The 372 delegates there adopted the Collect.  The Convention program emphasized better training and education for women and resulted in a plan for close cooperation with business schools of all types.

The National Federation was originally incorporated in the State of New York on July 18, 1921. In February of 1921, the Emblem was selected consisting of Nike, Torch, Wand, Ship of Commerce, and Scroll symbols within a Golden Circle.  The official Federation colors of green and gold were selected at the 1927 National Convention.

With a theme, "Better Business Women for a Better Business World," National Business Women's Week was first celebrated in 1928 to dramatize the contribution of women to the business and professional life of the country.  Scheduled the third week of October, it is an event that offers BPW an enormous opportunity to tell the BPW story.
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An international organization of business and professional women had been suggested as early as 1921 by Lena Lake Forrest who was then National President.  In 1927 the bylaws were changed to permit an international affiliation, and in 1928 the first Goodwill Tour of Europe was made.  Although the National Federation paid the expenses of a few leaders, most of the women on the several Goodwill Tours paid their own way.  They conferred with business and professional women abroad, and in 1930 the International Federation was founded with the U.S. Federation as a charter member and Lena Madesin Phillips as the International Founder ‑ President.

By the 1950s the National Federation was increasingly active in legislative affairs, and it became necessary to open a branch office in Washington, D. C.  It was decided to move the National Executive Office to Washington in 1956.  The National Federation was incorporated in the District of Columbia on September 29, 1960 and in 1961 the New York Corporation was dissolved.

The move of headquarters to Washington was a continual thread of convention action and committee reports from 1929 to 1954, plus two years of exceptional activity by our clubs in raising $400,000 in cash for a Washington headquarters.  The move in March 1956 involved the signing of parchment club scrolls by every club in the country, releases by every Past National President, and stories in every monthly issue of Independent Woman, from August 1954 to November 1956.

At the time of the move to Washington, it was also decided to establish the Business and Professional Women's Foundation to administer the research and education programs of BPW.  The Foundation was incorporated in the District of Columbia on February 27, 1956.  On June 27, 1956 the Foundation received a 501(c)(3) Federal tax 
exemption status, a classification which provided that contributions and bequests to the Foundation would be deductible from Federal income and estate tax.

In 1963 the Young Career Woman Program was established to honor successful young career women while introducing them to the ideals and standards of the National Federation.

By changing the word "women" to "individuals," the 1980 National Convention body in Omaha revised the National Bylaws to permit men in its membership.

The 1983 convention body voted to replace the term "clubs' with "local organization," to use "BPW/USA" instead of The National Federation of Business and Professional Women's Clubs, Inc., particularly for second reference for the Federation, and to eliminate the office of national third vice president.

HISTORY OF THE COLLECT

Mary Stewart wrote the Collect in 1904 as a member of the Fortnightly Club, the forerunner of the Longmont (Colorado) BPW Club.  The Collect was written as a prayer to instill a sense of unity among women working together with wide interests and important goals.
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HISTORY OF THE EMBLEM

In 1920, at the St. Paul National Convention, with Gail Laughlin as President, a committee of three was appointed to “select an emblem typifying the emergence of women in the business world, with vision and courage for unlimited possibilities and growth in an organization for business and professional women.”  This committee consisted of Fern Bauersfeld of Kansas, chair, Nina B. Price of New York, and Georgia Emery of Michigan.

In February 1921, under the leadership of Lena Lake Forrest, second National President, the committee selected from a number of designs the one we now use.

The Emblem of BPW/USA consists of the following symbols:

NIKE, The Winged Victory of Samothrace, symbol of strength, progress, freedom, triumph, facing squarely the winds and waves of prejudice and all other limitations; 

TORCH, symbol of light, wisdom, principle, and leadership;  

WAND, winged staff of Mercury, herald of a new day for women and symbol of opportunity, equality, cooperation, healing, harmony, and power; 

SHIP OF COMMERCE, symbol of activity and growth, economic independence, and adventures in friendship;

SCROLL, symbol of achievement, typifies our faith, ideals and accomplishments, while denoting our obligations to the future.

These symbols, over the inscription, NFBPWC, are within the Golden Circle.  The circle representing the globe, signifies unbroken harmony and endless friendship.  The components of the completed circle are illumination, vigor, 
tranquility, development, and victory. 

EMBLEM POLICY

Copyright ‑ The federation emblem is copy‑righted, with the exclusive right to manufacture jewelry, compacts, cigarette lighters, silverware, trophies, plaques, figurines, or similar articles bearing the emblem.  All such articles bearing the emblem are sold exclusively through the BPW Supply Service.

Usage ‑ No commercial use of the emblem is permitted without the approval of the national executive committee.  Local organizations and state federations may use the emblem on stationery, programs, and publications if these materials are solely for the state federation or local organization use.

Pins and Guards ‑ Gavel guards may be worn with the emblem pin by current state and local organization presidents.  Bar guards with the inscription "Past President" may be worn by past state and local organization presidents.  A foundation pin guard may be worn with the emblem pin by any member.  Guards and pins are available from BPW Supply Service.
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WEARING OF THE EMBLEM

We wear our BPW emblem with pride - place thumb at hollow of neck, spread fingers slightly across our breast pin must rest at the tip of little finger – right over our heart.  Nothing should be worn above our emblem – only below to not distract from the emblem.

FEDERATION PLEDGE

I hereby solemnly pledge my allegiance to this local organization, and do promise:

To be governed by the rules and regulations in the bylaws;

To be faithful in attendance, trying always to be on time;

To be loyal in service, willing to serve in any capacity whereby I can best promote the interests of the local organization;

To be generous, not alone of my money, but of my praise, my time, and my talents;

To be tolerant and friendly, knowing that friendliness gives and fins happiness and health;

And to be honest with myself, my fellow members and my local organization.

FEDERATION COLORS

In 1927, the National Convention in Oakland, California, selected the official Federation colors: green and gold.  Green was chosen to symbolize victory, growth, activity, and strength.  Gold was chosen to represent the sun, faith, and fruitfulness.

EMBLEM BENEDICTION

(May be sung to tune of “Blest Be the Tie That Binds”)

This Emblem binds us all

In one great sisterhood.

It bids us heed our conscience call

For nobler womanhood.

God guide us when we wear

This Emblem o’er our heart,

And keep us true and always fair,

God bless us as we part.

YOUNG CAREERIST PROGRAM

The program gives both the young careerist and the BPW member an opportunity to exchange ideas, opinions, and points of view. From local organization level to past national conventions, the YC program has proved to be a rewarding partnership for all participants.

The program involves the selection of a young careerist to represent the state.  Mandatory criteria for the selection process are established by the state chair.  A fact sheet on the YC program which includes the mandatory criteria and suggested guidelines is available.

They must be a member of BPW to participate.
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GEORGIA MAGEE HOWARD YOUNG CAREERIST TRAVELING AWARD

Georgia Magee Howard celebrated her 50th anniversary as Past State President in 1978.  In honor of her anniversary, she established the Georgia Magee Howard Young Careerist Award.  Bonnie Laudick selected the charm and necklace that was presented to the 1979 Young Careerist.  The first recipient was Mary McEnulty.  The necklace has been passed to the new Young Careerist winner at each convention since 1979.  In 2005, Past State President, Ruth E. Williams, replaced the Georgia Magee Howard Young Careerist Award with the Young Careerist pin.  The pin has a diamond and gavel security chain.  It was presented to Rhys Baker, BPW/Clay Center in June 2005.
INDIVIDUAL DEVELOPMENT COURSE

Introduced on the national level in 1968 and most recently revised in 1992, the Individual Development course helps develop leadership and communications skills at the same time as it introduces participants to BPW Foundation, its goals and issues.  Within the basic outline, the Individual Development course structure can be varied at the option of the participants and the sponsoring BPW organization.  Individual Development includes experience in extemporaneous and prepared speaking, on topics that emphasize BPW Foundation's legislative and focus issues.  It also gives experience in group and self evaluation, and events such as press conferences and interviews.

THE WORLD ID AWARD

Individual Development has been so important in the lives of BPW members that Past State President Beverly Brenneman Gering decided to honor the state winner with a special ID Award.  The pin is called The World ID Award and will be presented to the state winner by the former state winner or state ID chair each year. The pin was presented to BPW/KS in 1989.  In 2005, Past State President Beverly Gering added a diamond to the pin and Past State President, Ruth E. Williams added a gavel security chain.
SEPARATION FROM BPW/USA

Following the vote to merge BPW/USA with BPW Foundation in April 2009, the members of the Kansas Federation of Business and Professional Women’s, Inc. voted at their annual convention in June of 2009 to sever their ties with BPW/USA effective July 1, 2009.  The members voted to change the organization’s name to Kansas BPW.  Starting July 1, 2009, Kansas BPW became an organization unto itself with local organizations as part of their federation.  In April of 2010, BPW Foundation offered all state federations the opportunity to become a licensee at a reasonable fee and the members of Kansas BPW voted at the 2010 State Convention to become a licensee of the BPW Foundation and all that entails. The organizational name was not changed from the original BPW/Kansas.
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PURPOSE:
To honor individuals who have distinguished themselves in their careers and communities for outstanding achievements benefiting women in the workforce.  The BPW/Kansas Hall of Fame will emphasize the important contributions of working women, not only in job related activities, but also in areas that affect our lives.

CRITERIA:

There will be two (2) categories with one (1) inductee selected in each category:

1) BPW member inductee

2) Posthumous BPW Member inductee

BPW Member Inductee:

1) Must be a member in good standing.

2) Must have been a member for at least ten (10) years.

3) Must have served on the BPW/Kansas board of directors.

4) Must have outstanding achievements in their community and/or in Kansas that has benefited working women.

Posthumous Inductee:

1) Must have been a citizen of Kansas for most of their adult life.

2) Must have outstanding achievements that benefited working women of Kansas.

3) Must have been affiliated with BPW/Kansas.

PROCESS:

1)
Each year members of BPW/Kansas will nominate individuals – living or posthumous – and mail to the Hall of Fame Committee.  This committee will consist of three (3) BPW/Kansas members appointed by the BPW/Kansas President, with approval of the membership. The BPW/Kansas President will designate the committee chair.

2)
The deadline for nominations will be January 31st of each year, beginning January 31, 1998.

3)
Nominations must include name, address, biographical information and reasons why the member/ nominator feels the nominee should be inducted into the BPW/Kansas Hall of Fame.  The member/ nominator must also include their name, address and local affiliation.

4)
Nominations are to be sent to the Hall of Fame committee chairman.  The Hall of Fame committee will process the nominations and make the selections.
5)
The BPW/Kansas Hall of Fame inductees will be announced and recognized at BPW/Kansas Convention.  The inductees will be invited to attend the convention for presentation to the convention body.  The BPW/Kansas President will, at her discretion, schedule the presentation.

6)
The Hall of Fame committee will present each inductee with a certificate of recognition.  If the inductee is unable to attend, the certificate will be mailed if possible.  The inductee’s names will be added to the Hall of Fame permanent display and will be on display at each state convention.

7)
The Hall of Fame committee is responsible for sending letters of recognition to all nominees.  The committee will attempt to send the letter of recognition to the family of the posthumous nominee.  Congratulations will be sent to the inductees by the BPW/Kansas President and the Hall of Fame committee.

8)
A list of inductees along with biographical information will be kept in a permanent file to be retained by the BPW/Kansas Executive Secretary.  The names of all previous inductees will be printed each year in the BPW/Kansas convention program.

9)
The BPW/Kansas Public Relations chair will send information to each local organization about the inductees, urging the local organization to have the information placed in their local media outlet.  The Public Relations chair will send information about the inductees to the major media outlets in the state.

10)
If at any time BPW/Kansas Membership vote to terminate this program, the names of the Hall of Fame inductees will be sent to the Kansas State Historical Society.
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Policy and Procedures for Cooperative Interaction between 

Kansas BPW Educational Foundation, Inc. and BPW/Kansas
The mission of the Kansas BPW Educational Foundation and BPW/Kansas is to provide educational and informative opportunities for their members and for Kansas communities at large. The following procedures should be used to guide any cooperative interaction between the two organizations.

A.
Foundation hosting an outside speaker at a BPW/Kansas event.

BPW/Kansas may ask the Foundation to host an outside speaker in order to take advantage of the 501 (c)(3) status of the Foundation to solicit outside sources for funding.  The donation will be made to the Foundation and the Foundation will, in turn, reimburse BPW/Kansas in the amount of the expenses incurred up to the donation amount.

1. The Foundation Board must give approval of the outside speaker and topic.

2. The speaker and topic must fall within the stated purpose of the Foundation found in the Foundation bylaws and manual

3. If the expenses for obtaining the outside speaker are less than the donation amount, the Foundation will retain the extra funds.  If the expenses for obtaining the outside speaker are greater than the donation amount, BPW/Kansas will be responsible for the extra expenses. 

4. BPW/Kansas will provide an itemized statement of income and expenses with documentation in regard to the outside speaker immediately after the event.

B.
Foundation hosting Fall and/or Spring Conference

BPW/Kansas may ask the Foundation to host a Fall or Spring Conference with the approval of the Foundation Board of Directors and the BPW/Kansas Executive Committee.

1. The Foundation will have final authority on all meeting arrangements, including meals, speakers, workshops, meeting place, agenda and any other arrangements necessary.

2. The Foundation may appoint a meeting coordinator who will work with the BPW/Kansas meetings manager in planning and implementing the meeting.

3. A preliminary budget must be presented to the Foundation Board for approval at least three (3) months in advance of the meeting.

4. All expenditures must be approved by the Foundation president.

5. If donations are obtained by BPW/Kansas to offset conference expenses, all monies in excess of expenses shall be retained by the Foundation.

6. The Foundation treasurer shall collect conference income and pay bills associated with the event.  Any monies collected by BPW/Kansas in connection with the conference shall be turned over to the Foundation treasurer by the BPW/Kansas treasurer.
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7. The Foundation president shall be the presiding officer of the conference unless a substitute has been appointed.

8. An income and expense report shall be made by the Foundation treasurer following the event and distributed to the Foundation and BPW/Kansas Board of Directors.

C.
Foundation Annual Meeting in conjunction with the BPW/Kansas State Convention

1. The Foundation president will work with the BPW/Kansas president and convention committee to establish a convenient time for the Foundation annual meeting prior to the polls opening for election of officers.

2. The election of members to the Foundation Board of Directors shall be held in conjunction with the election of Executive officers for BPW/Kansas.

a. The Foundation Board of Directors will be responsible for providing Foundation election ballots and ballot box.

b. The BPW/Kansas convention committee shall be responsible for securing a location for the election.  This location may be the same location as that of the BPW/Kansas election.

c. The Foundation will be responsible for counting the Foundation ballots.

D.
Recognition of Foundation Scholarship Recipients

The recognition of Foundation scholarship recipients shall take place at a time and place approved by the

Foundation Board of Directors and the BPW/Kansas Executive Committee.

E.
Foundation income collected through the dues process

As per the BPW/Kansas bylaws, a predetermined amount shall be assessed each member for the Foundation to be collected through the dues process.  The BPW/Kansas treasurer shall transfer the funds to the Foundation.  The BPW/Kansas treasurer shall provide a monthly accounting of the funds collected to the Foundation Board and the BPW/Kansas Executive Committee.

F.
BPW/Kansas Fundraisers on behalf of the Foundation

BPW/Kansas may, at its discretion, coordinate fundraisers on behalf of the Foundation.  BPW/Kansas shall be responsible for all aspects of the fundraisers as well as determine in what manner the Foundation may use the monies raised within the parameters of the Foundation mission and purpose as outlined in the Foundation bylaws and manual.

G.
Other Cooperative Events between the Foundation and BPW/Kansas

Other cooperative events may take place between the Foundation and BPW/Kansas throughout the year with the consent of the Foundation Board of Directors and the BPW/Kansas Executive Committee.  The event shall follow the appropriate guidelines that are stated in the Policy and Procedures for Cooperative Interaction between Kansas BPW Educational Foundation, Inc. and BPW/Kansas, opening paragraph and sections A through G.

These guidelines shall take effect immediately following approval by the Foundation Board of Directors and the BPW/Kansas Board of Directors.
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ORIGINALLY ISSUED 1959
Compiled by:


Jo Myers, State President


Hazel A. Anderson


Alice L. Helm


Leota Barnes


Katheryn Tarwater


Kathryn Brenton, Chair

First Revision (1962) by:


Mary Barrett


Opal Hulen


Pat Wilhite


Jo Myers, Chair
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Ruth Niemeir, State President


Hazel A. Anderson


Opal Hulen


Ruth Potter
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Audrey Smith


Virginia Williams, Chair

Third Revision (1974) by:


Margaret Howell, State President


Gladys Ellis


Doris McReynolds


Fannie Meek


Jacquelyn Finley


Edith Hanson


Virginia Johnson, Chair

Fourth Revision (1977) by:


Gladys Ellis, State President


Doris McReynolds


Virginia Williams


Virginia Douthett, Chair

Fifth Revision (1980) by:


Peggy Brant, State President


Virginia Douthett


Elsie Borck


Carol Nigus, Chair

Sixth Revision (1982) by:


Marilyn Hoyt, State President


Carol Nigus


Dorothy Hewitt


Peggy Brant, Chair

Seventh Revision (1984) by:

Sharon Wiber, State President


Gladys Ellis


Mollie Beard


Linda Linkage

Peggy Brant


Carol Nigus, Chair

Eighth Revision (1987-1989) by:


Beverly Brenneman, State President


M. Charlotte Shawver, State President


Celia Harris


Mollie Beard


Avis Jacob


Joan Briggs, Chair

Ninth Revision (1992-1994) by:


Marsha Burris, State President


Fran Graham, State President


Avis Jacob, Bylaws Chair


Mollie Beard, Bylaws Chair


Peggy Brant, Parliamentarian

Tenth Revision (2003) by:


Ruth E. Williams, State President


M. Charlotte Shawver


Peggy Brant


Sondra Dubowsky


Barbara Pressgrove, Bylaws Chair


Theresa Wilson


Avis Jacob


Barbara Gibson, Chair

Eleventh Revision (2006) by:


Debbie Grosdidier, Bylaws Chair


Barbara Pressgrove


Ruth E. Williams

Twelfth Revision (2010) by:


Peggy Brant


Dr. Sharon Wiber


Sharon Carpenter


Bev Gering, Bylaws Chair

   
Lisa Gingles, Bylaws Chair


Barbara Gibson, Chair


Thirteenth Revision (2017) by:


Christina Rush, State President
Cindy Simons, President-Elect


Barbara Pressgrove, Bylaws Chair and PSP


Linda Reed, PSP


Ellen Yocum, PSP


Donna Gratts


Jenny Myers

Kathy Niehoff, PSP

Miranda Naylor

Fourteenth Revision (2020) by:

Dana Rickley, State President


Jenny Myers, President-Elect


Judy Stitt, Bylaws Chair


LewAnn Schneider, PSP


Kathy Niehoff, PSP
