APPENDIX B

Standards and Practices

The Purpose and Objectives of the General Federation of Women’s Clubs of North Carolina, Inc. is to
unite member clubs into a statewide charitable organization of volunteers for the promotion of education, community service, fellowship, and leadership development.
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GENERAL INFORMATION
“We hope from this convention to form a lasting union of the women’s clubs throughout
the world. We do not feel that sectional differences will separate us; on the contrary, we hope that
these very differences will form a bond of sympathy.
We look for unity, but unity in diversity; we hope that you will enrich us by your varied
experiences, and let us pledge ourselves to work for common cause, the cause of united womanhood throughout the world.”
Ella Dietz Clymer
At the Organizing Convention of GFWC, 1889
Structure
The GFWC of North Carolina, Inc., (GFWC-NC) is composed of local clubs in three categories: General (all ages), Junior (45 years of age and under) and Juniorette (ages 13-19). Local clubs
pay dues to GFWC-NC annually, a portion of which is forwarded to General Federation of Women’s
Clubs (GFWC).
The State of North Carolina chartered the North Carolina Federation of Woman’s Clubs as a
nonprofit corporation in 1913, and the charter was renewed in 1963. The Federation was designated
a tax-exempt organization in 1982 under Section 501(c)(3) of the Internal Revenue Code of 1964.
In 1998, the name of the organization was changed to the GFWC of North Carolina to further identify with the parent organization, GFWC.

EXECUTIVE COMMITTEE
Elected Officers

BOARD OF DIRECTORS
Executive Committee, Junior Officers,
Trustees, Community Service Program Chairmen,
Committee Chairmen and members,
District Officers, Club Presidents, and others.

ANNUAL CONVENTION
Board of Directors (includes Club Presidents)
and club delegates.

A detailed description of each of the above groups is found in the GFWC-NC Bylaws.
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ADMINISTRATION
•

Business conducted at the Annual Convention includes the election of officers, amendments
and revisions to the bylaws, approval of resolutions (statements of policy and/or support), and
adoption of the budget.

•

Community Service Program Chairmen are elected at the Fall Conference of the Board of Directors in the second year of each administration.

•

Each district elects its officers and community service program chairmen at the District Fall
Annual Meeting in the second year of each administration. District officers are confirmed at the
following convention.

•

Officers of the Junior Section are elected at the Junior business meeting at the Annual Convention as determined in the Junior Rules.

•

One member is elected to a five-year term on the Board of Trustees each year at the Annual
Convention.
PROGRAM

The purpose of GFWC-NC club work is to offer opportunities for growth and development to its
membership and to respond to the needs of people through community service. The GFWC-NC
program is varied, including many projects and emphases. It is required that federated clubs pay
dues and function within the framework of GFWC-NC, but each club determines the extent to
which it uses the program suggestions and supports the projects proposed by GFWC-NC.
The program structure of GFWC-NC corresponds with that of GFWC. The program of the Federation is administered through five community service program areas: Arts and Culture, Environment, Education and Libraries, Health and Wellness and Civic Engagement and Outreach. Each
community service program’s leadership team includes a Chairman and Junior Chairman who are
elected for two-year terms.
Standing and Special Committees are responsible for the on-going work of the federation and are
chaired primarily by presidential appointees. The President may appoint other chairmen as well to
promote additional approved projects.
GFWC-NC is divided into nine geographical districts. The officers and chairmen in each district
provide a network for communication and dissemination of information between the state organization and local clubs.
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GFWC-NC COMMUNICATIONS NETWORK

GFWC of North Carolina
GFWC-NC’s mailing address is 7474 Creedmoor Road, #310, Raleigh, NC 27613. The GFWC-NC
staff includes the Executive Director and the Financial Associate. Business operations carried out
by the GFWC-NC staff include the coordination, preparation, and distribution of the Administration Book and related documents; editing and distribution of the magazine; all financial transactions; registration and reservations for all state‑level meetings; maintaining the membership roster/circulation database, and serving as a resource center for information and materials.
The GFWC-NC staff prepares mailings and emails related to the overall work of the Federation but
does not prepare materials for individuals, officers, or chairmen.
Clubwomen who wish to meet with a staff member should make an appointment to arrange a time
and location for the meeting.
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Publications
An Administration Book is published at the beginning of each two-year administration. The book
is emailed out to the State Board, District Presidents and Club Presidents. A printed version can be
mailed for a fee. Please contact GFWC-NC if you would like a printed version mailed to you for the
cost. The addendum reflecting current information may be provided in the second year of the administration. The following are included in the Administration Book or are available online at
www.gfwcnc.org:
• Leadership Directory of officers, community service program chairmen, and committee chairmen and members, district officers and chairmen, Junior officers and
chairmen, members of the Board of Trustees, Past Presidents, and others.
• The Bylaws and Policies of the Federation, the Junior and Juniorette Rules, all current Resolutions, and descriptions of approved projects.
• Forms for remitting dues and contributions to GFWC-NC, reporting new officers,
transferring membership, and ordering forms.
• A brief history of GFWC-NC and other helpful general information.
• Individual Club and District information
• Award and reporting information
• Arts Festival Guidelines
• Standards and Practices
The Administration Book is provided without charge using electronic distribution. It should be
passed to incoming Presidents when club officers change. Information contained in the Administration Book should be made available to appropriate club leadership.
The North Carolina Clubwoman magazine is published monthly and is distributed by email to
members. It contains the official CALL and reservation information for state meetings, messages
from the President and Third Vice President, special information for Juniors and Juniorettes, features about the Community Service Programs, Districts, and other activities of the Federation, and
stories of local club and district events. The deadline for articles submitted to the NC Clubwoman is
approximately 15 days. Clubs and districts are encouraged to submit pictures and stories to the Executive Director. Items submitted will be used as space permits.
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GENERAL FEDERATION OF WOMEN’S CLUBS (GFWC)
Structure
Women of all ages, interests, and experience belong to GFWC – the oldest and one of the largest
nondenominational, nonpartisan, international service organizations of volunteer women in the
world. There are approximately 100,000 members in the United States in nearly 4,000 clubs, and
there are members in more than a dozen countries throughout the world. The 50 state Federations
are divided into eight geographical regions. GFWC-NC is a member of the Southeastern Region
that includes District of Columbia, Kentucky, Maryland, North Carolina, Tennessee, Virginia, and
West Virginia. Regional meetings rotate throughout the states and are held in the fall of each year.
The officers of GFWC are elected for two-year terms at the Convention in even years. The President
appoints Community Service Program chairmen, committee chairmen and members, and other
designated positions.
The Board of Directors includes as elected leadership the GFWC Executive Committee, the State
Federation Presidents and Directors of Junior Clubs, and the Regional Presidents. The appointed
leadership, as enumerated in the GFWC Bylaws, completes the Board. The elected personnel must
exceed at all times the number of appointed members. The Board meets twice a year, at the Annual
Convention and in the early fall.
Policies of the General Federation are established by:
• The Charter, Constitution, and Bylaws.
• Action taken by the voting body of the convention.
• Resolutions adopted by convention action.
• Action of the Board of Directors or the Executive Committee as authorized by the
Bylaws and ratified by the subsequent convention.
The program of GFWC is carried out through five community service programs and by special projects. Many of the projects, activities, and contests related to the various programs are cosponsored
with other organizations, foundations, and business interests. Each community service program
prepares materials and suggested resources for use by local clubs that can be ordered from the
GFWC Materials Center.
The Women’s History and Resource Center (WHRC), located at GFWC Headquarters in Washington, DC, is an ongoing permanent project of GFWC. It was dedicated in 1984. In addition to the archives and files of GFWC, it is a repository for other material on women as volunteers and volunteer projects in America. Conference rooms and library space are part of this research facility.
History
The organization of the General Federation in 1890 was the coming together of women’s clubs that
had been formed independently to meet the needs of women and their communities in a new and
growing country. Farsighted, pioneering clubwomen gathered in New York City in 1889 for the organizational meeting. They represented 61 clubs in 17 states. They had come at the invitation of Sorosis, the club organized in 1868 by “Jennie June” Croly, an accomplished New York newspaper
woman. Mrs. Charlotte Emerson Brown of New Jersey was elected the first president of this new
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national organization. “Unity in Diversity” was chosen as its motto and a constitution was adopted
on April 24, 1890. GFWC received its original Charter from the U.S. Congress on March 3, 1901,
and became an international service organization with a distinguished record of accomplishments.
The charter has been updated several times, the most recent occasion being the 1986 amendments
recognizing GFWC as an exempt organization within the meaning of section 501(c)(3) of the Internal Revenue Code of 1964.
The purpose of GFWC is as follows:
• Promoting all aspects of education to bring about a more literate society.
• Taking an active role in leadership for the preservation of our country’s resources.
• Sponsoring studies and participation in the arts and encouraging young talent.
• Stressing the importance of good citizenship, spiritual values, and good health for all peoples.
• Keeping members informed on current issues involving legislation and international relations.
• Strengthening the home, and through it, making realistic contributions toward world peace.
The GFWC Emblem
The emblem of the GFWC is beautiful and significant. The black background represents the “darkness of ignorance.” The Crusader’s Shield on the black field signifies enlightenment -women emerging from the shadows of ignorance. Each of
the three colors of the shield has a special meaning: red, for the courage of the
women who accept the responsibility of membership in an organization dedicated
to service; white, suggesting the purity that is woman’s most effective weapon in
her crusade of advancement; blue, representing constancy that enables her to remain steadfast to
her noble purposes. The outer, unbroken circle suggests “for all eternity” since the Circle has no beginning and no end. All parts are fused together to form one perfect and harmonious whole.
The motto, “Unity in Diversity,” describes a diverse band of women united in their volunteer efforts.
The GFWC seal is an adaptation of the emblem and is used, by permission, in printing and merchandising.
GFWC Headquarters
The international headquarters of GFWC is located at 1734 N Street, NW, Washington, DC, 20036,
just a few blocks from the White House. Designated a National Historic Landmark in 1991, it consists of three townhouses that are joined on their upper floors. GFWC Headquarters houses the executive, administrative, and program offices of GFWC, the Materials Center and Mail Room, the
Women’s History and Resource Center, and the President’s Suite. (The GFWC President resides at
Headquarters for the two years of her administration). Its gracious reception rooms contain beautiful antiques and art objects. The Materials Center handles the distribution of all program materials
as well as other printed resources. A list of available materials can be obtained from GFWC Headquarters or on the website.
The Women’s History and Resource Center is dedicated to honoring and preserving women’s

08/2020

7

Appendix B - Standards and Practices
Abridged

history. The WHRC houses archives, dating from the 1800’s, which chronicle the history of
women’s clubs, and a library devoted to women’s history with an emphasis on women in volunteerism.
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Program Aids
Pledge of Allegiance to the Flag
I pledge allegiance to the flag of the United States of America and to the Republic for which it
stands, one Nation under God, indivisible, with liberty and justice for all.
History of the Pledge
The author of the pledge was Francis Bellamy, an ordained minister, who was born on May 18,
1855, at Mount Morris, New York. The pledge was first used at the dedication of the World’s Fair
Grounds in Chicago on October 12, 1892, the 400th anniversary of the discovery of America. Reverend Bellamy’s original wording was altered slightly by the first and second National Flag Conferences in 1923 and 1924, and his work was officially designated as the Pledge of Allegiance to the
Flag on December 28, 1945. On Flag Day, June 14, 1954, President Dwight D. Eisenhower signed
into law a resolution that added the words “under God,” to the pledge. The words “under God” were
included without a pause in the phrase “One Nation under God...”
Salute to the Flag
When a national flag is raised or lowered as part of a ceremony, or when it passes by in a parade or
in review, all persons, except those in uniform, should face the flag and stand at attention with the
right hand over the heart. Those in uniform should give the military salute. The flag should be saluted at the moment it passes in a parade or in review.
Salute to the National Anthem
When the national anthem is played and the flag is not displayed, all present should stand and face
toward the music. Those in uniform should salute at the first note of the anthem, retaining this position until the last note. All others should stand at attention, men removing their hats. When the
flag is displayed, all present should face the flag in salute.
Presentation of Colors
Regardless of whether the color guard has presented the flags and remains at attention or whether
the flag has been placed in a stand, the order of opening exercises is: (1) invocation; (2) singing of
the National Anthem; (3) Pledge of Allegiance to the flag; and (4) salute to the flag of North Carolina, when appropriate.
Flag Etiquette
• The U.S. flag, when carried in a procession with another or other flags, should be either on
the marching right or, if there is a line of other flags, in front of the center of that line.
• When displayed from a staff, the flag of the U.S. should be in the position of honor at the
speaker’s right as he faces the audience.
• Any other flag so displayed is to be placed to the speaker’s left as he faces the audience.
• If displayed flat against a wall on a speaker’s platform, the U.S. flag should be placed above
and behind the speaker. When displayed either horizontally or vertically, the union of the
flag should be in the upper left-hand corner as the audience faces the flag.
Salute to the Flag of North Carolina:
(Right arm extended straight out with palm up)
I salute the flag of North Carolina, and pledge to the old North State, love, loyalty and faith.
08/2020
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A Collect for Clubwomen
Keep us, oh God, from pettiness;
Let us be large in thought, in word, in deed.
Let us be done with fault finding and leave off self seeking.
May we put away all pretense and meet each other face to face,
Without self pity and without prejudice.
May we never be hasty in judgment and always generous.
Let us take time for all things; make us to grow calm, serene, gentle.
Teach us to put into action our better impulses, straight forward and unafraid.
Grant that we may realize it is the little things that create differences
That in the big things of life we are at one.
And may we strive to touch and to know the great common human heart of us all,
And, oh Lord God, let us forget not to be kind!
- Mary Stewart, April 1904

History of Mary Stewart’s Collect
(As told by Mary Stewart)
“The Collect was written as a personal prayer for the day, and without any organization in mind. It
was written at Longmont, Colorado, in 1904. “The prayer was offered for publication under the title
A Collect for Clubwomen because at that time I felt that women working together with wide interest
for large ends was a new thing under the sun, and that perhaps they had need for special petition
and meditation of their own.” This must have been true, for the Collect has found its way about the
world wherever English speaking women work together. The first women’s organization to hear or
use the Collect or to print it in its yearbooks and biennial reports was the General Federation of
Women’s Clubs. A common confusion in the meaning of the title likewise needs clearing. Frequently one hears it called a ‘creed.’ Every line of it is a petition, a prayer, that is a collect. Nowhere
does it assert a declaration of faith, an ‘I Believe’ which is a creed.
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GENERAL FEDERATION OF WOMEN’S CLUBS of NC
Club Litany
by Alice Ames Winters
Leader:

Response:
Leader:
Response:

Leader:
Response:
Leader:
Response:
Leader:

Response:
Leader:
All:

God, our Creator, our Father and our friend, from many homes and with many
minds we come together this day, bound each to each as children of Thy Wisdom,
Thy Love, Thy Will.
May day unto day utter speech and night unto night show knowledge.
May the Spirit of the Lord rest upon us, the Spirit of wisdom and understanding, the
Spirit of counsel and right, the Spirit of knowledge and the fear of the Lord.
Of us may it be said: In her tongue is the law of kindness, she looketh to the ways of
her household and eateth not the bread of idleness. Her children rise up and call her
blessed, saying, “Many daughters have done virtuously, but thou
exceedeth them all.”
Here may mercy and truth meet together, righteousness and peace kiss each
other.
So teach us to number our days that we may apply our hearts unto wisdom.
Here shall we stand in the ways and ask where is the good way, that we may walk
therein.
Behind Thy wisdom and Thy counsel lieth Thy love.
Though we have the gift of prophecy and understand all mysteries and all knowledge
and though we have all faith so that we could remove mountains and have not love,
we are nothing.
Wilt Thou light a candle of understanding in our hearts that shall not be put out.
Teach us that we cannot truly pray Thy prayer without a pledge that we will fulfill
the humble part of bringing to pass Thy Will and Thy Kingdom here on earth.
Our Father who art in Heaven.

THE STATE FEDERATION
Concerning the 1909 Convention, held in Raleigh for the first time:
“That Convention was probably the first occasion on which a woman presided officially
over an organized body of human beings in the venerable and historic Hall of Legislation .
. . such is progress.”
Sallie Southall Cotten, President
NCFWC, 1911-1913
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Junior Pledge
I pledge my loyalty to the Junior Club Women,
By doing better than ever before what work I have to do.
By being prompt, honest, courteous,
By living each day, trying to accomplish something, not merely to exist.

History of Junior Pledge
Helen Cheney Kimberly of California, in 1916 wrote the Junior Pledge which was adopted at the
1930 GFWC Convention as the National Junior Pledge. Miss Kimberly felt strongly that where
there is loyalty to ideals and principals, there can be no selfishness, falsehood, or dissension. Her
ideals show the scope of the vision she held for the organization. To quote her, “We have arrived at
a time when it is necessary that our club members be not only many, but also well-informed and
able to tell what they think in a manner both audible and convincing. The franchise, with all it entails, has brought out a condition wherein it is all important that we be intelligent in regard to politics, especially the State in which we live, also concerning national and international questions.
How shall we secure the efficient clubwoman? My answer is: by forming Junior Sections and teaching our girls the principals of underlying government of country and of self; by informing them
about world events; by instructing them in voice and physical culture, so that they will not only
have something to say from the platform or forum but will know how to say it.”
It was her need of expressing this ideal in some tangible form that led her to write the Junior
Pledge for her Juniors of the Contemporary Club in Redlands. It was so popular with them that
some time after she served as State Chairman of the Junior Membership Department the club proposed it as the State Junior Pledge, and it was adopted at the State Convention in 1930. Later that
year as the Juniors assembled in Denver for the Biennial of GFWC, it was adopted as the National
Junior Pledge.

Juniorette Pledge
I pledge my loyalty to the Juniorette Clubwomen,
By doing better than ever before what work I have to do.
By being prompt, honest, courteous,
By living each day, trying to accomplish something, not merely to exist.
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By an act of the General Assembly of 1927, the song known as “The Old North State”
was legally adopted as the official song of the State of North Carolina.
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THE DISTRICTS
General Information
The district organization of GFWC-NC provides a network that serves these primary purposes:
• It is the established method of personalized communication among the various levels of
Federation.
• It offers a means of promoting and coordinating Federation programs and projects.
• It is a channel for providing training to clubwomen.
• District Presidents and Junior Director are the district officers who are members of the
GFWC-NC Board of Directors. They are expected to attend all meetings of the Board of
Directors, the Summer Meeting, Fall Conference, Annual Convention, as well as other
meetings called by state officers during their term of office.
• All district officers are expected to attend all of their district meetings and are encouraged to attend state, regional, and GFWC meetings whenever possible.
• All district officers and chairmen should be familiar with the bylaws/rules of their districts and with the bylaws of GFWC-NC.
• All district officers and community service program chairmen should subscribe to the
GFWC Clubwoman magazine.
• Since information and communication are the lifelines of the district organization, all
officers and chairmen should answer all correspondence as quickly as possible.
• All officers and chairmen should maintain files pertaining to the work of the office and
be prepared to pass them on to their successors at the close of each administration.

District Job Descriptions
District President
Executive Responsibilities
The District President is the key to effective communication between the Federation and the local
clubs in her district. She is a member of the GFWC-NC Board of Directors. She should be thoroughly familiar with the current GFWC-NC Administration Book including the Bylaws and any policies. She shall:
• Forward all information which she receives promptly to the appropriate persons from
GFWC-NC and GFWC to the district and local levels and from the local clubs through the
Director of Districts to the State Executive Committee and GFWC-NC.
• Be an official delegate, along with the District Vice President, District Junior Director, and
District Junior Membership chairman from her district at the GFWC-NC Annual
Convention.
• Maintain close contact both with the GFWC-NC Director of Districts who is the GFWC-NC
Second VP, and with the local club presidents in her district, answering all correspondence
promptly and providing information whenever asked.
• Appoint all chairmen as called for by GFWC-NC and by her own district rules or bylaws, except district community service program chairmen and the chairman of the nominating
committee (who are elected).
• Notify the GFWC-NC 2nd VP and GFWC-NC of all elections and appointments as soon as
possible, including any changes as they occur.
08/2020
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•
•

•
•

•
•
•

•
•
•
•
•
•

Organize the officers, chairmen and local club presidents into a District Board of Directors
and convene this board as needed.
Strongly encourage the district community service program chairmen and other district
chairmen to attend the Summer meetings. This is a crucial link in the information and
training networks. District chairmen should also be available to present workshops in their
districts.
Preside over all district meetings, with the exception of District Junior Day. (See “Conducting Effective Meetings” section.)
See that a District Handbook is prepared as early in the administration as possible. It
should include a directory (name, address, e-mail address, and phone number) of all District officers, chairmen and committee members, a directory of local club presidents, the
District Bylaws/Rules, Policies and Procedures, including the District Awards Program, and
a calendar of meetings with deadlines, at a minimum. Other helpful information such as a
president’s message, district clubwomen serving GFWC-NC and GFWC, Past Presidents and
Junior Directors of the district, locations of future district meetings, and a district history
may be included.
Prepare a District Newsletter to keep district clubwomen informed of district and/or state
activities. Send a copy to the State 2nd VP and to GFWC-NC.
Send to State 2nd VP the tentative date for Fall District Meetings along with the speaker request form.
Send the CALL to all district meetings at least one month in advance to all District officers,
chairmen, committee members, club presidents, past District Presidents, GFWC-NC Past
Presidents in the district, and all clubwomen in the district serving GFWC-NC or GFWC in
any capacity.
Forward to the State 2nd VP and to GFWC-NC immediately following Annual Fall District
Meeting the minutes of the meeting with the number in attendance.
Visit each club in her district at least once and encourage the club presidents in her district
to extend such invitations to her.
Provide initiative in meeting the membership needs of the district, working closely with the
District Vice President.
Prepare an annual report of not more than 350 words and send copies to the State 2nd VP
and to GFWC-NC no later than March 15th as directed in the Administration Book.
See that the District Bylaws/Rules are followed within the district and that they are kept upto-date.
Keep up-to-date files of minutes, correspondence, expense accounts, club directories, meeting programs, etc., that can be made available to her successor.

District Functions
Districts are not all organized alike; however, each district should have the basic structure called for
in the GFWC-NC Bylaws plus additional structure to enable it to function effectively. A District
Handbook is strongly recommended.
• Plan and conduct the Annual Fall District Meeting, the District Summer Meeting, and the
District Arts Festival, (in cooperation with the District Arts Festival Chairman and the District Scholarship Chairman). This planning is coordinated with the club or clubs serving as
hostesses for the meeting. (See District Meetings section.)
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•
•
•

Attend the State Board of Directors (Fall Conference) meetings. Whenever possible, attend
the Southeastern Region Meeting and the GFWC Conventions.
Participate in the plans and presentations by the districts at the State Convention. The State
2nd VP coordinates these plans.
Study and become familiar with the election procedure for district nominees for the GFWCNC Nominating Committee for Officers, Nominating Committee for Community Service
Programs, and Junior Nominating Committee. These elections are held at the Annual Fall
District Meeting in uneven years. Refer to the GFWC-NC Bylaws.
Suggested Calendar For District Presidents

*In uneven year - prior to taking office
OCTOBER
• Elect District Officers and Community Service Program Chairmen at Annual Fall District
Meeting.
NOVEMBER
• Attend Fall Conference and encourage other newly elected officers to attend also.
Even Year - first year in office (January – April are prior to taking office)
JANUARY
• Make appointments and plan for meetings during your administration, identifying, and notifying all clubs serving as hostess clubs for district meetings in your administration.
FEBRUARY
• Participate in your District Arts Festival and Sallie Southall Cotten Scholarship contest to
gain experience and background information.
MARCH
• Attend the meeting of District Presidents with the Director of Districts at the State Arts Festival upon invitation of the State 2nd VP nominee. (Vice President and Junior Director may
also be invited.)
• Hold a meeting of your District Board of Directors as early as feasible, and schedule regular
meetings of this group for your two-year administration, if possible.
• Provide GFWC-NC with resume, photo, list of district officers, department chairmen, appointments and updated club presidents’ list for the Administration Book.
APRIL - MAY
• Attend State Convention where district officers are confirmed as members of the GFWC-NC
Board of Directors.
• Prepare your District Handbook. Send copy to GFWC-NC.
• Contact district community service program chairmen to be sure that each chairman or her
representative will attend State Summer Meeting(s).
• Return form with workshop requests for District Summer Meeting to State 2nd VP
JUNE/JULY
• Attend State Summer Meeting(s).
• Return form with workshop requests for Annual Fall District Meeting to State 2nd VP.
• Publicize the deadline for entries in your district awards program including those that advance to state competition. (Details in the awards section of the current GFWC-NC Administration Book.)
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Complete plans for District Summer Meeting with the hostess club and send the CALL
thirty (30) days in advance.
AUGUST
• Complete plans for Annual Fall District meeting with the hostess club and send the CALL
thirty (30) days in advance.
SEPTEMBER or OCTOBER
• Conduct Annual Fall District Meeting at the place determined by the district.
• Elect the District Nominating Committee.
• Be sure that clubs are aware of the State Sallie Southall Cotten Scholarship contest timetable and LEADS deadline.
• Send minutes and number in attendance at the Annual Fall District Meeting to the State
2nd VP and to GFWC-NC.
NOVEMBER
• Have District LEADS judged.
DECEMBER
• Send District LEADS nominee to President-elect.
•

*Uneven Year – end of first year in office/begin second year
JANUARY
• Remind clubs of all reporting deadlines, to report accurately and promptly, and encourage
to enter for awards.
• Remind club presidents of the February 1st deadline for entries for the Individual Awards.
(Details in the Awards Section of the current GFWC-NC Administration Book.)
• Complete plans for District Arts Festival with Arts Festival and Scholarship Chairmen and
send the CALL thirty (30) days in advance.
FEBRUARY
• Conduct the District Arts Festival including an awards session.
• Check to be sure that all winning entries are forwarded to the state level as called for in the
Arts Festival Brochure, the Scholarship Contest Rules, and the Individual Awards Section of
the GFWC-NC Administration Book.
MARCH
• Attend the meeting of District Presidents with the Director of Districts at the State Arts Festival and encourage Vice President and Junior Director to attend similar meetings, if called.
• Send 350-word report not later than March 15th as directed in the Administration Book to
the State 2nd VP and GFWC-NC.
• Make plans for State Convention.
APRIL - MAY
• Attend State Convention and participate in the presentation by the districts.
• Plan refreshments and decorations if there is a district party during Convention.
• Return form with workshop requests for District Summer Meeting to Director of Districts.
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JUNE/JULY
• Attend State Summer Meeting and encourage District members to do so also if there is one.
• Check to be sure the District Nominating Committee is preparing the slate of nominees for
district officers and community service program chairmen to be presented at Annual Fall
District Meeting
• Return form with workshop requests for Annual Fall District Meeting to State 2nd VP.
AUGUST
• Complete plans for Annual Fall District meeting with the hostess club and send the CALL
thirty (30) days in advance.
• Make plans for the elections to be held at the Annual Meeting. These include the officers
and community service program chairmen for the district and one nominees with alternate
for each of the three state nominating committees. It is important that the District President
and Junior Director understand clearly the procedures for electing the nominees for the
nominating committee slates and that they are sure the clubwomen understand the positions they are filling. See Bylaws in the current Administration Book.
SEPTEMBER OR OCTOBER
• Conduct Annual Fall District Meeting at the place determined by the District.
• Send report of the meeting including all election results, minutes, and number in attendance to the State 2nd VP and GFWC-NC.
• Be sure that clubs are aware of the State Sallie Southall Cotten Scholarship contest timetable and LEADS deadline.
NOVEMBER
• Attend the Fall Conference, encourage district officers to attend, and make a special effort
to include newly elected district officers.
• Have District LEADS judged.
DECEMBER
• Send District LEADS nominee to President-elect.
•
*Even Year - second year in office
JANUARY
• Remind clubs of all reporting deadlines, to report accurately and promptly, and encourage
to enter for awards.
• Remind club presidents of the February 1st deadline for entries for the Individual Awards.
(Details in the Awards Section of the current GFWC-NC Administration Book.)
• Complete plans for District Arts Festival with Arts Festival and Scholarship Chairmen and
send the CALL thirty (30) days in advance.
FEBRUARY
• Conduct the District Arts Festival and involve the incoming District President as much as
possible.
• Check to be sure that all winning entries are forwarded to the state level in arts, scholarship
contests, and for the individual awards.
MARCH
• Send 350-word report as directed in the Administration Book to State 2nd VP and GFWCNC.
• Attend State Arts Festival and encourage new district officers to attend respective workshops.
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• Make plans for State Convention.
APRIL - MAY
• Attend State Convention and participate in the presentation by the districts.
• At the earliest convenient time, pass on files and other types of information that will help
your successor and assure her of your good wishes and help, if needed.

District Vice President
In addition to the duties outlined in “General Information” above, the District Vice President and
Junior Membership Chairman shall work as a team. They shall be prepared to assist the District
President and District Junior Director as requested.
• As Membership Chairmen for the district and members of the GFWC-NC Membership
Committee, they shall work to promote the recruitment and retention of individual members as well as the formation of new clubs in the district.
• They shall also attend state level membership workshops and conduct similar regional and
district workshops in the area.

District Junior Director
District Junior Director works directly with the Junior clubwomen in the district. In addition to the
duties outlined in “General Information” above, the District Junior Director shall:
• Promote the Federation program among the Junior clubs, in cooperation with the GFWCNC Third Vice President, including the special GFWC-NC and GFWC Junior projects.
• Preside at district meetings of Juniors, including District Junior Day. (See “Conducting Effective Meetings” section.) She should study and become familiar with the election procedure for the district nominee to the Junior Nominating Committee and should plan with the
District President for this election at the Annual Fall District Meeting in uneven years.
• Be responsible for organizing District Junior Day each year of the administration.
• Visit each Junior club in the district at least once during her term of office and encourage
local club presidents to extend such invitations to her.
• Report her activities to the District President, the GFWC-NC Junior Secretary, and GFWCNC as called for in the GFWC-NC Administration Book.

District Junior Membership Chairman
In addition to the duties outlined in “General Information” above, the District Vice President and
Junior Membership Chairman shall work as a team. They shall be prepared to assist the District
President and District Junior Director as requested.
• As Membership Chairmen for the district and members of the GFWC-NC Membership
Committee, they shall work to promote the recruitment and retention of individual members as well as the formation of new clubs in the district.
• They shall also attend state level membership workshops and conduct similar regional and
district workshops in the area.

District Secretary
In addition to the duties outlined in “General Information” above, the District Secretary shall:
• Keep the minutes of all district meetings and meetings of the District Board of Directors,
and shall provide the District President and GFWC-NC with a copy of the minutes within
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three weeks after each meeting for review and distribution within the district as specified by
the district bylaws/ rules. (See “Guidelines for Minutes” section.)

District Treasurer
In addition to the duties outlined in “General Information” above, the District Treasurer shall:
• Receive all district dues and assessments from all clubs in the district and promptly deposit
and pay all bills that have been approved according to the district bylaws/rules.
• Keep an accurate record of all financial transactions and present a written report as called
for in the district bylaws/rules.
• Perform such other financial duties as her district bylaws/rules may specify.
• Work with the District President to inform clubs as to district dues and assessments and
their due date.

District Community Service Program (CSP) Chairmen
The five District Community Service Program Chairmen are elected at the Annual Fall District
Meeting in uneven years for a two-year term. The term of office begins with the State Convention
in even years. The District Community Service Program Chairmen are the link between the GFWCNC Community Service Program Chairmen and the individual clubs in the district for distributing
information and promoting the work of GFWC and GFWC-NC. In addition to the duties outlined in
“General Information” above, the District Community Service Program Chairmen shall:
•
•
•
•
•
•
•
•

Provide the clubs in the district with information on the programs and projects of the CSPs.
Attend the State Summer Meeting(s) to become knowledgeable about the program of work
in the CSPs
Be available to conduct workshops at district meetings to promote the CSPs and to pass on
information and materials to the local club representatives.
Encourage all local clubs to select appropriate programs and projects from those that are
being promoted.
Continue to communicate with local clubs throughout the two-year term of office providing
and updating current information.
Become familiar with the materials available from GFWC.
Be available to local clubs for programs when called upon.
Arrange for judging of district CSP reports and present district CSP awards, if applicable.

District Arts Community Service Program Chairman
In addition to the responsibilities listed above, the District Arts CSP Chairman, in cooperation with
the District President and District Scholarship Chairman, is responsible for the District Arts Festival. (Note: the Chairman of the Arts Festival may be a separate appointment in some districts.)
See ‘District Arts Festival’ under “District Meetings” section. She shall:
• Attend the State Arts Festival in the spring following her election to become familiar with
procedures.
• Obtain the current Arts Festival Guidelines (section of the GFWC-NC Administration Book)
and follow the rules, deadlines, and judging criteria with great care. Consistent, quality
judging is essential for a successful Arts Festival.
• Determine the place and date (with alternate snow date) of the District Arts Festival, with
the approval of the District President, and see that local clubs have this information as early
as possible.

08/2020

21

Appendix B - Standards and Practices
Abridged

•

Actively promote participation in the Arts Festival by students and by clubwomen through
local arts festivals and sponsorships. Encourage local Arts Chairmen to use the current Arts
Festival Brochure.

District Scholarship Chairmen
The annual recipient of the Sallie Southall Cotten Scholarship is chosen at the state contest from
the winning contestants in the nine district contests. The District President appoints the District
Scholarship Chairman for a term of two years. She shall:
• Become thoroughly familiar with the current Sallie Southall Cotten Scholarship contest
rules, application and entry requirements as found in the current GFWC-NC Administration Book, and with contest information sent to her by the State Scholarship Chairman.
• Choose and publicize the time, place, and date of the district contest. It is customary but not
required that the district and state scholarship contests are scheduled at the time and place
of the District and State Arts Festivals.
• Urge local clubs to start in the fall to work with school counselors (and others) to identify
potential applicants and to follow the rules and guidelines very carefully.
• Remind the club sponsoring the district winner that it is responsible for accompanying the
student to the state contest.
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DISTRICT MEETINGS
Types
There are several district meetings each year. In the order in which they occur during the administrative year, they are:
• Annual Fall District Meeting - usually held in October.
• District Arts Festival - usually held in February, preferably at least one month prior to the
State Arts Festival.
• Districts should hold summer meetings to distribute information, promote projects, and encourage bonding among district members.
• The District Junior Director may schedule a District Junior Day.
Scheduling
• The District determines the place for district meetings. Districts are encouraged to choose a
central location in the district for all district meetings.
• Hostesses for district meetings are usually done on a rotation basis among the clubs in the
district, either alone or as co-hostess clubs. Districts are encouraged to have such a plan in
their district rules to allow hostess clubs to plan and budget for this responsibility.
• The District President in consultation with the State 2nd VP determines the dates for all district meetings.
• For the Annual Fall District Meeting and District Summer Meeting, the GFWC-NC Second
Vice President will coordinate the state officers making the tour of the districts, plan the
schedule and notify the district presidents as early as possible. Requests for a specific day
are granted whenever possible on a first requested basis.
• For the District Arts Festival, the date must be set by the District Arts Chairman and District President early enough to allow the district winners to be registered for the State Arts
Festival, at least one month prior to the state contest. Arts Festivals are held on Saturday to
accommodate student contestants. Alternative snow dates are recommended for most districts.
• District meetings have customarily been one-day meetings, convening about 10:00 a.m. and
adjourning in the early afternoon following a luncheon session. This schedule allows more
time for the program needs of the meeting.
Finances
• Budgets for district meetings are a matter to be determined by each district. Districts are
encouraged to have a registration fee for district meetings that will cover the cost of the
meeting.
• Expenses for all district meetings are the responsibility of the district, not the hostess club.
• The hostess club usually sets the price of the meal somewhat higher than the actual cost to
defray some of the expenses of guests, decorations, courtesies, etc. A district may budget a
set amount for each meeting to cover supplies, program printing, a coffee hour, etc.
• Each district provides for the lodging and meals of the state officers who participate in the
program of the meeting. This includes dinner, overnight accommodations, breakfast and
gas for travel. This may be in a motel or a home and is customarily provided by the hostess
club.

08/2020

23

Appendix B - Standards and Practices
Abridged

Annual Fall District Meeting
Purpose
The Annual Fall District Meeting is the official business meeting of the district and the time when the
state officers visit each of the districts.
Attendance
The district meeting should involve as many clubwomen in positions of leadership as possible. Those
expected to attend include the district officers, chairmen and committee members, club officers and
chairmen, anyone serving GFWC or GFWC-NC in any capacity and Past District Presidents and Junior
Directors. All clubwomen in the district are invited to attend as well.
Program
The following items should be included on the program:
• Registration - which may include light refreshments or coffee hour.
• Formalities, including:
1. Devotional, possibly including a memorial service for members who have died in the
preceding year, the names having been turned in by club presidents.
2. Pledge and salute to the flags
3. Welcome and response
4. Introduction of district officers and chairmen
5. Introduction of special guests including GFWC-NC officers
6. Music - optional, may be included with the devotional.
7. Club Collect - may be used to close the meeting.
8. Workshops provided by GFWC-NC officers, district chairmen and others.
• Business Session, including:
1. Minutes (Need to include Roll Call/Attendance)
2. Treasurer’s report
3. Reports of district projects
4. Reports requiring action - Bylaws Committee, for example
5. Appointments
6. Elections
7. Club Presidents Reports. These may be given at the assembly or at the meal but should
be carefully planned, especially in large districts where time becomes a factor. Club
presidents should be encouraged to select the items for their reports and should be required to observe their allotted time (with a timekeeper.) Longer or more complete reports from each club should be given to the District Secretary and may be duplicated
and distributed, if desired.
8. District Awards. Most districts have an awards program which includes (1) awards to
the clubs for outstanding work and (2) the choosing of district winners in some contests, such as Newsletter, Federation Day, etc., which will represent the district in state
contest.
9. Junior Buzz Session. This should be scheduled so that it does not conflict with the other
parts of the program during the latter part of the registration hour or during a break in
the meeting, for example.
10. Drawings, door prizes, etc. Careful preparation will make these features move along
quickly.
11. Courtesy. Recognition should be given to those who participated in the preparations for
the meeting in a sincere but brief expression of appreciation.
24
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Reporting
Minutes of all district meetings where business occurs, including the number in attendance, should be
sent to the State 2nd VP and GFWC-NC as soon as possible after the meeting and should indicate the
actions taken (elections, place of future meetings, etc.). Copies should be retained in the district president’s files.
Note: Minutes are not required for the District Arts Festival or Summer Meeting, unless these are business meetings, but the number in attendance should be sent to the State 2nd VP and GFWC-NC for all
district meetings. Also note that minutes are permanent records and must be kept indefinitely.

District Arts Festival
Purpose
• The District Arts Festival is held to conduct contests in the arts for students and clubwomen in
accordance with the rules and guidelines in the current GFWC-NC Arts Festival Guidelines.
• The District Sallie Southall Cotten Scholarship contest is customarily scheduled at the Arts Festival and is held in accordance with the rules and guidelines printed in the current GFWC-NC Administration Book.
• Also announced at the District Arts Festival are the district winners of the Outstanding Citizenship and Patriotism Award, the General Clubwoman of the Year Award, and the Junior Clubwoman of the Year Award. See Individual Awards Section of the GFWC-NC Reporting and
Awards Brochure for contest details.
• It is imperative that local and district contests follow all current rules and abide by all deadlines
to avoid disqualifying contestants.
Attendance
• All contest entrants must be sponsored by a local club, one entry per contest category, and must
have been pre-registered. Local clubs should assist student contestants with their transportation
and meal (where applicable). A student should never attend alone; there should be a member of
the sponsoring club in attendance. There is no student registration fee, but they must be registered on an Arts Festival Registration Form with GFWC-NC.
• Other contestants do not have to be present but are encouraged to attend if they desire.
• Parents, teachers, and all clubwomen are welcome to attend the Arts Festival, but must pay the
registration fee accompanied by a registration form.
Program
The program of the Arts Festival should be carried out in accordance with the guidelines cited above.
This includes:
• Judging of displayed arts and crafts.
• Judging of scholarship contestants.
• An awards assembly.
Reporting
Great care must be taken to follow all rules in forwarding the information on the winning contestants to
the state chairmen for registration at the State Arts Festival. Clear instructions should be given to the
winners about participating in the state contests including individual and club responsibilities for the
entries and/or entrants.
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Hosting A District Meeting
The District President and the president of the hostess club(s) should confer well in advance of the
meeting to review the customary number in attendance and the specific needs of the meeting. For example, the meetings may require several meeting areas for workshops and displays, plus room for a
general session, and a meal; the Arts Festival requires large display areas, several performing arts
rooms, etc. They should establish the financial obligations of the hostess club(s) and the district. (See
Finances above). The president of the hostess club(s) may appoint an overall meeting chairman and as
many of the following committees as are needed:
• Reservation - Receives reservations and money primarily by mail using the form included in the
CALL to the meeting.
• Registration - provides name tags and keeps accurate registration figures of the number in attendance.
• Hostesses - provides enough local hostesses to greet each person as she arrives and to guide people to the proper meeting areas.
• Coffee hour - provides light refreshments during the registration hour.
• Platform - arranges for platform seating and speakers stand, a public address system, proper
lighting and ventilation, flags, and audio-visual equipment, if requested. Also provides a
speaker’s stand at the meal, with public address system, if needed. Coordinates with the decorations chairman if flowers are being used.
• Pages - provides sufficient pages for the following duties: personal pages sufficient for the state
officers, the District President, and the meeting chairman, assisting with the handling of displays and materials, and directing those in attendance to their correct places. Pages should be
easily identified, preferably by a blue sash or other distinctive ribbon.
• Displays and sales - arranges space for displays by chairmen who request it and provides space
and people to sell the Federation materials which the state officers bring; provides adequate
change for those selling Federation materials.
• Music/entertainment - coordinates with the program plans of the District President.
• Meal - plans and arranges for the serving of the meal and advises the meeting chairman on the
cost of the meal.
• Decorations - arranges for flowers or other decorations for the session and/or the meal.
• Favors, gifts for officers, etc. - these are OPTIONAL at the discretion of the hostess club(s) and,
if used, should reflect the talents of the clubwomen rather than the expenditure of money. State
officers should be reimbursed for their mileage to and from the meeting.
• Awards - works with the District Awards Chairman and provides a place to display the awards.
Also arranges with the Pages to help with the awards presentations.
• Drawings and door prizes - these are OPTIONAL in many districts and should be well organized
to conserve time.
• Public Relations - arranges announcements in the news media prior to the meeting, arranges
coverage of the meeting by the local media, and provides copies of all coverage to the District
President for her files, for the State 2nd VP, and to the state officers attending the meeting.
• Printed program - this may be handled either by the District President or the hostess club(s),
depending on personal preference and availability of resources.
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LOCAL CLUB STRUCTURE

“What belongs to us is not as important as to what we belong. There is unconquerable strength in being identified with some worthy cause and in belonging to some purposeful group. That to which we
belong and to which we give our loyalty must be worthy and should represent the highest and the
very best we know.”
Paul S. McElroy

The local club is the basic unit in Federated club work. Clubwomen are first and foremost members of
their local clubs. This makes them members of GFWC-NC and GFWC.
Local clubs vary widely in their size, structure, and areas of interest. In North Carolina, clubs range in
size from seven or eight members to those with several hundred members. Clubs with membership of
50 or less make up over 75% of GFWC-NC. New clubs and small clubs can function with a basic group
of officers: president, vice president, secretary, and treasurer. The duties of officers vary with the needs
and customs of each club and each area. As a club grows and the duties of each office increase, the addition of new officers to share the responsibilities is highly recommended.
Local clubs are encouraged to build their programs from the resources offered them through the
GFWC-NC and the GFWC community service programs and projects. Each club, however, should
choose which Community Service Programs and how many Community Service Programs are appropriate for its purposes. Participation in two Federation community service programs may be combined at
the local level with activities drawn from each community service program, for example, International
Outreach and Public Issues. Additional sections of the club may also be created to meet local needs—a
night department, for example, in a club which has daytime meetings.
Committees should be created to carry out the operation of the club itself. Such committees may be
Standing Committees, which are listed in the club’s bylaws (Membership, Ways & Means, and Yearbook
for example), or Special Committees appointed by the president for a specific job (telephoning, a special
event, “get well and sympathy,” etc). As is currently the practice, many club presidents create a “task
force” for a specific job with a short duration. The club bylaws should specify which committee chairmen are members of the club’s board of directors.
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Club President
The club president represents her club at each level of Federation and in her community as well. She has
responsibilities in several areas.
Executive Responsibilities
As the first officer, the club president shall:
• Preside at all meetings of the club, the Executive Committee and/or the Board of Directors of the
club. She shall be prepared and shall preside fairly and in a courteous, business-like manner. (See
“Conducting Effective Meetings”).
• Be thoroughly familiar with the club bylaws, and with the bylaws structure and policies of her district, and of GFWC-NC.
• Appoint chairmen and/or committees called for in the club bylaws and perform any additional
duties assigned to her in the club bylaws.
• Direct the work and programs of the club with the aid of the officers and chairmen, working with
all officers, community service programs, and committees, except the Nominating Committee.
• Keep up-to-date files of minutes, correspondence, agendas, etc., which can be made available to
her successor and see that all club officers and chairmen do the same.
GFWC-NC Relationships
As a local club president, she shall:
• Represent her club at all district and state meetings and functions.
• Be a member of the GFWC-NC Board of Directors and attend meetings.
• Convey promptly to the club all material from GFWC-NC and GFWC, acquaint it with state, national, and international activities and pass on designated material to the proper chairmen.
• Send an electronic copy of club yearbook (if available) to GFWC-NC Headquarters.
• Make sure that the club dues and roster of members, including full addresses and e-mails, are
sent to GFWC-NC before December 31st of each year. Make sure that “change of address” information is reported as soon as possible.
• Send to the District President and to GFWC-NC immediately following election, the name and
contact information for the new president and treasurer, using forms in the GFWC-NC Administration Book. Any changes will be promptly reported.
• Send the application for in-state transfers, found in the GFWC-NC Administration Book, or a letter of endorsement for members transferring to another club.
Community Involvement
As the leader of a group of women whose purpose includes the promotion of community betterment and
cooperation with other organizations sharing similar purposes, the club president shall:
• Encourage participation by club members in a wide variety of community efforts, both as a group
and as individuals.
• Promote cooperation, through the Community Improvement Program Award (CIP) and other
Federation projects, among the organizations and agencies in the community toward a common
goal. Work with the club to project a strong image in the community, both by participation and by
good communications.
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Vice President
The Vice President assists the president as requested. She should stay informed and ready to
substitute for the president, both as the presiding officer and as her representative (see “President”
above).
In most clubs, the Vice President has specific duties assigned to her in the bylaws. Typical duties
of the vice president are serving as either program chairman for meetings of the club, membership
chairman, coordinator of the work of the community service programs or social chairman. If a second
or third vice president is added, these or other duties may be assigned to them.
Secretary
The secretary is responsible for recording the minutes of the meetings of the club, its board of
directors, and the executive committee, if there is one. She is usually responsible for keeping an accurate roll of the membership. If there is more than one secretary, the duties above are assigned to the recording secretary and the handling of the club’s correspondence is assigned to a corresponding secretary. Otherwise, the secretary carries out these duties, as well.
Treasurer
The treasurer should be the only club member authorized to handle the financial business of the
club. She should:
• Collect the dues and receive all receipts from club activities.
• Forward dues to the GFWC-NC (with an accurate membership roster) by December 31st –
from these, a portion is forwarded by GFWC-NC Headquarters as dues to the GFWC Headquarters. District dues are sent by each club to the District Treasurer in accordance with the
District Bylaws.
• Pay promptly all bills which have been approved for payment.
• Prepare a financial report monthly and an annual report at the end of the club year.
Committee Chairman
In order to effectively lead, committee chairmen should consider the following structural and
organizational points:
• Plan the meeting considering what is to be accomplished. Prepare an agenda.
• Begin the meeting on time!
• Ensure that everybody knows everybody else.
• Open the meeting with the statement of purpose.
• Encourage participation. Diverse thoughts carefully considered and welded together are often the foundation for right decisions.
• Give jobs to committee members in order to keep them interested and challenged.
• Summarize the discussion and state the course of action formally agreed upon by the committee.
• Stop on time.
• Select a Vice-Chairman.
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PROCEDURES
“Nothing will ever be attempted if all possible objections must be first overcome.”
Samuel Johnson
Parliamentary Procedure
The spirit of justice and fairness is basic in reaching group decisions, whether in the family, in
business, in organizations or in world affairs. Therefore, GFWC members have always been concerned
with practicing proper parliamentary procedure. Knowledge of the basic rules as found in Robert’s
Rules of Order, Newly Revised by all members, not by leaders alone, allows them to express their good
ideas and to participate in orderly proceedings.
A President performs a genuine service to her organization when she promotes the principles of
parliamentary procedure by using correct procedures herself and by providing opportunities for the
membership to learn and to make use of these principles.

Basic Parliamentary Law
Basic knowledge of Parliamentary Law is necessary to get business accomplished in an efficient,
orderly manner, expressing the will of the majority, while protecting the rights of the minority, individuals, and absent members, and yet maintaining harmony among club members.
Motions which accomplish this:
I.
Motions to Introduce Business
A.
Original Main Motions – Brings new subject before assembly for consideration.
B.
Incidental Main Motions – are incidental to or related to business of the
assembly, or to its past or future actions.
Eight Steps Necessary for Making of a Motion
1.
Rise, address the Chair, “Madam President”
2.
Recognition by the Chair.
3.
Statement of the motion, “I move...”
4.
Second to the motion. “I second the motion.”
5.
Statement of the motion by the Chair. “It has been moved and seconded that...”
6.
Discussion. “Are you ready for the Question?”
7.
Call for the Vote. “All those in favor say ‘Aye’ — those opposed `No’.”
8.
Announce the vote and result of that vote.
II.
Motions to Modify or Amend
A.
Amend – Motion to change a motion.
Primary and Secondary Amendments allowed.
Forms of Amendment
1.
Insert or add words.
2.
Strike out words.
3.
Strike out and insert words.
4.
Substitute one paragraph or resolution for another.
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Refer or Commit – Motion to delay action and give opportunity for more
consideration by a small group of members, usually to report back findings and/or give
recommendations.
Motions to Defer Action
A.
Postpone to a Certain Time – Cannot be postponed beyond next regularly
scheduled meeting, but can be postponed again at each subsequent meeting.
B.
Lay on the Table. Motion to TEMPORARILY set aside. Cannot be brought up again except by a Motion to “Take from the Table.” MUST be taken from the table at the next
meeting (which must be within 3 months) or it is automatically killed.
Motions to Suppress or Limit Debate – Require 2/3’s vote as they take away rights of members.
A.
Previous Question – Motion to close debate and bring motion to a vote.
Take a vote first on the Motion of “Previous Question,” then take a vote on the motion
itself.
B.
Limit or Extend Debate – Motion to limit or extend length of speeches, amount of
speeches, or set time for debate to end. (Roberts allows no more than 10 minutes per
speech and no one can speak more than twice on a motion.)
Motions to Suppress the Question
A.
Object to Its Consideration – Requires 2/3’s vote. Must be made before any discussion is
started. Purpose is to avoid an unprofitable question.
B.
Previous Question – Stops debate immediately, brings to a vote.
C.
Postpone Indefinitely - Motion to simply kill a motion. (Or to test a motion)
D.
Lay on the Table – Would be killed if no one moves to “Take from the Table” at next
meeting.
Motions to Consider a Question for the Second Time
A.
Take from the Table – Used to take a question from the table which was postponed
temporarily by “laying on the table.”
B.
Reconsider – Used to correct hasty action. Must be made by someone voting on prevailing side and must be made at the same meeting or the next day.
C.
Rescind – Motion to change action previously taken. If it is too late to reconsider, must
make motion to rescind, but this requires a 2/3’s vote.
D.
Ratify – Motion to approve action previously taken.
(Taken from the Table, Rescind, and Ratify – actually are Incidental Main Motions.)
Other Motions
A.
Privileged Motions – Motions that take precedence over all other questions and must be
considered before any other motion, and, on account of their high privilege, are undebatable. They can be made when other motions (main and subsidiary) are pending.
1.
Call for Orders of the Day
2.
Question of Privilege
3.
Recess
4.
Adjournment
5.
Fix Time and Place for Adjournment
B.
Incidental Motions are Motions that arise out of other questions and must be disposed of
immediately, before action can be taken upon the question out of which they arise. They
cannot be debated, except a debatable appeal yield to privileged motions.
1.
Appeal
2.
Parliamentary Inquiry
3.
Point of Order
4.
Suspend the Rules (2/3’s)
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5.
6.
7.
8.
9.
10.

Division of Assembly
Division of Question
Consider Seriatim (by paragraph)
Read a Paper
Withdraw a Motion
Motions with regard to Nominations and Voting
What The Minutes Should Contain

•
•
•
•
•
•

•

Kind of meeting: Regular, Special, Adjourned, Board Meeting, etc.
Name of the organization.
Date/time of the meeting and the place if the club does not have a regular place to meet.
Whether the President and Secretary were present, or their substitutes.
Whether the minutes of the previous meeting were approved, approved as corrected, or dispensed with.
The four following items from the Treasurer’s Report:
-Balance on hand at time of last report.
-Total receipts since that date.
-Total disbursements since that date.
-Balance presently on hand.
Highlights of reports given orally. If written reports are also given, only a record that the report
was given is made in the minutes and a copy of the report is attached.

•

A record of what is DONE ‑ and NOT what is SAID. No personal comments, complimentary or

•

otherwise, should be included.
All “Main Motions” which were not withdrawn, and whether they were adopted or lost. Include
the count when votes are counted.

•

All Points of Order and all Appeals ‑ whether sustained or lost.

•
•

All other motions WHICH WERE NOT LOST OR WITHDRAWN.
The name of the person making the motion, but NOT the NAME of the person seconding the
motion.
A full report of all votes cast as shown by the teller’s report.
Names of new members and those who resign or forfeit membership.
The hour of adjournment.
The signature of the Secretary, (but NEVER “Respectfully submitted”) with the word
“approved” with the secretary’s initials and date.

•
•
•
•

NOTE: Corrections should be inserted in the margin with a carefully drawn line around or through the
subject matter corrected. They should never be erased or obliterated.
Remember—All minutes MUST BE READ AND APPROVED at one time or another. If the
minutes have been sent to all members in advance, the actual reading may be waived if no member objects. Minutes can also be approved by a committee in attendance appointed by the Chair at the beginning of the meeting. The chair asks, “Are there any corrections to the minutes?” If there are corrections,
these are handled by general consent. The Chair may simple say, “If there are no corrections” (or “further corrections”), the minutes stand approved as printed.”
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We sometimes fall into bad parliamentary practices without realizing it. Here are some common
pitfalls to avoid.
•
NEVER preside without an agenda!
•
NEVER ask for “additions” to the minutes—only corrections.
•
NEVER use “respectfully submitted” with minutes or reports.
•
NEVER call on absent officers or chairmen for reports. Have those with reports included on
your agenda.
•
NEVER call for “old business.” Unfinished business should be a part of your agenda
•
NEVER cut off debate simply because someone says, “I call the question.” This is a motion and
must be voted on to be sure the assembly wishes to end debate. (It requires a 2/3’s majority.)
•
NEVER “turn the meeting over” to anyone. As presiding officer, you present the person in
charge of the program.
•
NEVER say “I make a motion...” correctly stated, it is “I move...”

Conducting Effective Meetings
Parliamentary Procedure Put to Use
Call to Order
•
Presiding Officer stands AT DESIGNATED TIME. ONE tap of the gavel.
•
“The meeting will please come to order.”
•
Wait for perfect order. Ascertain if a quorum is present.
•
Have available a copy of your Bylaws, your Parliamentary Authority (Robert’s Rules of Order,
Newly Revised), your Membership List, and a WELL-PREPARED AGENDA.
Opening Ceremonies
•
Invocation.
•
National Anthem
•
Pledge of Allegiance. (Make certain there is a flag and that it is properly displayed). (REMEMBER, it is “GOD BEFORE COUNTRY”)
•
Other ceremonies as appropriate or customary.
Reading and Approval of Minutes
•
“The Secretary will read the minutes of the preceding meeting.”
•
The secretary stands to read the minutes. Minutes should be brief, but accurate.
•
They MUST contain the exact wording of every motion. The name of the person seconding the
motion is not necessary. They must state whether every motion is carried or lost.
•
Previous Board meeting minutes should be read at Board meetings, and previous regular meeting minutes are read at regular meetings.
•
The President asks:
-“Are there any corrections to the minutes?” (Not ADDITIONS)
-“There being none, the minutes stand approved as read.” —or
-“If there are no further corrections, the minutes stand approved as corrected.”
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Correspondence
•
Corresponding Secretary (or Recording Secretary if there is no Corresponding Secretary) will
read the communications received.
•
Long letters may be synopsized and given as a report of correspondence received.
•
Correspondence requiring club action shall be given to the President to be acted on under “New
Business.”
Report of Officers
Officers do not have to report at each meeting. If they have been assigned special tasks or have
other matters to report, they would report in order of rank.
Treasurer’s Report
•
A brief financial statement is normally given at regular meetings.
•
A full Treasurer’s Report is given at the Annual Meeting and it is a good practice to have copies
of the report available for all members.
•
No action is taken on reports of the Treasurer.
•
“This report has been read for your information and will be placed on file for audit.”
Auditors Report
•
When there is an Auditor’s report, it is presented immediately following the Treasurer’s Report.
This report must be adopted.
•
“The question is on the adoption of the report of the Auditors.”
Board of Directors Report
•
The Secretary will read any report that is submitted by the Board of Directors.
•
If the Board of Directors’ report concludes with recommendations, they can be acted upon at
this time. (BOD recommendations can also be acted upon as the first item under “New Business.”)
•
Each recommendation should be acted upon individually.
•
“The question is on the first recommendation of the Board that...” (No second necessary.)
Committee Reports
•
President should ascertain before the meeting which committees have reports to avoid calling
on those who do not.
•
Order of reports:
-Community Service Program Reports (Alphabetically)
-Standing Committees (As listed in Bylaws or alphabetically)
-Special Committees (In order of appointment)
•
No action is necessary to “receive” reports. Once they have been heard, they have been received.
•
If a committee desires certain actions, the reporting member of the committee makes the recommendations at the end of the report and moves their adoption. No second is necessary, and action is taken at that time.
•
Recommendations which are adopted become effective IMMEDIATELY.
•
If there is more than one recommendation made, each recommendation should be voted on separately.
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Unfinished Business
•
The President should NOT ask— “Is there any old business?”
•
The President and/or the Secretary should have a record of unfinished business on the agenda,
and it should be presented for consideration at this time.
•
Unfinished business includes:
-Business postponed from the previous meeting.
-Business on which action was not completed at the previous meeting.
NOTE: This does not refer to Tabled Business. It is not the President’s duty to take motions
from the table. Any club member can take a motion from the table. Tabled motions must
be taken from the table at the next club meeting (which must be within 3 months) or the
motion is automatically killed.
New Business
•
Before business can be acted upon it must be presented to the group in the form of a motion,
resolution, or recommendation, with appropriate second when required.
•
Steps necessary for Making a Motion:
-Rise, address the Chair— “Madam President.”
-Recognition by the Chair.
-Statement of the motion—“I move that...”
-Second to the motion. “I second the motion.”
-Statement of the motion by the Chair. “It has been moved and seconded that...”
-Discussion. “Are you ready for the Question?”
-Put the question. “All those in favor say ‘aye’ —those opposed say ‘No’.”
-Announce the vote and THE RESULT of that vote, including what action, if any, will be
taken as a result of the vote.
Rules for discussion:
•
Speaker must:
-Be entitled to the floor.
-Address remarks to the chair, be courteous, avoid all personalities.
-Confine discussion to the question pending.
-Observe the rules as to the number of times and number of minutes she may speak to
the question.
-Persons making motion may speak first.
-Alternate Pro and Con, if possible.
-No one can speak for the second time until all that desire to do so have spoken once.
-Unless otherwise designated, no one can speak over 10 minutes on a subject.
-No one can speak more than twice on a question on the same day.
•

Voting Procedures:
-Vote is taken by “voice vote.” If the result of the vote is doubtful, the chair can call for a
rising vote, first for the affirmative and then for the negative.
-The President can count the vote if she desires to do so, but she cannot be forced to do
so except by properly adopted motion.
-When the vote is a tie, the motion is lost. (After the vote has been determined, the President may vote if that vote will change the results.)
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-The President may vote to make a tie, or to break a tie, to secure a 2/3’s majority when
required, if that is her desire.
THE PRESIDENT DOES NOT HAVE TO VOTE. It is wiser for the President not to express her opinion
unless it is essential in the best interests of the club.
•
If the President wishes to express an opinion during discussion, she must vacate the Chair and
not return until the question is properly disposed.
Announcements
•
The President announces the next meeting and any other important matters.
•
She asks—“Are there any other announcements?”
Adjournment
•
The meeting can be adjourned BEFORE or AFTER the Program. This is up to the individual club
and/or President.
•
The motion to adjourn can be assumed:
•
“If there is no further business and no objection, we shall adjourn this meeting. There being
none, the meeting is adjourned.”
Program
•
The President presents the Program Chairman, who will present the program.
•
She DOES NOT turn the meeting over to the Program Chairman.
•
Both the person who introduces the program and the President should thank the participants in
the program.
The Gavel
•
The Gavel is the “symbol” of authority. It should be used sparingly.
•
One firm TAP to open the meeting. One firm TAP to close the meeting. It should be used otherwise, ONLY when necessary to maintain order.
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Protocol And Courtesy

Protocol, originally a code of diplomatic or military etiquette and precedence, embodies the idea of extending courtesy to honorees, guests, and/or participants in the order of their relative rank.
Today, protocol is an important factor in all organizations. It promotes orderly procedures following the
rules of etiquette. Personal friendships, likes and dislikes are not considered. The office is honored ‑ not
the person.
The presiding officer is generally responsible for directing the application of the principles of protocol
within the organization which, properly carried out, will reflect favorably upon her leadership ability.
She may appoint a Protocol Chairman to implement the plans for processing, seating, etc.
Rank ‑ The first principle of protocol is to establish the rank of the participants. The following guidelines are for the order of rank at various levels within a State Federation.
The President holds the highest rank in her own organization ‑ i.e., the local club, the district, or
GFWC-NC. She is the presiding officer or hostess for functions in her organization.
Except for the GFWC President and the Governor, the Speaker of the Day holds the highest rank below
the president of the organization.
At district and local club meetings, only the GFWC President has precedence over the GFWC-NC President.
The guests of the organization are presented according to their rank as follows:
-The GFWC President (except in her own state where she would yield to her Governor)
-The State Governor
-The State Federation President
-Elected members of Congress...Senators, then Representatives
-Representatives of state, county, or city governments.
• The officers of the organization are ranked according to their order in the organization’s bylaws.
Members of the Board of Trustees follow them in rank, where applicable.
• Former presidents (Past State Presidents, Past Directors of Juniors, etc.) may be presented according to the custom of the organization. As a rule, presidents serving the earliest dates precede
those serving more recently in processionals, etc. The same order is followed for former Directors of Juniors.
• For those fitting into more than one category, assign their “highest rank.” For example, a club
officer who is the Speaker of the Day would assume the higher rank as speaker.
• An out-of-state guest of “equal rank” as an in-state guest is given the higher rank as a courtesy to
a visitor. For example, a North Carolina U.S. Senator would yield to a visiting U.S. Senator. Similarly, among “equals,” higher rank is accorded those traveling the greater distance.
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Processionals
The participants having been identified by rank, the processional is organized from the lowest to the
highest, with the President entering last. Reserved seating must be planned for everyone in a processional. The following is the order for a typical District Annual Meeting Processional:
Club Presidents
Chaplain
Parliamentarian
District Treasurer
District Secretary
District Junior Director
District 2nd Vice President
GFWC-NC Director of Junior Clubs
GFWC-NC 2nd Vice President
District Vice President
GFWC-NC President (GFWC-NC 1st Vice President)
District President
Pages may be included as needed.
Any other officers or chairman should be included at the rank they assume for this meeting.

Head Tables ‑ Meals
The presiding officer sits to the right of the lectern, or in the center if no lectern is used.
The ranking guest or speaker sits to the president’s right.
Other guests and officers are seated by rank alternately to the left and right of the president. If there are
several guests, they may be placed between the officers of the organization.
The size of the head table should be determined by the size and capacity of the room, usually not to exceed 12. If space at the head table is limited, ranking guests may be seated at a table in front of the head
table either as a second “head table” or at one or more reserved tables. None of lesser rank should be
seated at the head table while those of higher rank are not, unless they are program participants.
Place cards should be used at the head table(s).
Introductions should be made from the lower rank up to the ranking guest. This may involve introducing the lower table first, then moving to the head table. It is now accepted practice to introduce those to
the left of the presiding officer first, starting with the lowest rank followed by those on her right.
Introduction of the speaker should be postponed until the time of the speech, but the name should be
given with a statement that the guest “will be introduced formally a little later.”
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Head Table - Seating
Seated on the Left side of the podium:
Hostess Club President
Chaplain
District Treasurer
District Junior Director
District 2nd Vice President
GFWC-NC Director of Junior Clubs
(GFWC-NC 2nd Vice President)
LECTERN/PODIUM

AUDIENCE

The following is a typical head table-seating plan for a District Annual Meeting:

Seated on the Right side of the podium:
District President (always seated on right of Lectern/Podium FACING the audience)
GFWC-NC President (GFWC-NC President-elect, GFWC-NC First Vice President)
District Vice President
District Secretary
Parliamentarian
Hostess Club President
When there is a state officer residing in a district, she would always be seated at the Head Table
for meals. Her state office would determine her place.
Head Tables - Business Meetings
Normally, the elected officers are seated at a head table during the business meeting. If space
does not permit, the president and recording secretary should be provided adequate table space for
their papers. The parliamentarian should be assigned a seat next to the president so as to be convenient
for consultation in a low voice should the need occur. The officers should then be assigned seats alternately to the right and left of the president.
Those seated at the head table need not be introduced unless there are those present who might
not know them.
All other dignitaries would be introduced or acknowledged in the proper order of rank.
Receiving Lines
Receiving lines should be kept as short as possible without offending anyone.
Participants are lined up according to rank. If there are several dignitaries, it is acceptable to
place club officers between the dignitaries to eliminate the necessity of a dignitary presenting a guest to
another dignitary.
There should be a hostess with a clear voice to introduce guests to the official hostess (president)
at the beginning of the line. The president then presents the guests to the honoree.
Special measures which can be used to expedite large functions include:
-The use of a second receiving line to include chairmen and guests of lesser rank.
-The use of hostesses to encourage the lines to keep moving. Comments in a
receiving line should be brief.
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General Guidelines
The audience should rise when a processional begins as a courtesy to their officers and guests.
As a courtesy, the audience should rise when the GFWC President and the GFWC-NC President
are introduced. The same courtesy should be shown the GFWC and GFWC-NC Director of Juniors at
Junior meetings.
When in doubt, use good judgment based on a gracious recognition of those involved and common sense.
Courtesy to Speakers
Although developed specifically for Federation guests, these guidelines are appropriate for all
guests.
Extending the Invitation:
-If possible, give the guest or speaker two dates to consider.
-Include the following information in the invitation:
Time, place, type of meeting, (e.g. luncheon, dinner).
Dress
If speech is given - the topic to be covered and the time allowed.
If invited to conduct a ceremony (initiation, installation), give complete details.
If a theme is being used, mention that. Ask if there are arrangements she will require.
If spouse or traveling companion is invited.
-Offer overnight accommodations if guest is traveling a great distance.
-Supply specific information regarding expenses your group will pay; i.e., travel, motel accommodations, speaker’s fees, . . . in short, all financial obligations that will be met by the club.
The Visit:
-Be sure your guest has clear directions to the meeting place.
-Be sure someone is there to meet the guest on her arrival.
-When meeting a guest at a plane or the train, take her first to a place where she can freshen up.
-If she is to be an overnight guest, first take her to her lodgings.
-Give her a copy of the printed program.
-If there is time before the meeting begins, introduce her to some of the members.
-Escort her to the proper seat and see that she is comfortable during the meeting.
-Never allow guests to stand in line for refreshments.
-Federation guests are also members of local clubs and are interested in club programs and projects. Don’t eliminate all the club business and discussion.
-If a State or General Federation officer or chairman is to be the key speaker, no other program,
other than a short musical one, should be planned.
-When a State or General Federation officer or chairman is invited as a guest of a club, it is a
courtesy to invite Federation leaders living in the area, such as the District President, State Federation officers, or chairmen, etc. to attend the meeting.
-The presentation of a gift to a speaker or guest is a matter of club custom.
-Transportation should be arranged for the guests’ departure, if needed.
-Don’t forget the “thank you note” written as soon after the visit as possible.
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Introduction of Speakers:
-A person known to the audience is PRESENTED, a stranger is INTRODUCED.
-The purpose of an introduction is to acquaint the audience with the speaker, as to her background, qualifications, and subject.
-Be brief, not more than one or two minutes.
-Include the reason for the talk at this time.
-Be factual, not gushy, to put both the speaker and the audience at ease.
-Mention the speaker’s name at the end.
Newspaper Interviews or Pictures:
-Try to schedule these about 15-30 minutes proceeding the meeting. Make sure that the speaker
has been notified of the time.
-If pictures must be taken during the meeting, begin the meeting on time, complete the opening
ceremonies, start the flow of business, then ask the Vice President to assume the chair and excuse yourself and guests for the pictures.
-Always inform guests of planned interviews, so that they may be prepared.
-Courtesy should be shown to members of the media at all times. Extend invitations to luncheons, special programs, etc., and if possible, provide complimentary tickets.
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