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STANDING RULE

I.
Regular Chapter Monthly Meetings:  These meetings shall be held on the third Wednesday of each month at a time and place to be designated by the incoming President, Governing Board and Program Chair.
II.
Governing Board Meeting:  The Governing Board meetings shall be held the first Thursday of each month at 9:00 a.m. (at least six times per year at a place to be determined by the President of the Chapter and communicated to all members.  Meetings can be canceled at the discretion of the President.
III.
Information for Officers and Chairs:  The President shall take office effective January 1st, at which time the President shall furnish each Officer and Committee Chair with a copy of their respective duties which apply to his or her particular office or committee.  The duties are:

A.
The President must be a Realtor® member and shall:
1.
Conduct the business of the Chapter:

a.
Plan meetings, prepare agenda and preside at the Chapter Governing Board and General Membership meetings.
2.
Appoint committee chairpersons (except Nominating Committee) to carry out Chapter goals.

a.
President shall provide Chairpersons with an outline of their respective duties plus suggestions and objectives for the year.
b.
Standing Committee chairpersons should be a WCR Realtor® or an Affiliate member not serving as a Local Chapter President.
3.
Coordinate the December installation.
4.
Order/secure badges for the President, President-Elect, Secretary and Treasurer.
5.
Submit Chapter Annual Report by national deadline.

6.
Conduct new member orientations including website demonstration.
7.
A welcoming letter or card shall be sent to each new member by the Chapter President.
8.
Keep database of current member information.

9.
Recruit new members.

10.
Follow the current National WCR Leadership Policy and Procedure Manual (LPPM).
11.
President shall be responsible for making hotel reservations, registrations and airline tickets using the WCR debit/credit card.
B.
The President-Elect must be a Realtor® member and shall:
1.
Attend State Leadership Orientation.

2.
Fulfill the duties of the President in the event the President is unable to serve.
3.
Serve as a member of the Education and Scholarship Committee.
4.
Purchase a plaque and/or gift for retiring President.  The cost shall not exceed the budgeted amount.

5.
Collect all materials necessary to complete the Chapter Excellence Report and shall file by the appropriate date with National WCR.
6.
Responsible for compiling Chapter Excellence Report, minutes, budget and financial records, Committee reports and any other pertinent information and filing at end of year in the WCR filing cabinet at CABR.  This should be identified in a folder/binder by year.

7
Stress the importance of using the WCR website and tools.
8.
Follow the current National WCR Leadership Policy and Procedure Manual (LPPM).
9.
All other duties as assigned by Governing Board.
10.
Recruit New Members.
C.
The Vice President of Membership must be a Realtor® member and shall:

1.
Be responsible for recruiting and keeping records of members, both Realtors® and Affiliates.  Give report to Governing Board and at General Meeting.

2.
Vice President of Membership will inform President and Governing Board of any new members upon joining Chapter.

3.
Along with the Chairperson of Membership, is responsible for recruiting events.

4.
Recruit new members.

5.
Send new member information to website coordinator to list local Chapter on website.
6.
Follow the current National WCR Leadership Policy and Procedure Manual (LPPM).
D.
The Secretary must be a Realtor® member or a National Affiliate member and shall:
1.
Take minutes of each Governing Board Meeting and General Membership Meeting.
2.
All motions at these meetings shall be accurately recorded.
3.
All Officers are to receive an emailed copy of the minutes within 15 days of following a meeting.  Email minutes one week prior to General Membership meeting to Governing Board.
4.
Bring adequate copies of the minutes to all General Membership meetings.
5.
Bring the Minutes Notebook to every meeting for reference.  The Minutes notebook should be cumulative.
6.
All other duties as assigned by the Governing Board.
7.
Recruit new members.
8.
Follow the current National WCR Leadership Policy and Procedure Manual (LPPM).
E.
The Treasurer must be a Realtor® member or National Affiliate member and shall:
1.
Keep written and accurate records of all dues, income, expenses, AND and disbursements.  Records will be available for inspection at all Governing Board meetings and will be audited 2 two times per year.
2.
Monitor expenses so as not to exceed budgeted amounts unless approved by Governing Board.  
3.
Present a copy of the proposed budget for the coming year to the Governing Board at least 10 days prior to the January meeting.  The budget shall then be presented for final approval at the January meeting.
4.
Maintain accurate financial records of all funds, including reconciling all bank statements approved in the budget.
5.
Prepare a written financial report, including an updated budget, at each Governing Board and General Membership Meeting.  Adequate copies of these reports are to be available at all meetings for those in attendance.
6.
Submit a final Treasurer’s report to the Finance and Budget Committee, as well as the Audit Committee, no later than December 31.
7.
By January 15, should send the financial report to the State which is filed with the Internal Revenue Service.  Said report shall be returned by March 1.
8.
All other duties as assigned by the Governing Board.
9.
Recruit new members.
10.
Follow the current National WCR Leadership Policy and Procedure Manual (LPPM).
IV. 
Outgoing President’s Gift:  The outgoing President shall act as Mistress (or Master) of Ceremonies at the Installation of Officers meeting in December.  The Chapter shall purchase a plaque gift not to exceed $150 $75 for the retiring President.
V.
Travel and Lodging:  No travel expense should exceed annual budget unless approved by Governing Board.
A.
Be reimbursed for registration fees, program fees, travel and or mileage and meals for State, Regional, National meetings and Leadership Orientation, as outlined in the budget.  Meal costs shall not exceed $35.00 per day with exception of required State Chapter Dinner.  Past President will be reimbursed for Mid-Year National Meeting not to exceed budgeted amount.
B.
Receipts must be submitted to the Treasurer within 30 days of travel.
C.
Registration reimbursement amount shall be limited to “Early Bird” registration amounts.
D.
Airfare reimbursement amount shall be limited to airfare purchased at least 21 days in advance of the meeting.
E.
Alcoholic beverages are not subject to reimbursement.
F.
Total reimbursement shall not exceed the budgeted amount for the year.
G.
President shall be responsible for making registration, hotel and airline reservations using the Chapter’s debit/credit card.
VI.
Affiliate Dues:  Affiliate dues are due and payable on January 1 of each year.  Cost of these dues are $150.  This includes two members from their Company to be able to attend monthly luncheons.  If Affiliate member joins during the months of November or December, dues cover the following year of membership.  If Affiliate member joins after June 1, cost of dues is $75.
VII.
Member Dues:  Dues billing received from WCR Realtors® and National Affiliate members shall be sent to the Vice President of Membership who will keep records of said payment and forward the payment immediately to WCR® National along with the dues statement.  This is when Vice President of Membership will inform Treasurer, President and Governing Board of any new members upon joining Chapter.
VIII.
New Members:  A welcoming letter or card shall be sent to each new member by the Chapter President.  New members are to be introduced and welcomed individually at the Chapter meetings.
X. Sunshine Fund:  In the event of a death or serious illness of a Chapter member, the Chapter will make an appropriate donation not to exceed the budgeted amount for the year.
XI. Member of the Year:  The Chapter shall present a award/gift to the “Member of the Year”.  Cost not to exceed $75.  This position shall be held by a Realtor® for three (3) consecutive years.  The recipient of this Award cannot hold this position for more than two (2) consecutive years.

XII. Affiliate of the Year:  The Chapter may present an award/gift to the “Affiliate of the Year”.  Cost shall not exceed $150 $75.  This position shall be held by a local Affiliate who has been a member in good standing with the Chapter.  The recipient of this award cannot hold this position for more than two (2) consecutive years.
XIII. Entrepreneur of the Year:  The Chapter shall present an award/gift to the “Entrepreneur of the Year” in accordance with the rules and specifications of the National Counci of Women’s Council of Realtors®.  Cost shall not exceed $150 $75.  The recipient of this award cannot hold this position for more than two (2) consecutive years.
