STANDING RULES for
MANATEE COUNTY CHAPTER

WOMEN’S COUNCIL of REALTORS
I.
MEETINGS

A. Business Resource Programs
 Regular Business Resource Programs shall be held at times and places to be determined by the Programs and Education Committee and approved by the Governing Board.
1.  Annual Election Meeting

  The Annual Election Meeting shall be held in August or September.  Failing to achieve a quorum, the election shall be held at the October meeting.

2.   Installation Meeting

     The installation meeting shall be held in November or December.  It may be held in conjunction with or in lieu of a Regular Chapter Meeting.

B. Governing Board Meetings

The President shall determine the time and location of the Governing Board Meetings.
1. Unexcused Absences


Any member of the Governing Board with two or more unexcused 
absences shall be construed as having resigned from the Governing Board.

2. Reinstatement

Such member whose seat is vacated in this manner may apply for
reinstatement, which shall require a majority vote of the Governing Board.
II. ELECTIONS
A. Officer Qualifications

Each member nominated for office shall be a National Member of a WCR    
Chapter.

B.  Officer Consent to Serve


Officer nominees shall sign consent to serve forms, after reading job 
description.

     C.  Electronic Voting:  Electronic voting may be permitted and accepted for 
election of line officers.

D.
Procedures

1. Those Eligible to Vote
 At the Annual Election Meeting, Only Active REALTORS( and National Affiliate Members who are active members in the Chicago WCR office shall be entitled to vote.

2.   Rules of the Day

The election shall be conducted following procedures recommended in the most current WCR Leadership Policy manual.

3.    Tellers                                                                                                                                A minimum of two tellers shall be appointed by the President. Nominating Committee members shall not serve as tellers.
III. INSTALLATION OF OFFICERS

A. Arrangements


The incoming President shall select the location for the installation.

B. Selection of Installing Officer and Mistress (Master) of Ceremonies.

The incoming President shall select the Installing Officer and the Mistress 
(Master) of Ceremonies.

C. Pin for Incoming President


The outgoing President shall have the duty of obtaining the incoming 
President’s pin, at the expense of the Chapter (either by mail or by 
purchase at the annual convention) in sufficient time for presentation at 
the Installation Ceremony.

D. Gift for the Outgoing President


The incoming President shall obtain, at the expense of the Chapter, a gift 
of up to $100 in value, to be presented to the outgoing President at the 
Installation Ceremony.

E. Finances


The budget for the Installation Ceremony shall be sufficient to include the 
expense of inviting guest dignitaries (such as Association President, 
Executive Officer, etc.)

IV. DUTIES

A. Officers

   
Chapter officers shall abide by WCR bylaws, the Chapter’s Standing 
Rules and the duties as outlined in the WCR Leadership Manual.

1. President’s Responsibilities

The President must be a REALTOR(.  When the President takes office, She/He shall furnish each Officer and Committee Chairman a copy of the duties as outlined in the WCR Leadership Manual, as they apply to each office and committee.  Each Officer and Committee Chairman will also be given a copy of the Chapter Bylaws and Standing Rules.  Also the Incoming President is required to hold a one-day retreat, four hour minimum to train new committee chairs and new board members.  
2. President- Elect


As soon as elected, the President-Elect must be a REALTOR( and shall organize the year as outlined in “How to Organize Your Year As President” in the WCR Leadership Manual.  She/He shall complete the Invitation for the Governor’s Visit and all report forms for the Chapter by the specified dates.  The PE should also complete the Invitation Form for the State President visits as applicable.  
3. Vice President of Membership


The Vice President of Membership must be a REALTOR(.  The person 
holding this position should be considered as a candidate for Chapter 
President Elect, but should be elected solely for the qualification of this 
office.  She/He (He) will follow all duties of this office as outlined in the 
WCR Leadership Manual.

4. Secretary


The Secretary shall take minutes at all meetings as described in the WCR 
Leadership Manual.  All minutes shall be verified by the President and 
signed by the Secretary before they are disseminated to members 
according to Chapter custom, which may be by mail, e-mail, printed in the 
newsletter, read (or passed out) at the Chapter meeting.

5. Treasurer


All monies received by the Chapter shall be deposited in the account of 
the Manatee Chapter of WCR of NAR in a financial institution approved 
by the Governing Board.  Two signatures shall be required on all checks: 
Signatures shall be the Treasurer’s, the President’s or the President- 
Elect’s (in the absence of others.)


All monies collected by the Chapter shall be turned over to the Treasurer 
within 5 days of receipt and shall be deposited by the Treasurer within 5 
working days thereafter.  The Treasurer shall make a photocopy of all
checks and retain appropriate files.  The Treasurer shall keep written and 
accurate records of all dues, payments and in addition, perform such duties 
as outlined in the WCR Leadership Manual.
B. Standing Committee Chairman

Each outgoing Committee Chairman shall prepare a written report on the Committee accomplishments at the year’s end, and pass on Committee materials to the incoming Committee Chairman.  The incoming Chairman shall recommend to the incoming President possible members to serve on her (his) committee, who the President may consider appointing. List of Standing Committee Chairs are as follows:
1. Nominating

2. Education and Program

3. Finance and Budget

4. Bylaws and Standing Rules

5. Membership/Marketing

6. Ways & Means 

C. Parliamentarian


The President shall be responsible for the presence of a qualified Parliamentarian at every meeting.  The Parliamentarian and the President must attend an approved Parliamentarian Procedures Training course prior to taking position.
V. MEMBERSHIP
A. New Members

1. Processing Applications

New national member applications and dues checks, collected by the Vice President of Membership, shall be forwarded immediately to the National WCR office in Chicago.  Both the President and Treasurer shall be promptly notified. The V.P. of Membership or Treasurer shall immediately notify the National WCR.  A photocopy of the new member’s check and application shall be retained.  Local membership applications/renewals and dues checks shall be sent to the Treasurer by the Vice President of Membership.  A photocopy of the member’s check and application/renewal shall be retained.

2. Welcome


Cards or letters of welcome shall be sent to each new member by the Vice 
President of Membership or Membership Committee member on behalf of 
the Chapter President.  New members shall be welcomed and introduced 
individually at Business Resource Programs by the President.

3. Introduction of New Members

An introduction of new members can be conducted by the Vice President of Membership during a regular meeting.  Such introductions may 
cover several months and shall be arranged as they fit into the regular program.  

VI. FINANCIAL MATTERS

A. Reimbursed Expenses

1. All Regional, State and National WCR meeting ( Conventions) are eligible for reimbursement.

2. The Governing Board shall have the authority to authorize said reimbursement.

3. All Board Line Officers and/or Chapter Representative, as approved by the Governing Board, are eligible for reimbursement.

Chapter Representative: As determined by the Governing Board

4. Reimbursed expenses shall include but not be limited to registration fees, transportation, lodging, meals, ticketed functions, or as authorized by the Governing Board.
5. Hotel rooms are booked immediately when each convention is open for registration.  Depending on the distance of the convention, 2 to 3 rooms are booked for the Manatee Chapter Line Officers, Local Governing Board Members, Local, State, National Committee Chairman, and Committee members; however, it is in that order.  

a. Each person shall give a $50 deposit for each nights stay to the Treasurer once they have proof of their registration.  The deposit is refundable within 7 days after the Treasurer verifies attendance with a Line Officer.

b. If you cancel within 30 days prior to the Convention, the deposit may be refundable.  However, anytime after that, the deposit will be put towards the cost of the room for the loss of your spot.  If by chance, your spot is filled or you have a replacement, then your money will be refunded.

c. In the event that we have 2 or more General members that are attending the full WCR Convention and the 2 to 3 rooms that the Chapter has are already full, the Chapter may reimburse the members a possible 25% of their hotel expenses if the expenses are no more than the cost of the Line Officers hotel expenses and the budget has the extra monies at that time; which will be determined by the Governing Board at that time.  A Travel Expense Form and a short written report and 75% Convention activities must be WCR related.   


d. A short written report of all education and committee meetings attended must be submitted along with the travel reimbursement form to the Treasurer in order for reimbursements.  

6. All travel reimbursement request must use the Travel Request form 

      from the WCR State Web Site.  

DEFINING THE PRESIDENT AND PRESIDENT-ELECT TRAINING AND EXPENSES AT WCR STATE MEETINGS:

President will attend all State WCR Meetings.

The President will attend the following training:

Leadership Orientation

Leadership Development Workshop

Committee Meetings

District Forum
Local Chapter President/President Elect Committee Forum

President- Elect will attend all State WCR Meetings

All meeting stated above
State Leadership Retreat
The Expenses for the President and President- Elect at the State WCR Meetings will be paid by the Chapter as follows:

Mileage- Current rate as allowed by the IRS
Hotel- Lowest room rate at the host hotel

Food- Maximum of $40.00 per day

Awards Dinner or Installation Dinner- as priced on ticket

Super Sales Day Luncheon

It is very important that the President attend and vote at Governing Board meetings at both the state and national level, as representative of our Chapter.  In her (his) absence, the President-Elect or Chapter Representative will attend and cast the Chapter’s vote(s)

DEFINING THE PRESIDENT AND PRESIDENT-ELECT TRAINING AND EXPENSES AT WCR NATIONAL MEETINGS:

The President will attend all National Meetings

The President will attend the following training:

WCR Leadership Orientation

WCR Leadership Development Workshop

WCR Forums
WCR Committee Meetings

Regional Summit(s)
Local Chapter President/President Elect Committee Forum

The President- Elect will attend all National Meetings

The President-Elect will attend the following training:

WCR Leadership Orientation

WCR Leadership Development Workshop

WCR Forums
WCR Committee Meetings

Regional Summit(s)
Leadership Academy

Local Chapter President/President Elect Committee Forum

The expenses of the President and President-elect at the National WCR meeting/Conventions will be paid by the Chapter as follows:

Airfare- Booked in advance to benefit by lowest rates

Hotel-Lowest room rate at host hotel

Food- Maximum $45.00 per day

Registration- Purchased at lowest rate

Awards dinner or Installation- As priced on ticket

7. Any Monies paid in advanced must be approved by the Governing Board.

8. Reimbursement shall be verified by receipts or bills.

9. Reimbursement will be paid when invoice or voucher and receipts are submitted.  Reimbursement requests to be made no later than one calendar month after the expense occurred or 60 days prior to the event.

a. If the Immediate Past President wins a Chapter award, then she/he will attend the ceremony to receive the award

10. It is the responsibility of the Chapter President and President-Elect to attend all meetings and functions and to report verbally or in writing to the Governing Board and Chapter.
B. 
GUEST POLICY
1. Speaker


The Speaker will receive a complimentary meal and will be presented with 
a token gift of appreciation from the Chapter.

2. Non-Members

Qualified prospective members may be brought to a Business Resource 

         Program as guests two times before joining, or at the discretion of the 
Governing Board.

C.
RESERVATION OBLIGATIONS

1. Financial Obligations

Reservations of all Business Resource Programs 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 ticketed function of 
the Chapter and shall be announced in the notice for that function.

3. Billing


Bills for uncancelled ticketed functions or a special function shall be 
sent by the Treasurer within five days following an event.
4. Fee Policy

Member attending all WCR events, programs and functions shall be charged for the meal or refreshments whether they eat or do not eat.

5. No Reservation


If members want to attend a ticketed or reserved function without a 
reservation, they shall be accommodated on a space available basis only.

D.
CHAPTER COURTESY POLICY

1. Memorials


In the case of death of a Chapter member, an appropriate memorial not to 
exceed $50.00 shall be selected.  

E.
AUDIT
The Treasurer’s books shall be audited within the first and third quarter of the year. (See WCR Leadership Guide/Local Chapter Treasurer) The auditors shall report on the completed audit at the Governing Board Meeting following the audits.
F.
BUDGET
Any unbudgeted expenditure exceeding $50 shall be presented at the Governing Board Meeting prior to the expenditure.  If the Debit Card is used, a detail receipt and expense report must be submitted to the Treasure within five (5) days 
G.
WAYS AND MEANS


(Note: Suggested uses for Ways and Means proceeds are scholarships, 
educational projects, community service projects and officer expenses for 
National and educational meetings.)

1. Tax Exempt Status


To protect the tax exempt status as a “not for profit organization” 
concerning Ways and Means and fund-raising projects, refer to IRS ruling 
information in the Guidelines for Officers.

2. Separate Accounting


The Chapter shall keep a separate written accounting of all proceeds 
received from fund raising projects.

3. Operating Expense Caution


Fund raising proceeds shall be used only for the project designated.

4. Possible Deficit Obligation


No Ways and Means project shall be undertaken which could create a 
deficit obligation for the Chapter, without Governing Board approval.

5. Written Contract for Functions

All functions requiring the Chapter pay expenses for a facility, food, etc. must have written contract signed by the President or Treasurer.  (For example Casino Night; Fashion Show; Golf Tournament)
VII.
VIP POLICIES

A. COMPLIMENTARY MEMBERSHIP


Each year the current Local Board President and the WCR President shall 
be offered a full WCR Membership.

B.
STATE OF NATIONAL WCR OFFICE


When a member of the Chapter is elected to a State or National office, any 
expenses allocated by the Chapter shall be determined by and voted upon 
by the Governing Board.  Such funds shall be included in the Chapter 
budget.  This practice shall also apply to any contribution given by the 
Chapter to the District Vice President.
C.
HONORARY MEMBERSHIP


Honorary members shall be elected by unanimous vote of the Governing 
Board.  Honorary members shall be exempt from paying local dues.  
Honorary members shall not have voting privileges. (Note: Determine the 
qualifications for honorary membership.  Extreme caution shall be 
exercised in conferring an honorary membership.)

VIII.
AWARDS AND RECOGNITION

A. WOMEN (MEN) OF THE YEAR

The Chapter will select a member or members that are qualified for the nine awards set by the State Chapter.  The recipients shall be selected by the local Chapter’s Awards Committee.  The recipients shall represent the Chapter by being submitted for recognition at the State level at the Annual FAR Convention.
B. SCHOLARSHIP

Four PMN course scholarships are to be given to active WCR Realtor Members annually as determined by the committee.  Other scholarships may be given at the direction of the Governing Board.

C. YEAR END RECOGNITION
All officers and Committee Chairmen shall receive recognition at the November or December Awards Meeting.  Also our Chapter can award up to three (3) President Awards.  This expense is to be budgeted and is the responsibility of the Awards Committee.

D. SUPER STAR AWARDS

The Chapter shall give out Super Star Awards each year.  Sponsors are to be solicited to defray the cost of the awards.

E. OTHER AWARDS


The Chapter may have other contests or awards as approved by the 
Governing Board.

