 GUIDELINES

FOR

GREATER LITTLE ROCK CHAPTER # 12

1. BOARD MEETING

The Board of Directors will meet on Thursday prior to the membership meeting.  Each board member volunteers to hostess a dinner meeting during the year.

It has been the custom of the Board that each board member volunteers to host a meeting during the year and that each board member voluntarily donates $1.00 at each board meeting.  The Board will have the discretion as to how this money will be used.  At the present time the money is given to the hostess to off-set expenses for the food cost.

A joint board meeting of the current and incoming Board may be held in September and hosted by the retiring President.  The incoming Board taking office October 1 is in an audit capacity for this meeting.

2. MEMBERSHIP MEETINGS

Membership meetings are held the 3rd Tuesday of each month.  The chapter may observe designated promotion months to coincide with those named by the National President.

Dinner reservations not cancelled by the reservation deadline must be paid within 10 days following the meeting.

3. INSTALLATION OF OFFICERS

Installation of the new officers should be held in September.  The new officers will take office on October 1.  The installation ceremonies shall be the option of the incoming president.

4. CHAPTER BIRTHDAY

The chapter birthday should be observed at the August membership meeting.

5. WIC WEEK ACTIVITIES

WIC week activities should be observed during the week in which March 11 falls.  Activities for WIC week are at the discretion of the President.  

6. REGION 5 FORUM

The Chapter shall elect a delegate and alternate to Forum.  It has been the custom of the Gr. Little Rock Chapter that the Chapter President  be elected to serve as the chapter delegate and the President-Elect as alternate.  In the event the President is unable to attend Forum the Vice President shall serve as delegate and the President Elect shall serve as alternate.  

7. ANNUAL MEETING/CONVENTION

Delegates and alternates to the Annual Meeting/Convention are elected by the membership. It has been the custom of the Gr. Little Rock Chapter that the President and President-Elect be elected as delegates with other officers being given first consideration as delegates provided they plan to attend the Annual Meeting/Convention.  Other delegates and alternates are elected from the general membership planning to attend the convention.

The purchase of a corsage for the current President shall be at her discretion.  Should the President opt for a corsage for the Forum and Annual Meeting/Convention banquet, it shall be the responsibility of the current Vice President to make the necessary arrangement for the purchase.  In the event the Vice President is not in attendance the responsibility shall fall upon the current President-Elect.

8. AWARDS

Currently the chapter presents the following awards:

The Greater Little Rock Chapter currently presents the following awards:

a. Employer of the Year:  This award is normally presented to the “boss” of the Chapter president, but is at the discretion of the president.  If a plaque is presented, it should be no larger than an 8” x 10”.  The president shall determine who will present the plaque.  The plaque will be paid for from the Executive Night income.

b. WIC and Rookie WIC of the Year:  The plaques shall be no larger than 5” x 7” and recipients shall be announced at the November membership meeting and shall be introduced at the Executive Night banquet.  (Guidelines for WIC and Rookie WIC of the Year are attached.)

9. OTHER TRADITIONAL CHAPTER ACTIVITIES

The following are activities that have been traditional for the Greater Little Rock Chapter, but are at the discretion of the President:  

     a.
     Christmas party-dance


b.
     Style Show

c.      Summer Social Function

d.      Joint activities with construction-related organization

e.      Fund Raisers

f.      Executive Night

10. FRIENDSHIP COMMITTEE

a. The Friendship Committee shall be responsible for ordering a    floral arrangement (preferably a red rose) when a chapter member is hospitalized or has out patient surgery.

b. The death of a chapter member, spouse, parent, sibling or child will be recognized by a memorial to the NAWIC Education Foundation.  The death of other family members will be recognized by a card or personal note from the Chapter.

c. Illness of a family member shall be recognized by a card or personal note.

d. The Friendship committee shall also be responsible for sending cards to members, Regional and National Officers:

a. Birthday Cards – Chapter members ONLY

b. Congratulatory Cards;

1. newly elected Region 5 National Director and National NAWIC officers

2. Longevity - 5, 10, 15, 20 and plus years of NAWIC membership (Chapter members ONLY) 

3. birth of a child (Chapter members ONLY)

4. Promotions (Chapter members ONLY)

5. other  

e. The Friendship committee may, at the discretion of president and committee chairman, purchase a birthday gift for chapter members which are to the presented to the member at the chapter meeting in which their birthday occurs.

11. BUDGET     

The Budget Committee shall consider the cost for the following items when preparing the annual budget:

a. Annual Meeting/Convention:

1. Registration for President and President-Elect

2. Transportation for President and President-Elect booked at the most economical fare as far in advance as possible.

3. Room for President and President-Elect at convention rates will be based on double occupancy.

4. Reasonable meals and incidental expenses for President and President-Elect.

b. Annual Region 5 Forum

     Same as Annual Meeting/Convention expenses

c. Annual Planning Conference

     1.  President– same as Annual Meeting/Convention expenses

2. President-Elect – Registration ONLY

  The President and President-Elect may request an advance for anticipated expenses.  Any allowable expenses not covered by the advance should be presented to the Treasurer for payment. Any unused advance funds should be returned to the Treasurer.  Documentation for actual expenses and unused advances must be submitted to the Chapter Treasurer within 15 days of  returning from the event.

  Reimbursement of more than $100 to any officer or committee chairman not previously approved shall be reviewed by the Board prior to payment.
12.  MISCELLANEOUS:

a.  Cost of President’s meal at NAWIC sponsored chapter events will be paid by the Chapter and included in the budget.

b. Cost of a meal for a first time guest shall be paid for by the chapter and included in the budget.

Attachments:

WIC/Rookie WIC of Year Guidelines

Casino Guidelines (Casino Guidelines deleted)

NAWIC Scholarship

POINT SYSTEM AND PROCEDURES FOR SELECTION

OF

WIC OF THE YEAR

AND ROOKIE WIC OF THE YEAR

SECTION 1.
The WIC of the Year Award shall be based on a point system ONLY with no runner-up award.

SECTION 2.
The recipient of the WIC of the Year award serves as Chairman the year following her selection and is not eligible to succeed herself and further that she is not eligible to receive the award for five years following her selection.

SECTION 3.
The Chapter President and President–Elect shall not be eligible for the WIC of the Year award.

SECTION 4. 
The accumulating of points for WIC of the Year shall be based on a 12-month period and shall commence October 1 and end September 30 of the following year.

SECTION 5.
The accumulating of points for the Rookie WIC of the Year shall begin with date of installation, minimum of six months – maximum of 24 months.

 SECTION 6.  
The Chapter President and the current WIC of the Year shall tally the points for the awards.  All committee chairmen should report attendance of all committee work sessions to the Chapter President and current WIC of the Year.

SECTION 7.
The Immediate Past Chapter President shall present the WIC of the Year and Rookie WIC of the Year Awards at the November membership meeting.

SECTION 8.
The awards shall be a plaque no larger than 5” x 7” or  framed certificates no larger than 9” x 12”.  The Immediate Past Chapter President shall purchase the plaques or certificates.  The plaques or certificates shall be paid for with funds from the general fund.  

SECTION 9.
The award recipients shall be recognized at the Executive Night Banquet.

SECTION 10.
Duplicate awards shall be presented should there be a tie for the awards.

SECTION 11.
The following point system applies:

Attendance, Regular Meetings




10 points

Attendance, Annual Planning Conference


10 points

Attendance, Region 5 Forum





10 points

Attendance, Annual Convention




10 points

Attendance, Other Chapter/Region Functions

            5 points

Attendance, Special Events


Executive Night






  5 points


Committee Work Session



            5 points


WIC Week Activities




            5 points


Other








  5 points

Chapter Committee Chairman/Member



  5 points **

NAWIC Committee Chairman/Member



10 points

Sponsoring New Member





20 points

** An accumulative total of 5 points per member

     for all committees on which the member serves

     or chairs.

GUIDELINES

FOR 

NAWIC SCHOLARSHIP

NATIONAL ASSOCIATION OF WOMEN IN CONSTRUCTION

GREATER LITTLE ROCK CHAPTER # 12

1.  The scholarship program is supported entirely by voluntary contributions and by funds generated by the Greater Little Rock Chapter of NAWIC.

2.  The amount to be awarded is $1000.00.

3.  To be eligible for the scholarship: 

a. A student must be enrolled in a field of study such as construction management, architecture or engineering which is directly related to the construction industry.

b. Must be a resident of the State of Arkansas and a U. S. citizen.

c. Must attend the University of Arkansas at Little Rock.

d. Scholastic level of recipient shall be sophomore, junior or senior.

4. Recipient shall be selected by Scholarship Committee of the University of Arkansas at Little Rock.

5.  Application must be made through UALR giving an evaluation of the student’s achievements, his or her interest in the construction industry and any other information which might be help the committee in the preparation for selection.  Contact with the Deans of Donaghey College of Information Science and Systems Engineering or Chair of the Department of Construction Management could create a possible choice.  Summer employees in the offices of contractors, Architects and Engineers could be a possible source.

6.  Recipient shall be responsible for making arrangements with UALR.  Should the student transfer to a field inconsistent with construction, he or she would not be eligible for additional help.

7. Applicants must submit applications to UALR by the deadline stated on the application.

8. Prior year scholarship recipients will be eligible for annual awards provided they maintain an average grade point and continue to be enrolled in the UALR construction related program.

GUIDELINES FOR OFFICERS AND DIRECTORS

GREATER LITTLE ROCK CHAPTER # 12

NATIONAL ASSOCIATION OF WOMEN IN CONSTRUCTION

PRESIDENT:

At the beginning of her term, requests the membership to adopt format for chapter’s agenda.

Prepare a calendar for the year.

Prepares an agenda for Board/Membership meetings.

Presides over all membership meetings and serves as Chairman of the Board of Directors; calls all regular monthly meetings of the Board of Directors and special meetings of the Board of Directors as may be necessary.

Appoints a Chairman to all Standing Committees and assigns members.

May establish any Special Committee deemed necessary to complete chapter’s goals during her year, appoints chairman and assigns members, with the exception of the Nominating Committee.

She shall appoint a Parliamentarian (and if chapter wishes, shall appoint a Historian).

Is ex-officio member of all committees, can attend any or all she wishes (except the Nominating Committee).

Shall be one of three (3) officers authorized to countersign chapter checks.
Assists Treasurer (Budget Chairman) in preparation of proposed budget.
Assures that all bills are paid by the Treasurer in a timely manner and assures that IRS Form 990 is prepared and mailed.

President (or Board) may call Special Meetings of the Chapter or Board of Directors, state purpose of meeting and discuss only that business.

Prepares chapter report for Forum booklet (requests input from committee chairs).

Shall be the elected delegate to represent the Chapter at the Region 5 Forum and will cast the ballot for Director.  She shall also serve as the Chapter’s representative at Annual Planning Conference.
Shall be one of the elected delegates to represent the Chapter at the Annual Meeting/Convention.

Shall provide a written report to the Chapter following attendance at Annual Meeting/Convention, Region 5 Forum and Annual Planning Conference.
Instruct Secretary to mail delegate forms prior to convention deadline.

Presents WIC and Rookie WIC of the Year awards (to winners from her term).

Chooses “Boss of the Year” during her term (may or may not be her own boss but is at her discretion).

Hosts a joint meeting of the Board of Directors in September with outgoing and incoming officers and directors.  The incoming officers and directors attend in an audit capacity only.

Holds meeting with all incoming committee chairs to discuss goals for coming year, get their input, etc. (usually held in October, or shortly after returning from convention.)

Appoints audit committee to audit books for the previous year.  The appointment is usually made at the October meeting.

As immediate past president she will serve on the Board of Directors the following her term as president.

Holds a meeting with all incoming officers and directors following election for the purpose of receiving their input, discussing the upcoming programs, events and activities for the coming year.

Provide Recording Secretary with a written copy of her report for inclusion with the permanent record of minutes.
PRESIDENT-ELECT:

Attend all chapter membership meetings, meetings of the Board of Directors or other committee meetings (with the exception of the Nominating Committee) as required in order to familiarize yourself with the duties of the office of President.

Assist the president in any way she may request.

Serve as a member of the budget committee.

Will serve as the elected alternate to Region 5 Forum; will serve as an elected delegate to the Annual Meeting/Convention; and will strive to attend Annual Planning Conference.

Shall provide a written report to the Chapter following attendance at the Annual Meeting/Convention, Region 5 Forum and Annual Planning Conference.

May begin to formulate plans, committee appointments and activities for the coming year.  This will be most helpful when preparing the upcoming year’s budget.

Provide the Recording Secretary with a written copy of your report for inclusion with her permanent record of minutes.

VICE PRESIDENT:

Acts as aid (in general) to the president.

Serves as chairman of any committee to which she is assigned by the president.

Attend all chapter membership meetings, meetings of the Board of Directors and other committees as required in order to familiarize yourself with the duties of the office of president.

Be prepared to assume the duties of president, in her absence, or in the event of a vacancy in that office.

Serve as Chairman of Professional Education Committee, responsible for securing speakers for monthly meetings, introduction of speakers; and securing any special equipment or other arrangements that may be needed.

Responsible for selection of dinner menu, and providing count for number of meals to hotel catering manager.

Instructs Treasurer to order pin for outgoing President.  The pin shall be 14 K gold with 6 small diamonds.  The cost of the pin shall be a budgeted item.

At the discretion of the president, the vice-president shall be responsible for purchasing a corsage for the president for Forum and Annual Meeting/Convention with the expense to come from the general fund.

Responsible for purchasing corsage for president for Forum and convention.

Serve as a member of the budget committee.

Verify correctness of bill for dinners before approving and sending to Treasurer for payment.

One of three (3) officers authorized to countersign chapter checks.

In the event the President is unable to attend Annual Planning Conference, the Vice President shall serve as the chapter representative.

In the event the President is unable to attend Region 5 Forum and Annual Meeting/Convention, the Vice President shall be elected one of the delegates to represent our chapter.  The expense re-imbursement of the Vice President would be the same as that of the President.

If the Vice President attends the Annual Meeting/Convention, Region 5 Forum or Annual Planning Conference as the chapter representative, she shall submit a written report to the membership.

TREASURER:

Maintain all accounting and financial records of the chapter; present monthly financial report to the Board for approval and membership for review.

Promptly pay all bills as budgeted or approved by the Board.

One of three (3) officers authorized to countersign chapter checks.

Serve as chairman of the budget Committee.

Present proposed budget to the Board of Directors for approval and to membership for review.

Present recap/review of the budget to the board at mid-year or before year- end in order to realign expenditures if necessary to accommodate any overages or shortages in a particular area.

Deliver audited files to incoming treasurer within 30 days of expiration of your term.

Provide the Recording Secretary with a written copy of your report for inclusion with her permanent record of minutes.

RECORDING SECRETARY:

Keeps accurate records of affairs of the chapter, including action minutes of all membership meetings, meetings of the Board of Directors and any special meetings that may be called by the President or the Board of Directors.

Prepare Board minutes for review and signature by the Chapter President.  Minutes shall be presented to the Board for approval and them shall be filed.  She shall also prepare the minutes of the membership meeting for review and signature of the Chapter President prior to the membership meeting.  After approval of the minutes she shall be responsible for providing a copy of the membership minutes to the editor of the Plumb Line.
Maintain permanent records of all minutes, recommendations and actions taken.

Keeps permanent record of attendance to Board and membership meetings.

Present to the Board of Directors any correspondence relating to any member’s request to resign.  (Board approves or rejects)

Presents all Board recommendations to the membership.

In the absence of both the president and vice-president, calls meeting to order, acts as temporary chairman.

Provide the Recording Secretary with a written copy of your report for inclusion with her permanent record of minutes.

CORRESPONDING SECRETARY:

Prepares and distributes all letters, emails, faxes, etc. for the chapter as directed by the President.  May include letters to National Director, congratulatory letters to new chapter, thank you notes, ect.

Sends notice to all members of the Board of Directors advising date, time and place of meeting.  (Include copy of minutes of previous meeting; obtain from Recording Secretary.)

Check post office box not less than twice each month (before Board of Directors meeting, and before the monthly membership meeting).  Forward mail to respective committee chairs.

Report on correspondence received to the Board of Directors and membership.

Maintain copies of all correspondence received and/or sent.

Provide Recording Secretary with a written copy of your report for inclusion with her permanent record of minutes.

BOARD OF DIRECTORS:

Exercise general supervision over affairs of the chapter.

When necessary, may vote to change date, time and place of regular membership meeting.

Investigate any complaints or grievances which may arise.

Report to the members any business transacted by the Board of Directors.

Special meetings of the Board may be called, by the president, or at the request of the Board of Directors, if deemed necessary.  “Special” meetings must state the reason for the meeting, and only that business may be conducted.

Board approves or denies any member’s request to resign from chapter.

Approves transfer of membership from one chapter to another.

Annual reports of officers and committee chairman shall be given (verbally or written) at September membership meeting.  The annual reports may be included in the September issue of the Plumb Line.
Serving on Board of Directors serves as training ground for future officers.

NOMINATING COMMITTEE GUIDELINES

GREATER LITTLE ROCK CHAPTER # 12

NATIONAL ASSOCIATION OF WOMEN IN CONSTRUCTION

The Chapter Nominating Committee guidelines are contained in the NAWIC Operation Manual and copies can be obtained from the NAWIC website.

The following are additional guidelines which may be utilized:

1. The Greater Little Rock Chapter # 12 customarily elects two (2) members from the Board and three (3) members from the general membership to serve on the Chapter Nominating Committee.  The Chapter President and President-Elect may not serve as a member of the nominating committee.

2. The first person elected to the nominating committee will serve as temporary chairman and call the first meeting of the committee.  The first business in order at the first meeting of the Nominating Committee is the election of a permanent chairman of the committee.

3. The Chapter President shall appoint at least three (3) tellers for the election of Chapter officers and Directors.

4.
A quorum must be present at the time the election is held.

5. Nominations which have been closed may be re-opened by a majority vote of the membership.

6. Nominations closed by a motion requires a 2/3 vote to close nominations.

7. Tellers will collect all ballots cast and retire to count the ballots.

8. After the ballots have been counted the Tellers return to the meeting and the Chair inquires “ Is there an election?”  After receiving an affirmative response the report of the Tellers is presented to the presiding officer who shall read the report and announce the results of the election.  The Chair declares who is elected, not the Tellers.
Guidelines approved August 21, 2007.  To become effective October 1, 2007.

Guidelines Committee:

Joyce A. Lemons




Frankie Rivers

JoAnn White




Mickey White
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