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STANDING RULES
Revised & Approved – Nov 29. 2017 
I. MEETINGS

A. Industry Events will be held a minimum of 4 times per year unless otherwise notified.  The Board will determine the time and location.
B. Annual Election Meeting shall be held at the August Business Resource Meeting. 
C. Installation Meeting shall be held in December.  The date and time will be in conjunction with a Business Resource Meeting or determined by the Incoming President with approval of the Governing Board.

D. Governing Board Meetings shall be held as needed with time and location to be determined by the President.  All Committee Chairs shall attend and report at the Governing Board Meetings.  Special Committee Chairs do not vote.  If an Officer or Standing Committee Chair misses two (2) consecutive unexcused Governing Board Meetings without sending a representative, that Officer or Standing Committee Chair may be asked to resign.  The President shall appoint the Vice Chair to fill the vacated position or appoint another chair.

II. ELECTIONS

A. Line Officer Qualification - Members nominated for Line Officer shall have the following qualifications:  (a) have held membership in the local WOMEN’S COUNCIL OF REALTORS NETWORK for at least one (1) year;  (b) have chaired a Committee; or have like service with another real estate organization; (c) be an active member in good standing at the time of the election. 

B. Candidates shall submit a signed “Officer Qualification and Consent to Serve Form” after reading the job description as outlined in the current Standing Rules of the Dallas Metro East NETWORK.

C. Those eligible to vote at the Annual Election Meeting shall be REALTOR and National Affiliate Members who are active and in good standing at the National WOMEN’S COUNCIL OF REALTORS office for at least 30 days.
D. Rules of the Day – The rules will be approved by the membership prior to voting.

E. Tellers – A minimum of three tellers will be appointed by the President.  Candidate Review  Committee members may not serve as tellers.

III. INSTALLATION OF OFFICERS

A. DUTIES OF THE OUTGOING PRESIDENT
1. The Outgoing President may appoint a Committee to make all the arrangements for the tribute to the Outgoing Officers and Installation of the new Officers.

2. The Outgoing President will have the duty of obtaining the Incoming President’s pin and gavel at the expense of the NETWORK in sufficient time for presentation at the Installation Ceremony.  
B. DUTIES OF THE INCOMING PRESIDENT
1. The Incoming President will chair the Installation Committee if one is appointed.

2. The Incoming President will select the Installing Officer and Mistress/Master of Ceremonies.

3. The Incoming President will obtain, at the expense of the NETWORK a President’s plaque with gavel.  In addition, a gift to be presented to the Outgoing President at the Installation Ceremony, total cost of gift not to exceed budgeted amount of $100.
4. The budgeted items for the installation will be sufficient to cover expenses for master/mistress of ceremonies and the installing officer.

IV. JOB DESCRIPTIONS

A. OFFICERS

NETWORK Officers will abide by the NETWORK’s Bylaws, Standing Rules and the duties in the Leadership Policy and Procedure Manual.

1. President

a. Must be a REALTOR

b. Preside and schedule meetings in accordance with NETWORK bylaws. 
c. Appoint all committee chairs except Candidate Review  Committee, subject to the approval of the Governing Board.

d. Communicate all correspondence and materials received from National WOMEN’S COUNCIL OF REALTORS office, including National meeting reports and keep State officers and committee chairs informed of communications that are applicable to their jobs throughout the year.

e. Issue an invitation early in the year to the State WOMEN’S COUNCIL OF REALTORS Governor to make an official visit to the Governing Board Meeting.  At the meeting, review LCP/Governor checklist.

f. Ensure that NETWORK activities are not in conflict with Local Boards of REALTORS( activities.

g. Coordinate officer and committee activities and responsibilities.

h. Make certain NETWORK Bylaws are updated and amendments reported to the National WOMEN’S COUNCIL OF REALTORS Office for approval.

i. Attend all State and National meetings and serve as a voting delegate of the State and National Governing Boards.

j. Cooperate with requests from the Texas State NETWORK President, Governor, Regional Vice President, Texas District Vice President and National WOMEN’S COUNCIL OF REALTORS Office.  Time is of the essence and request to be satisfied within the time frame requested by the officer or officers.
k. Assure that the NETWORK’s votes are cast by the Voting Delegate or Alternate at the National Annual Business Meeting.  The Local NETWORK Delegate shall be the President in good standing of the Local NETWORK or another member, who shall be an Active member in good standing of the same Local NETWORK, designated in writing by the President.

l. Complete and submit on time the required forms/reports contained in the Leadership Policy & Procedure Manual and any others requested by State or National.
m. Responsible for notifying the National WOMEN’S COUNCIL OF REALTORS office, State and Governor of the newly elected officers of the NETWORK and their information as soon as elected, but no later than October 1st.
n. Update the website by the last day of the month.  Prepare the website for the upcoming year with the President Elect prior to January 31st.

2. President Elect

a. Must be a REALTOR

b. In the absence of the President, preside at all meetings and perform the necessary duties of the office. 

c. In the event of death, disability, removal from office or resignation of the President succeeds to the Presidency.

d. The President Elect automatically succeeds to the presidency the following year.

e. Attend State Leadership with as many governing board members as possible. 
f. At the Leadership Orientation provide officers and committee chairs with copies of the Bylaws, Standing Rules, and a copy of their duties as outlined in the Leadership Policy & Procedure Manual and any other duties outlined in the Standing Rules.
g. Shall appoint a vice Committee Chair for each committee by February 1st.

h. The following years Committee Chairs shall be approved at the October Governing Board Meeting.

i. Shall take pictures and coordinate a photographic record of all activities of the Local NETWORK.  Shall submit pictures to social media sights and Marketing Chairs.  Compile a Memory Book for the President.

j. Attend as many committee meetings as possible.

k. Provide survey forms at the monthly Business Resource Meeting and report to Governing Board.
3. Membership Director
a. Can be held by a REALTOR or National Affiliate. 

b. Oversees all membership activities.  Accountable for recruitment, retention and recapturing membership efforts of the NETWORK.  Responsible for the implementation and follow-through on the national membership marketing campaign when one is in effect and the state membership campaign.
c. Establish Local NETWORK membership goals in coordination with the Local NETWORK President and Local NETWORK Governing Board.

d. Communicate membership goals and organize NETWORK effort to achieve goals.

e. Monitor membership reports received from National WOMEN’S COUNCIL OF REALTORS for accuracy and follow-up on any discrepancies. Report any corrections, changes (i.e. telephone, address) to member information.

f. Provide list of new members to the President, Secretary, Treasurer and Governing Board.
g. Announce new members, strategic partners and guests at all meetings.

h. Call, email or send a card to absentees from the Business Resource Meeting.

i. Provide a Membership pin to all new members.

j. Get a Welcome Card signed by all executive officers and mail to all new members.

k. Maintain the email list in some form of internet storage.
l. In case of a death of a NETWORK member, member’s spouse, child or parent, the Chair shall select a Memorial not to exceed $50.00 plus tax and associated delivery fees in the name of the Dallas Metro East NETWORK of Women’s Council of Realtors(.

m. If a NETWORK member is hospitalized an arrangement not to exceed $30 plus tax and associated delivery fees in the name of the Dallas Metro East NETWORK of Women’s Council of REALTORS® shall be given.

4. Secretary

a. Appointed by the President Elect. 

b. Must be a REALTOR

c. Take the minutes of each Business Resource Meeting and each Governing Board meeting keeping accurate records of all motions made and their disposition.

d. Shall keep original copies of all minutes in a permanent NETWORK internet storage and one copy of each shall be emailed to the NETWORK President, President-elect, and Governor.  Keep minutes clear, concise and accurate.  It is not necessary to report discussions.

e. Responsible for notifying the general membership in writing of the Candidate Review Committee’s Report at least 10 days prior to the election.

f. Upload the financial report from the Treasurer at Governing Board Meetings. 
5. Treasurer

a. Can be held by a REALTOR or National Affiliate

b. Has custody of the funds of the NETWORK and makes disbursements as may be directed by the President or Governing Board. 
c. The Network will maintain a credit card for the NETWORK.  Only the Treasurer and the President will be allowed to charge on the card. 

d. Records are kept in the WOMEN’S COUNCIL OF REALTORS computer showing all receipts and disbursements approved in the budget or those approved in an amended budget by the Governing Board.  Treasurer’s report should be available at Governing Board Meetings and upon request by an active member.
e. Review expenditures and financial status on a regular basis to ensure overall fiscal integrity.

f. All monthly financials printouts of account records shall be given to the Secretary and emailed to our CPA.

g. Prior to December 31st burn all financials to CD upload to internet storage.
h. All monies collected by the NETWORK will be turned over to the Treasurer within five (5) days of receipt and will be deposited by the Treasurer within five (5) working days.

i. Make disbursements as may be directed by the President or authorized before disbursing.  Must have original receipts and be attached to the Reimburse Request Form before disbursements are made.

j. Perform other duties assigned by the President.

k. Gives receipts for collection of cash, keeps copy of transaction for NETWORK’s permanent records.

l. The Treasurer shall have books complete and ready for the semiannual audit by the 15th of June and December. The Audit Committee shall audit the books within 7 days of receipt. 

m. By the 15th of January, the books should be given to the CPA to file the NETWORK tax return.
n. Reservations/Attendance

(1) Record reservations for Events
(2) Maintain attendance records and give copies to the Membership Director
(3) Treasurer must reimburse requested expense within 15 days of receipt of expense report.
6. Project Teams 
a. All Project teams shall be appointed by the President subject to the approval of the Governing Board.  
b. Project Teams shall be Bylaws, Candidate Review, Audit Committee and Awards Recognition.  Planning.  Each of these Teams shall have no fewer than three (3) members of the NETWORK.  Appointments shall be made for the remainder of the elective year or until their assigned task has been completed, whichever occurs first.  
c. Special Project Teams shall perform such services as may be assigned to them and may be appointed by the President with the approval of the Governing Board.  Each of the Special Project Teams shall consist of no fewer than three (3) members of the NETWORK.  Appointments to Special Project Teams shall be for a period of one year.  All Special Project Team members are eligible for reappointment. 

d. Each Chair will submit written Report on any activity at each Governing Board meeting.

7. Bylaws / Standing Rules Project Team
a. Review Bylaws and revise them as needed or as directed by the National WOMEN’S COUNCIL OF REALTORS office or by the State Governing Board.

b. National amendments to Local Bylaws are automatically binding; simply notify your members.

c. Submit any proposed changes of the Bylaws to the National WOMEN’S COUNCIL OF REALTORS office for approval.  Proposed changes must be approved before October 31st for National WOMEN’S COUNCIL OF REALTORS to bill the dues correctly if there is a change in dues in the Local NETWORK. 

d. Submit any proposed changes to the Standing Rules to the Governing Board for approval.  The General Membership does not vote on the changes.

8. Candidate Review Project Team 
a. Chair shall be the Immediate Past President.  The Project Team shall consist of (4) active Realtor members in addition to the most recent past President able to serve.
b. The Candidate Review Chair shall email all NETWORK members to notify them of the positions available prior to the Candidate Review Project Team Meeting.

c. At the time of the Candidate Review Project Team Meeting, all interested parties will be interviewed either by phone or in person.  
d. It shall be the duty of the Candidate Review Project Team to ensure all candidates are eligible to serve.  

e. The Chair shall obtain signed Consent to Serve forms from each Candidate and schedule interviews with the candidates.  Each candidate should be furnished with a written job description of the position for which they are being considered prior to signing the Consent to Serve forms.

f. After the President presents the slate of Candidate’s from the Candidate Review Project Team, additional nominations may be made from the floor by any active member no later than 7 days prior to the election so that ballots can be generated. 
9. Audit Committee
a. Shall consist of at least 3 members and shall be appointed by the President at the November Meeting.
b. Audits shall be performed semi-annually of the Treasurers records.
c. Audit Project Team reports shall be presented to the Board in June and December.
d. In January of the upcoming year, the combined new Audit Project Team and previous Audit Project Team will present a final audit of the year.

10. Awards and Recognition Project Team
a. The immediate past recipient of the Realtor of the Year Award and the Affiliate of the Year Award shall act as Chair.

b. The Project Team will consist of the immediate Past President, President and President Elect.

c. The REALTOR must have held membership in WOMEN’S COUNCIL OF REALTORS a minimum of two (2) years.  To prevent the award from automatically going to the Local NETWORK President, that individual will be ineligible to receive the award during or within one year after term of office.  This does not preclude Past Presidents or their officers from receiving the award.

d. Affiliate of the Year will be awarded to the Affiliate member of the Dallas Metro East NETWORK displaying outstanding contributions and achievements.

e. Realtor of the Year and the Affiliate of the Year will be announced at the Installation Meeting or the annual event and the recipient suitably honored (obtain bio, accomplishments and activities).

f. The President may present a President’s Choice Award and/or a Volunteer of the Year Award.

11. Entrepreneur of the Year Award 
a. Award winner is selected by a special Project Team chaired by the most immediate past president able to serve.
b. Current President serves and also 3 REALTOR® and 2 REALTOR® alternates.
c. The Committee will distribute a Call for Nominations at meetings, in NETWORK newsletter, on Web site, etc. 
d. The Committee must submit name of award winner as well as the winning member award application form to National WOMEN’S COUNCIL OF REALTORS by December 1.
12. EXPENSE REIMBURSEMENT
a. The NETWORK will pay for one hotel room for the President and President Elect will share.  In the event there is a male/female combo, the NETWORK will reimburse for two (2) rooms.  It is highly recommended to try to find someone to share a room with for the good of the NETWORK.  If space permits for another NETWORK member of the same sex be allowed to stay in the room until the room is at capacity.  If a member of the NETWORK is moving up the State or National line, that person shall be allowed to share the room at no cost.

b. The NETWORK will pay for airline tickets and transportation from the destination airport to the hotel and the return to the airport only.  In cases where the meetings are in a different location than the hotel transportation will be reimbursed. Reimbursement will be made for mileage when meetings are within driving distance.  Gasoline will not be reimbursed when mileage is used.  Parking will be paid at the hotel for the duration of the meeting.  The NETWORK will pay up to $25 each way for baggage for the President and the President Elect.

c. The NETWORK will not reimburse for late registration fees or airline tickets not purchased within one month of registration opening.  The NETWORK will not pay for such “extra” items as sightseeing, tours, alcoholic beverages, etc.).

d. Reimbursement will only be made with original receipts and a hard copy of the originals.  All receipts and written reports must be received by the Treasurer within 15 days of the expense to be considered for reimbursement.  Receipts must accompany the Reimbursement Form.  A written report detailing events/meetings attended is required for reimbursement.

e. The NETWORK will provide transportation and lodging for the Incoming Governing Board if funds are available for the Leadership Orientation Meeting.  

f. The President will attend both State Meetings and both National Meetings.  The President Elect will attend both State Meetings and both National Meetings, State Leadership Orientation and both National Meetings plus the National Leadership Academy.
g. Request for reimbursement of expenditures must be requested prior to December 9th.  December 10th is the last day expenses may be reimbursed.

13. GUEST

a. Guests may attend 2 meetings per calendar year and then must join 
as a member.  Complimentary meals will be provided for all speakers, State and National Officers who are invited guests or participating in the program.

14. MAILING ADDRESS

a. The official mailing address and storage for 
WOMEN’S COUNCIL OF REALTORS shall be 
Women’s Council Dallas Metro East

P. O. Box 495506, 
Garland, Texas  75049-5506.
Women’s Council of REALTORS(
DALLAS METRO EAST NETWORK
Officer Qualification and Consent to Serve

1.
For which office are you a candidate?

2. Why do you wish to serve in this position?

3. How much time do you have to dedicate to this position?

4. Do you have the support of your family and office, to serve in this position?

5. Are you financially able to meet the expenses required in seeking this office?

6. Do you have the support of your local NETWORK members in seeking this office?

7. Will your NETWORK budget to help defray expenses incurred of this position?

8. What unique qualities or strengths do you have to offer the membership?

9. What do you believe you can achieve by putting your talents to work for the NETWORK?

10. What is the most important goal you have for the NETWORK?  And, what are your visions for its future?

11. If you were to become a Local Officer, what goals would you like to accomplish?
Women’s Council of REALTORS(
DALLAS METRO EAST NETWORK
Consent to Serve as Local Officer

I, the undersigned, acknowledge that I have been recommended for the office of  ____________

___________________ for the NETWORK.  I am willing to serve in this office.

I fully understand that this office requires that I keep myself informed of the issues facing the National Association of REALTORS®, the Texas Association of REALTORS® and the Women's Council of REALTORS®, and that I seek the opinions of members throughout the nation, state, and our local NETWORK regarding these issues.  I pledge to represent the consensus of these opinions to the best of my ability in my role of officer and in my voting.

Further, I understand I have the responsibility to uphold and support decisions made by the voting members of the Women's Council of REALTORS® and of the National Association of REALTORS® and of the Texas Association of REALTORS®, through the expressed will of the majority.

If elected, to an office, I pledge to attend all local Governing Board and Membership meetings to fulfill my responsibility as voting member of the Governing Board, all state and national meetings.  Further, I agree that my signature below constitutes a resignation for the office if I fail to attend meetings.

For offices that have budgeted expense allowance, failure to attend any of the required meetings will reduce the amount of the reimbursement regardless of the itemized expenses.

I ACKNOWLEDGE THAT I HAVE READ THE JOB RESPONSIBILITES FOR THE OFFICE I SEEK.

******************************************************************************

Name of Candidate: _____________________________________________________________

Firm Name:  ___________________________________________________________________

Address:  _____________________________________________________________________

City: _________________________________________ State:________ Zip:_______________

Office #:  _______________________________
Fax #:  _____________________________

Other: # ________________________________
Res #: ______________________________

Email:__________________________________

I acknowledge that I have received a copy of this Consent to Serve.

Signature:  ______________________________________________  Date:  ________________

Women’s Council of REALTORS(
DALLAS METRO EAST NETWORK
Reimbursement Request Form
Name:  _______________________________________________________________________________

Address:  _____________________________________________________________________________

Phone Numbers:  _______________________________________________________________________

Purpose for Reimbursement/Event Attended: ________________________________________________

REIMBURSEMENT MUST BE SUBMITTED WITHIN 10 DAYS OF EVENT!
All Receipts must be attached to this form!


Airfare:   Dates:  From:  _________ To:  __________

Amount:  $  _________


*Meals:
Date:  ___________________________

Amount:  $  _________




Date:  ____________________________
Amount:  $  _________

     

Date:  _____________________________  
Amount:  $  _________

     

Date:  _____________________________ 
Amount:  $  _________

*No alcoholic beverages will be paid for by Women’s Council of REALTORS®.


*Lodging  Dates:  ______________________________ 
Amount:  $  _________

*No personal phone calls or WIFI will be reimbursed by Women’s Council of REALTORS®.

*No movie rentals will be reimbursed by Women’s Council of REALTORS®.


Registration:  Event:  ___________________________ 
Amount:  $  _________


Taxi, Parking, Tolls, etc: 




Amount:  $  _________


Mileage:
Date:  _________________@ ___ cents/mile 
Amount:  $  _________

(IRS Rate)



Date:  _________________@ ___ cents/mile
Amount:  $  _________


Miscellaneous WOMEN’S COUNCIL OF REALTORS Reimbursable Expenses:

Postage:  No.  _________  Purpose  ________________________         Amount:  $  _________

Copies:    No.  _________  Purpose  ________________________         Amount:  $  _________
Other:  (Explain) ______________________________________           Amount:  $  _________

_______________________________________________________       Amount:  $  _________ 

                                                                                     Total Amount Due:  $  ​​​_______________

SIGNED:  _________________________________________________   DATE:  ________________

PRINTED NAME:  ____________________________________________

APPROVED BY:   ____________________________________________
PRINTED NAME:  ____________________________________________ 
WOMEN’S COUNCIL OF REALTORS CHECK# ___________
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