DAYTON OHIO CHAPTER OF WOMEN’S COUNCIL OF REALTORS

STANDING RULES FOR 2015 

2012 (Revised August 11, 2011)??? Need to be reviewed at year end for 2012
The Standing Rules are established to further define the responsibilities of the officers and various committee chairpersons.  The Standing Rules also provide continuity of the Chapter by setting operating policies that can be referred to year after to determine what procedure is followed.

I. GENERAL RULES
A. After the installation of new officers, a special meeting, Joint Meeting, will be held at a place designated by the new Chapter President.  The purpose of the Joint Meeting is to conclude all unfinished business for the year in order to turn the books and records over to the new Officers and Governing board members.  All Officers and Chairpersons shall keep records of their activities for the year to pass on to their successors at the meeting. 

B. A special meeting will be set with the Governing Board Members to establish the budget for the New Year.

C. Standing Rules are subject to change or modification by a majority vote of the Governing Board.  All changes take effect immediately unless otherwise specified.

II. THE PRESIDENT SHALL:
A. Attend all required State, National and any necessary OAR Trustee Meetings representing Ohio WCR and make any necessary reports to WCR membership.  The president should also attend at least two (2) State Governing board Meetings.

B. Preside at (minimum of 6) Governing Board and (minimum of 8) Chapter Meetings.

C. Appoint all committee, except Nominating committee, subject to the approval of the Governing Board in accordance with the WCR bylaws.

D. Conduct meeting in keeping with Robert’s Rules of Order Newly Revised.

E. Comply with the responsibilities noted by the State and National WCR.

F. Give each of her Committee Chairpersons a copy of their respective duties as outlined along with her suggestions and objective for the year.  She shall also provide all of the elected Officers with a copy of the WCR guidelines for Officers.

G. Notify the President-Elect, as soon as possible, should the President be unable to attend a required meeting.  It is the President-Elect’s responsibility to fulfill this obligation.

III. THE PRESIDENT-ELECT SHALL:

A. Attend all State meetings and at least two (2) State Governing Board Meetings.  The President Elect is to attend the National Convention.

B. Preside at all meetings and perform the necessary duties of this office, in the absence of the President.

C. Appoint someone to lead the Pledge of Allegiance at each General Business Resource Meeting.

D. Appoint someone to lead the inspiration at each General Business Resource Meeting.

E. Purchase the plague plaque, pin and gift for the retiring president in an amount of designated by the budget.

F. Be responsible for establishing the various meeting places, dates and topics for the General WCR Business Resource Meetings in accordance with the Chapter Business Plan.

G. Post program ideas on message board in Member Only Conference Area at www.WCR.org – a minimum of 5.

H. Comply with the responsibilities noted by the State and National WCR.

IV. THE VICE-PRESIDENT OF MEMBERSHIP SHALL:

A. Preside at all meetings and perform the necessary duties of the office, in the absence of the President and President-Elect.

B. Work closely with the Membership Chairperson to increase membership in the Chapter.

C. Comply with the responsibilities noted by the State and National WCR.

D. Recognition of new members shall be performed twice 4-6  3-4 times a year.  Installation of new members will be held at General Business Resource Meetings whereby pins and/or certificates will be given if not received prior to said recognition meeting.

E. Deadline for Local Chapter membership will be February/March and August 31st each year.

E.    New member applications, all renewal dues and address changes MUST be received at National WCR by March

       31st for inclusion in the Referral Roster.

V.  THE TREASURER SHALL:                           
A. Have custody of the funds of the Chapter

B. Be responsible to obtain new signature cards from the bank and get the proper signatures of officers designated President and Secretary and/or Auditor, who can sign disbursement checks in the Treasurer’s absence. 

C. Make disbursements, according to the reimbursement voucher, as may be directed by the President or the approved budget.

D. Record all receipts and disbursements of the funds in an accounting book to be kept as a permanent record for the Chapter.

E. Prepare a written financial report for each General Business Resource and Governing Board Meeting and copies provided to all Chapter Officers at each meeting.

F. At the end of Twice each year, the books of the Treasurer shall be audited by a committee appointed by the President.

G.   Comply with the responsibilities noted by the State and National WCR.

H.   Create a members and guest list for sign-in at the General Business Resource Meetings.

         VI.   THE SECRETARY SHALL:

A. Take the minutes of all General Business Resource Meetings and all Governing board Meetings.

B. Keep original copies of all minutes in a permanent Chapter minutes book  and e-file.

C. Provide copies of the minutes to the Chapter President, President-Elect, State Chapter President of WCR and Governor(s).

D. Notify the National WCR office of any changes in name, address of status of any of the Chapter members.

E. Notify the National WCR office of name and address of newly elected officers of the Chapter as soon as elected, but no later than November 1st.

F. Comply with the responsibilities noted by the State and National WCR.

       STANDING COMMITTEES:

1. THE BY-LAW COMMITTEE SHALL:

· Review bylaws and revise as needed or requested by national.

· Make certain local bylaws have no conflict with the model bylaws for a Local Chapter.

· Supervise amendment(s) as required.

· Submit copies to national as required.

· Develop and review periodically Standing Rules which should be voted on each year.

· Work closely with the Parliamentarian.

2. THE EDUCATION COMMITTEE SHALL:

· Plan and develop programs for Chapter meetings consistent with the needs of members.  The impact of WCR on the members will increase only when each Local Chapter provides meaningful education for a more professional and successful career in real estate.

· Carry out program plans completing arrangements for speakers, panelist, round table leaders, etc.

· Evaluate program’s impact and success.

· Inform members of education opportunities offered by the Local Board, State Association, NAR Affiliates, and nearby educational institutions.

3. THE FINANCE & BUDGET (AUDIT) COMMITTEE SHALL:

· Prepare an annual balanced budget for presentation and approval at the first Governing Board meeting of the year (no later than February).

· Present and make copies of the approved budget for the members of the General Business Resource Meeting held in January or February each year or first meeting of the year determined by the President. 

· Audit the Treasurer’s records and indicate in June and January and report the results at the February General next Business Resource Meeting.

              ●     The Budget Finance and (Audit) Audit Committee shall consist of (1) Governing Board Member (1) Business

                     Resource Member.     

· Prepare an annual balanced budget for presentation and approval at the first Governing Board meeting of the year (no later than February).

· Present and make copies of the approved budget for the members of the General Business Resource Meeting held in January or February each year or first meeting of the year determined by the President. 

· Audit the Treasurer’s records and indicate in June and January and report the results at the February General next Business Resource Meeting.

· Review budget and actual expenditures with the Treasurer as needed.

· Attend the General Meetings and the Governing Board Meetings and make corrections to the budget as may be needed and approved.

4. THE MEMBERSHIP COMMITTEE SHALL:
· Work closely with the Vice-President of Membership to set up the yearly membership drive.

· Organize and oversee Chapter’s participation in national WCR’s Phone-a-thon membership recruitment campaign.

· Recruit new members by planning a Chapter membership program or drive that encourages and challenges members to recruit new members.

· Request members to complete a WCR Member Profile Form.

· Plan for recognition induction of new members at Chapter Business Resource Meetings * and present pins and certificates.

· Retain existing membership and re-recruit “dropped” members.

· Notify the national WCR office, state and local officers of changes of the status or address of membership.

· Compile and publish a Chapter roster.

· Before distributing membership applications to prospective members, complete the dues amounts on the application and the name of the Chapter the individual is joining.  These steps will endure speedier and more accurate processing by the National WCR office.

· Also, remember to pre-qualify candidates for National affiliate membership by making sure your chapter if under the 20%  30% limit and the individual holds membership in your Local Board of Realtors.

· Help arrange the installation of the new members at the designated General Meeting.

· Keep the President informed of the activity of the committee.

· Create a members and guest list for sign-in at the General Business Resource Meetings

5. THE NOMINATING COMMITTEE SHALL:

· Handle the election of officers as established by the State and/or National WCR regulations.

· Reference Article VIII-Nominations-of the Chapter By Laws.

6. THE WAYS AND MEANS COMMITTEE SHALL:

              ●     Promote Chapter Sponsorship by recruiting monthly meeting sponsors.
· Conduct door prize drawings and/or silent auctions at each General Business Resource Meetings.

· Encourage Affiliates, Member and Realtors to sponsor various events to help keep the expenditures to a minimum for the Chapter.

· Work with Fashion Show Committee or and Gala Committee should help be needed in requesting or obtaining donation and/or door prizes for the events.

· Handle 50/50 Raffle-Queen of Hearts, etc.

SPECIAL COMMITTEES:

1. THE FASHION SHOW COMMITTEE SHALL:

· President will appoint a person to be the chairperson for the Fashion show held yearly.

· The chairperson will gather members to be a part of the committee.

· The committee will make the arrangement on the Fashion Show and determine if the dessert auction will be used as the fund raiser part of the program or another event to raise funds for the Chapter.

· Program to be reviewed by Board prior to printing.

2. THE HOLIDAY COMMITTEE SHALL:

· Make arrangements for a place to hold the Holiday gala and Installation of Officers for the December meeting.

· Create the luncheon to be served.

· Appoint someone to send out the invitations to the members and guests.

· Appoint someone to invite the Past Presidents and the proper people from the Dayton Area Board of Realtors.

· Work closely with the Ways and Means Committee to request donation for door prizes and contributions to share in expenses.

· Program to be reviewed by Board Prior to printing.

3. THE HOSPITALITY & MARKETING COMMMITTEE SHALL:

· Welcome newcomers to the Chapter meetings and introduce them to the members.

· Encourage unity and friendship within the Chapter.

· Send out a card to members that are ill on behalf of the Chapter.

· Communicate on behalf of the Chapter with members who are ill or bereaved.

· Perform duties as defined by the President.

· Member of the Year & Affiliate of the Year to welcome members and guests at each meeting.

4. THE WEBSITE/NEWSLETTER COMMITTEE SHALL:

· Establish a  Keep website current to display our list of officers, mission statement, articles, meeting and information to anyone wanting to know more about WCR.

· The website is to contain information on our meeting, upcoming events and working link per WCR business Plan.

· Print a quarterly newsletter to make available to member – according to Business Plan.

· Publish the President comments, designation received and other pertinent information.

· Use e-mail and post on website the newsletter to special members or state officials.

· Chairperson is to receive funds in advance to printing and mailing out the newsletter.

· Proper expense vouchers are to be presented to the treasurer.

5. THE BUSINESS PLANS & EXCELLENCE AWARD COMMITTEE SHALL:

· Chairperson to be appointed for this committee.

· Need to review Chapter Business Plan & Chapter Excellence Awards quarterly.

· Must have all Chapter meetings, for the year, scheduled and announced by January 15th each year.

· For program bonus points – need to coordinate a joint meeting with another real estate group or WCR Chapter – refer to Chapter Business Plan.

· Comply with governance section in accordance with the Chapter Business Plan.

· Comply with Leadership Development section in accordance with Chapter business Plan. 

       “New Member Orientation Meeting (at least 2 annually)”

       “The Task Is to Ask” program”

· Encourage Chapter National members to obtain the Performance Management Network Designation (PMN).

· Chapter to sponsor or co sponsor a Performance Management Network Course, if financially capable.

6. THE REFERRAL COMMITTEE SHALL:

· Track referrals sent and received by Chapter members.

· Send copies to the national WCR office.

· Distribute WCR referral forms to all Chapter members.

· Plana referral education program including the how and why of using WCR referral Roster.

· Promote purchase of expanding listings and display advertising in the WCR Referral Roster.

7. THE POLITICAL COMMITTEE SHALL:

· Work closely with the President on the designated General meeting that is set for political affairs or special speakers.

· Set up guest speaker and place to hold General Meeting for such event (September/October).

8. THE PERFORMANCE MANAGEMENT COMMITTEE SHALL:

· Establish at least 5 performance management programs to be addressed once each year, as described in the Chapter Business Plan.

· Negotiation Strategies & Practice

· Networking/Professional Credibility/Business Builds

· Business Planning & Systems

· Personal Performance Management Cultural Awareness

6.   THE PUBLICITY & MARKETING COMMITTEE SHALL:

· Promote and maintain a favorable image of Women’s Council of Realtors in the eyes of our various public.

· Prepare and submit media releases to publicize Chapter activities and achievements as required.

7.   THE RECOGNITION COMMITTEE SHALL:

· Plan and coordinate visible symbols of appreciation.  Awards such as Phone-a-thon are Chapter awards and should be presented at a Chapter meeting.  Other award or designations that Chapter members may have obtained being a member of WCR.

                     ●     Recognize award achievements

8.   THE TELPHONE,  “CALLING”,  “CONTACT” COMMUNICATION COMMITTEE SHALL:

· Plan and coordinate telephone dissemination of necessary information to Chapter members.

· Establish a list of members of the Chapter.

· Call/Fax/E-mail Contact the members concerning the next months General Business Resource Meeting and encourage their attendance.

· Work closely with the President Elect/Vice President of Membership concerning and the number of members planning to attend meetings.

9. MEMBER OF THE YEAR AWARD COMMITTEE SHALL:

· Chairperson is award recipient from previous year or a member appointed by the President. 

· Committee to consist of previous recipients between Realtor & affiliate – group of 5

· Committee selects recipients by following guidelines and dates established by the State Member of the Year Committee and of the local chapter with intentions to submit the name to the State committee for consideration as a State Member of the Year.

· Committee to consist of previous recipients between Realtor & affiliate – group of 5

· Committee to work closely with President on person to be honored.

· Chairperson to be responsible for obtaining plaque to be awarded

· Plaque to be given to recipient at the September General Business Resource Meeting

· To be a part of the Welcoming Committee at each General Business Resource Meeting & Special Event.

10. AFFILIATE OF THE YEAR AWARD COMMITTEE SHALL:

· Chairperson is award recipient from previous year or a member appointed by the President.
· Committee should consist of previous recipients between Realtor & affiliate – group of 5

· Committee reviews and selects candidate based on Chapter guidelines.


               Committee should consist of previous recipients between Realtor and Affiliate-group of 5

                             Committee to work closely with President on person to be honored

· Chairperson to be responsible for obtaining plaque to be awarded

· To be awarded at the same meeting the member of the Year Award is presented

· Plaque to be given the recipient at the September General  Business Resource Meeting

· To be part of the Welcoming Committee at each General Meeting & Special Event. 

11. FUND RAISER COMMITTEE SHALL:

· President to determine if a Fund Raiser Committee is to be set up, separate from the Ways & Means Committee for the New Year, to obtain additional funds for the Treasury.

· President and Committee Chairperson to decide on thing used as Fund Raiser i.e. Entertainment Books, Gold “C” Books, Candy Raffles, Auction, Yard/Garage Sales etc.

· Chairperson to be responsible in getting volunteers/helpers to promote project(s).

· Must be presented and approved by the Governing Board of the Local Chapter.

· Purpose is to obtain additional funds for Local chapter President/ President Elect to attend State, Regional and National WCR meeting approved by Budget Committee.

11.   HISTORIAN COMMITTEE SHALL:

· To be President Elect or designated person in charge of:

A. Taking pictures at Special and general Meetings of President and Speakers.

B. Put together articles and various information of events on president

C. Prepare in scrapbook an album to be presented to President at the end of year.

12. WCR DAYTON CHAPTER SCHOLARSHIP FUND formerly known as Evelyn Trifthouser Scholarship Fund COMMITTEE SHALL:

· Originally setup from donations given to chapter on behalf and remembrance of Evelyn Trifthouser because of her dedication to WCR i.e. Local Chapter, State and Nation 

· Committee established guidelines for the Scholarship Fund :

A. Review applications submitted by Local Chapter members.

B. Select a recipient from applications excluding office holding National Members.

C. Recipient to be reimbursed up to $150 to further education in profession i.e. PMN designation or other Real Estate involved course.

D. Committee to establish time constraints that same recipient(s) can not apply for scholarship from year to year.

E. Funds for the scholarship to be from fund raiser money.

GENERAL INFORMATION AND PROCEDURES

I. GUEST POLICY:

            A.  SPEAKER:

1. The Chairperson of the Holiday Gala to purchase and be reimbursed for any visiting dignitary gift for the December installation meeting.

Any invited State and/or National WCR officer will receive a gift staying within our approved budget amount throughout the year.

II. NON-MEMBERS:

1. Qualified prospective members may be brought to regular Chapter General meeting as guests 2 times only before joining.   This does not apply to a member’s family or special guest, provided they are eligible for WCR membership.  The 2 times are not from year to year.

2. It will be the responsibility of the Hospitality, Marketing, and Membership Committees.  Member of the Year and Affiliates of the Year, to follow up and encourage them to become a member based on the following steps:

a. Step 1 – Would be to follow up with a card or a call.

b. Step 2 – Send them a membership application and a personal contact by the Membership Chairperson.

c. Step 3 – They either join or don’t join, if they don’t join then we need to know why not.

III. RESERVATION OBLIGATIONS:

1.        Financial Obligation 
Reservations for all Chapter General Business Resource Meetings and events sponsored by the Chapter shall   be a financial obligation to be paid by the member.


           2.       Cancellation deadline

A cancellation deadline shall be established for each monthly meeting for the Chapter and shall be announced in the notice for that function which shall be 24 hours prior to the event.

3.        Billing 

                
       Billing for un-cancelled monthly meetings shall be made within 10 days of the event.

                          4.       Fee Policy


                      Members attending a monthly meeting will not be charged for the meal or refreshment if they 

                                    do not eat.  Special dietary needs to be handled accordingly- but must be reported to

                                    committee member (Vice President of Membership, President Elect or Calling Committee

                                    Member – so it can be reported to restaurant or caterer).

                          5.      No Reservation 


                     If members wish to attend a monthly meeting without a reservation, they shall be

                                   accommodated on a space available basis only.

IV. CHAPTER COURTESY POLICY:

  1.     Memorials

                                   In the case of the death of a Chapter member, an appropriate memorial not to exceed $65   

                                   $75.00 shall be selected.  In the case of the death of a Chapter members spouse or child, an

                                   appropriate memorial not exceed $55  $50.00 shall be selected.

V. LOCAL AFFILIATE MEMBERSHIP:

1. Local Affiliate Membership dues with $75  $90.00 for the year 2005 2015.  If the member joins during the year the dues for that year will be prorated and then paid on a yearly basis starting with January of the New Year. 

2. If a Local Affiliate personally pays for the membership fee to WCR and then leaves that

        employer and works for another company-then the membership follows the Local

        Affiliate for the balance for the year.

3. If the Local Affiliate’s company pays for the membership fee to WCR and the Affiliate

        leaves the company, the membership to WCR will stay with the company.  The Affiliate

        or their new company would need to pay the membership fee again fro for the balance of the

        year.

VI. HONORARY MEMBER:

                  
National WCR has indicated that the Chapter can not grant honorary membership.  All

                             membership and dues must comply with Article II- Membership and Article III Dues of the

                             Chapter ByLaws.

VII. TRAVEL EXPENSES:

    The President can attend the WCR Winter Conference or the Mid Winter Meeting.  The 

    Chapter will help cover some (it may not be all) of the expenses to the meeting of her choice.

    The travel  budget will be created, reviewed and presented within the annual general budget

    (with a line for each meeting) each year, to be approved by the Governing Board. All bills and

    invoices, for said event, are to be presented to the Treasurer for payment within 30 days and all 

    unused budget funds for each event will be turned back to remain in the Treasury within 30 days 

    of the event. Any expenses submitted past 30 days will not be reimbursed, unless permission is 
    requested and approved by the Governing Board.  

                             The Chapter will appropriate funds, according to the approved budget, to cover other traveling                                

                             position.  expenses for meetings specified. Once the total amount of the funds allocated for the
                             President’s travel have been disbursed, any additional expense will be the personal responsibility

                             of the President. individual, unless permission to exceed the budget is presented and approved

                             by the Governing Board. Allowed meetings will include the following. 

                             The travel budget is to be used as a guideline for the expenditures for the President.  It will be

                              listed as a line item in the yearly budget.  All bills and invoices, for said event, are to be

                              presented to the Treasurer for payment within 60 days and all unused budget funds for each
 

                              event will be turned back to the Treasury within 60 days of the event.

                       PRESIDENT TRAVEL:

                                It is mandatory that the President attend all WCR State, Regional and National Meetings

                                (See*). All other meetings are at the discretion of the President and as the budget and personal

                                Commitment allow.

                                January WCR Winter Conference State Meeting of the Mid Winter Year Meeting.
                                April WCR Spring State Conference

                                *May WCR National Mid-Year Meeting

                                September WCR/OAR Fall State Conference

                                *October Officer State Orientation Meeting

                                *November WCR/NAR National Conference  

                         PRESIDENT-ELECT TRAVEL:

                                It is mandatory that the President-elect is to attend Leadership Academy and NAR Nation
                                Convention and those meetings that the President is not able to attend when necessary. 

                                 those meetings that accumulate “Points” for the Chapter.  (See*).  All other meetings

                                are at the discretion of the President-elect and as the budget and personal commitment allows.

                                The Chapter will help cover some (it may not be all) of the expenses to the meetings.  The

                                chapter will appropriate funds, according to the approved budget, to cover the other travel

                                expenses. 

                                January WCR Winter Conference State Meeting of the Mid Winter Year Meeting.
                                April WCR Spring State Conference

                                *May WCR National Mid-Year Meeting

                                September WCR/OAR Fall State Conference

                                *October Officer State Orientation Meeting

                                *November WCR/NAR National Conference  
                          VICE PRESIDENT OF MEMBERSHIP:

                                It is mandatory that the Vice President of Membership attend meetings. that accumulate
                                “Points” for the Chapter (See*). All other meetings are at the discretion of the VP of 

                                 Membership and as the budget and personal commitment allows.    

                                 January WCR Winter Conference State Meeting of the Mid Winter Year Meeting.
                                April WCR Spring State Conference

                                *May WCR National Mid-Year Meeting

                                September WCR/OAR Fall State Conference

                                *October Officer State Orientation Meeting

                                *November WCR/NAR National Conference  
                             SECRETARY AND TREASURER:

                                 It is strongly encouraged that the Secretary and Treasurer attend the Officers Orientation

                                 Meeting and may elect to attend other meetings as the budget and personal commitment

                                 allows. 

                                 January WCR Winter Conference State Meeting of the Mid Winter Meeting.

                                 April WCR  State Meeting Spring Conference  
                                 October Officer State Orientation Meeting

                                3. Line Officer Travel

                                It was decided at the January 2005 budget meeting, that we allot funds for the line officers of our

                                Chapter i.e. Vice President of Membership, Secretary and Treasurer to be able to attend various

                                State, Regional and/or National WCR meetings.

                                To be reviewed at each yearly Budget meeting.

                            5.  Note:
                                 Additional Points for the Chapter may be accumulated by up to 6 Chapter Members

                                 attending either of the following two National Programs. The Chapter cannot fund

                                 these programs**.

                                 ** Mega-Networking Summit

                                 ** Influential Women summit       

   VIII      DISMISSAL OF OFFICER OR COMMITTEE MEMBER:

      Must be handled in accordance to Article IV- The Governing Board – Section 2, Section 3, and

      Section 4 (B) of Chapter Bylaws.
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