 Women’s Council of REALTORS® Rochester, NY Chapter

STANDING RULES

2014


INTRODUCTION:

The purpose of the Standing Rules is to provide an overview of major responsibilities, key functions, and operating guidelines for our local Chapter, to be used as a reference guide today, and in the future.

QUALIFICATIONS - EXECUTIVE OFFICERS
A. It is preferred that candidates for any of the Executive Officer positions, have served at least one (1) year as a member of the Governing Board or have two (2) years active committee participation, in Women’s Council of REALTORS®.

B. The President, President-Elect, shall be elected from the REALTORS® members in good standing. Secretary and Treasurer of the Chapter shall be elected from the REALTORS® or National Affiliate members in good standing.  (See Article VI, Section B, Page 4 of the March current Chapter Bylaws.).  Note:  National Affiliate is a member of the Local Board – GRAR.
RESPONSIBILITIES OF EXECUTIVE OFFICERS
A. All Executive Officers are required to attend Governing Board Meetings.   It is the responsibility of all Executive Officers to train the incoming officers on the requirements of their position.  Training to begin within two weeks after the installation of the newly elected officers.  

B. All Executive Officers are responsible for traveling to at least one State orientation meeting, and/or national and state meetings in accordance with the Travel Policy.  An initial Orientation meeting is required.  All other travel is optional.  
PRESIDENT

A. The President is responsible for compilation and completion of the Annual Report.
B. Entrepreneur of the Year Award special committee:  The Award winner is selected by a selection committee, chaired by the most immediate past president able to serve.  The President serves and appoints 3 REALTORS® members and 2 REALTORS® alternates. (See Page 34 of the current Leadership Policy and Procedure Manual (LPPM) for more information.)
C. The President is responsible for making the necessary arrangements for the installation of incoming officers, per the Chapter Bylaws, at the Greater Rochester Association of REALTORS® Annual Installation ceremony (or alternative arrangements if GRAR no longer makes arrangements for installation).  

D. If the President or the President–Elect are unable to attend a required Business Meeting as the Chapter representative, the President shall assign a representative of the Chapter to attend in their absence and use the budgeted travel allotment.
E. The President is responsible for a President’s Choice gift not to exceed $100.00.  This gift may be presented to a WCR member of their choice in an appropriate manner at the last meeting of their term. 

F. The President is responsible for maintaining the storage of past tax records and passing these records on to the future President.  Records to be stored in an official storage unit to be identified and paid for by the local Chapter.  Currently, records are stored at GRAR, however in the future another area may be designated and paid for by the local Chapter.
G. The President is responsible for reviewing tax documents.  Tax document are signed by the current Treasurer and President before official income tax filing deadline. 

 PRESIDENT-ELECT

A. The President-Elect is responsible for selecting an installing officer for the purpose of swearing in newly elected officers.  Prior to the elections in September/October, the President-Elect will determine the appropriate arrangements to be made for the installation ceremony (if GRAR no longer makes arrangements for installation).

B. The President-Elect is responsible for obtaining the newly elected officer pins and name badges, at the expense of the Chapter.  This will be done in sufficient time for the presentation at the installation ceremony, usually held in October.

C. The President-Elect is responsible for organizing the attendance of the newly elected officers for the State Orientation meeting.  The State Orientation meeting is usually held in the fall. 
D. The President-Elect, after the election of new officers, is responsible for scheduling a meeting before January 31st with the newly elected officers to work on the Local Chapter Standing Rules, Bylaws, and Business Plan for the upcoming year. 

E. The President-Elect, with the help of the newly elected officers, will work on the Leadership Orientation meeting scheduled in January for the Executive Committee, Chairs, and Vice Chairs.

F. The President-Elect is responsible for recognizing the outgoing President with a gift not to exceed $200.00.  This gift will be presented in an appropriate manner at the last meeting of their term. 

G. The President-Elect is responsible for the execution of the monthly membership meetings, along with the Education Committee (excluding the special events).  

H. The President-Elect is responsible for appointing all committee chairs (except Nominating Committee) for the year they serve as President.

I. The President-Elect will assist the President in all matters.

SECRETARY 
A. The Secretary is responsible for taking minutes at all Governing Board meetings to include action items, and will distribute electronic copies to the Governing Board for their review at least two weeks prior to next Board meeting.  

B. The Secretary is responsible for assisting the President in all matters.

C. The Secretary is responsible for notifying the National WCR office of names and addresses of newly elected officers of the Chapter as soon as elected, but no later than November 1st.

D.  The Secretary is responsible for reporting the name of the Entrepreneur of the Year award winner, as well as the winning member’s award application to National by December 1.

E. The Secretary is responsible for maintaining all Chapter reference materials, electronic files, paper files, and other related documentation.  Records to be stored in an official storage unit to be identified and paid for by the local chapter.  
F. The Secretary is responsible for preparing a communication on the approved slate of Officers and Nominating Committee members, at least ten (10) days prior to the annual election meeting.  The Secretary will send this written communication to the Communication Chair and upon receipt, the Communication Chair will send out a communication to all National Members in good standing.
G.    The Secretary is responsible for the Sunshine Fund.

a. Sympathy and Get-well cards for all WCR Members

b. Sympathy donation of $50.00 maximum for immediate family members of the Governing Board.
TREASURER
A. The Treasurer is responsible for working with the bookkeeper to maintain financial records and provides an updated report each month to the Governing Board for review.
B. The outgoing Treasure is responsible for gathering and providing all documentation for the Chapter’s Accountant, who is retained by the Executive Officers in time to file taxes. Tax forms are to be signed by the current Treasurer and President.    
C. The Treasurer is responsible for reimbursing all travel funds upon receipt of a Travel Reimbursement form, with the President’s approval, per the Travel Policy.
D. The Treasurer will make disbursements and deposits as requested and documented with the Check Request form. 
E. The Treasurer is responsible for making payments for all Chapter events.
F. All financial records must be given to the Incoming President at the completion of a Treasurer’s term.   
G. The Treasurer is responsible for preparing separate accounting records for each event.  The Treasurer will present a financial report to the Governing Board after the education chair, special event chair and the designated special event treasurer complete and forward the event summary form to the Treasurer.  This is to be done no later than 30 days after the event. 
H. The Treasurer is responsible for reporting monthly the year-to-date remaining balance towards the maximum yearly donation as budgeted.
FINANCIAL MATTERS 

All financial matters and decisions will be based on financial and fiduciary responsibilities to our membership.

A. Approved travelers will be reimbursed for travel expenses per the Travel Policy.

B. No additional complementary perks will be given to the Sponsors outside of what is included on the Sponsor Opportunity form.   

C. The special event committee chair and the special event treasurer are responsible for providing financial updates to the Treasurer immediately following the function.  The special event treasurer will complete a written Event Summary form and submit the form to the Treasurer within two weeks after the event. 

D. The Budget and Finance Committee and Treasurer will present an Annual Budget to the Governing Board at the January meeting.

E. The Budget and Finance Committee will conduct quarterly and year-end reviews and budget forecasting.  Also responsible for updating the Travel Policy.   The committee chair will submit a report at Governing Board meetings.

F. The Chapter’s Accountant shall do a year-end audit.  This will be completed no later than the first fiscal quarter of the following year.

G. The Governing Board will approve any and all non-budgeted expenditures in advance. In the event that such non-budgeted expenditures are needed before a meeting of the Governing Board can be held, the Executive Officers will have the authority to approve the expenditure up to an amount not to exceed two hundred dollars ($200.00) per request.  

H. President Discretionary Fund, in the amount of $500.00 per year, shall be allocated to be spent at the discretion of the President.  Spending to be documented with Check Request form and receipts to the Treasurer.  
I. National Speaker – reimbursement for travel and expenses will be paid if required as part of the National speaker’s contract. If time allows for a private dinner with the National Speaker, the local Chapter will cover the cost of the President, President-Elect, and National speaker.  If other chapter members wish to join they will be responsible for their own expense.

J. GRAR President & CEO will be given a paid WCR membership and complimentary ticket to Special Events.  No additional complimentary perks will be offered.
K. Payments for attending WCR events – Payment for registration must be received prior to or at the registration desk on the day of meeting.  All payments received by credit card or check will be posted on the registration guest list.  If person attending is not on the guest list, payment will be due at that time, and if determined that payment was made prior to the event, a refund will be issued within three days of the meeting.

L. Any charitable donations will be reviewed and approved by the governing board based on year-to-date toward our budgeted total.
M. Reimbursement for all Expenses should be submitted within 30 days to the Treasurer.  If after 30 days subject to board approval.
RESPONSIBILITIES OF THE GOVERNING BOARD

A. All Governing Board members are required to attend Governing Board Meetings.  Any member of the Governing Board having two (2) unexcused absences from regularly scheduled monthly meetings may be asked to resign from the Governing Board.

B. All committee chairs will be responsible for providing a monthly electronic report of any action items and recommendations to be considered by the Governing Board to the President no later than three (3) days prior to the Governing Board meeting. A final report, outlining the committee’s accomplishments, suggestions and information, shall be prepared when the committee’s responsibility ends, but no later than the end of the year.

C. Committee chairs are responsible for verifying all committee members are current and paid WCR members and reporting to Secretary the committee roster within 30 days of the 1st meeting.
D. Committee chairs are responsible for verifying that all Award nominees are current and paid WCR members. 

E. Committee chairs are responsible for training the vice-chair of their committee, with the intent of possible succession to the chair. However, succession is not automatic and the final decision always is that of the President.
F. The Nominating Committee Chair shall be responsible for providing the Communications Chair the slate of Officers and Nominating Committee members at least ten (10) days prior to the Annual Election Meeting, usually held in September. 

G. The Parliamentarian shall be present at all Governing Board meetings. In her absence a Past President shall assume the responsibility.

H. It is the responsibility of all Governing Board members to train their replacements/new chairs on the requirements of their positions.

I. Special Event Chairs are not given a vote on the Board. (See Article II, Section 6, and Page 2 of the current Chapter Bylaws).
J. The Fashion Show committee chair is required to present the charity (charities) to the governing board for approval within the first quarter of the year. The governing board shall also determine the donation amount given to the charity after the event has been reconciled.  Any charitable donations will be reviewed and approved by the governing board based on the balance of the year-to-date budgeted total.
K. The president shall distribute charity checks within thirty (30) days of board approval.
N. It is the responsibility of the governing board to approve the WCR Charitable Outreach recommendations for the following year by the end of November.  Any charitable donations will be reviewed and approved by the governing board based on our budgeted total.
The Membership/Marketing Committee are separate committee chairs and our responsible for overseeing all membership activities.  Responsibilities include the following:  

A. Implementation and follow-through on the annual national membership marketing campaign.  Work on the campaign usually starts in October/November, with implementation in January.

B. Establish Local Chapter membership goals in coordination with the Local Chapter President, Governing Board, and National guidelines.

C. Communication of membership goals and organization of Chapter effort to achieve goals.

D. Monitor membership and reports received from National WCR and online for accuracy and follow-up on any discrepancies.

E. Ongoing review of membership information and changes.  Responsible for notifying and reminding members to report member information changes, corrections, (i.e. telephone, address) to National WCR.

F. The committee chair of Membership/Marketing Committee
 is responsible for obtaining Sponsors for major events, national speaker events, program events, and newsletters sponsors each for the term they serve including January through May of the following year. 

G. The Sponsor Opportunity form is to be mailed out to prospective sponsors by August after approval of the form by the Governing Board.

H. Mail Affiliate renewal forms by August, after approval of the form by the Governing Board. 

I. Inform sponsors of their opportunities when sponsoring and obtain logos, information for the website, event recognition, flyer, and banner information.

J. Maintain Affiliate relations by getting Affiliates involved on committees.

K. Completing surveys for Affiliate feedback.

L. Maintaining Friends at your Fingertips brochure.

M. Working on the Referral Program.

N. Presenting certificates of appreciation to sponsors at the Sponsorship Appreciation Event and recognition of Affiliate longevity at the appropriate event.

O. Working with the Membership/Marketing Committee and Education committee.

P. Works closely with all committees on recruitment and retention efforts, as well as involvement with orientations of new members, and joint ventures.

AFFILIATE MEMBERSHIP 
A. Affiliate memberships are personal memberships when personally paid for by the individual Affiliate, not company memberships.  Should an Affiliate change companies the personal membership shall continue. The member will need to provide the new company information to the Affiliate & Sponsorship Chair who shall forward to the Communications Chair to update the Chapter’s website.

B. If an Affiliate leaves the company, and the company paid the individual’s membership, the company shall have a 30 day window of opportunity to replace that employee with a new Affiliate member at no additional charge for the remainder of the year.

C. Affiliate members will only be taken into consideration when the Affiliate membership reaches 30% of the total Chapter membership. It is important to keep the National REALTOR® membership and the Affiliate membership to a 3 to 1 ratio. When the ratio applies Affiliate(s) seeking Affiliate membership shall recruit three (3) National REALTOR® members to join our Chapter.  These National REALTORS® members must not have been a WCR member with our Chapter in the past 12 months.

MAJOR CHAPTER AWARDS

NATIONAL REALTOR® AND AFFILIATE MEMBER OF THE YEAR AWARDS

A. The prior year recipients of the National REALTOR® and Affiliate Member of the Year award will be co-chairs of the local “National REALTOR® and Affiliate Member of the Year” committee.   The committee will meet in June, and be ready for award presentations by the end of August, or three months prior to the award presentation.  The award presentation is usually held in the fall.  
B. The Chapter President shall appoint to the committee three (3) additional WCR members subject to approval by the Governing Board.  

C. The committee shall solicit nominations from the general membership for Member and Affiliate Member of the Year in time to qualify the winner in a timely manner.   These awards are normally presented in the fall.

D. The National REALTOR® or Affiliate Member of the Year shall give a report to the Governing Board in August, or three (3) months prior to the award ceremony, that they have chosen the recipient.

E. The National REALTOR® and Affiliate Member of the Year shall be recognized with a plaque at the GRAR Installation Ceremony/Awards Banquet.
ENTREPRENEUR OF THE YEAR AWARD

A. If a current member of the Selection Committee is nominated for Entrepreneur of the Year award they will step down from the committee and be replaced by an alternate.
B. Entrepreneur of the Year Award special committee:  The Award winner is selected by a selection committee, chaired by the most immediate past president able to serve.  The President serves and appoints 3 REALTOR® members and 2 REALTOR® alternates. (See Page 34 of the current Leadership Policy and Procedure Manual (LPPM) for more information.)

GOVERNING BOARD MEMBERS:
Executive Officers:

President

President – Elect

Secretary 
Treasurer

Past President Select
Standing Committee:

Affiliate/Sponsor Relations
By Laws/Parliamentarian
Communications
Education & Outreach Programs

Membership Marketing
Nominating
Strategic Planning
Charity Outreach

Special Event Committee:
Golf Scramble

Fall Fundraiser

Selection Committee, Business Entrepreneur
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