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Purpose

The purpose of this document is to describe the tasks associated with the following positions:


Executive Board


Committee Chairmen

This booklet is a guide for you.  The purpose of the Porch Club is “to create an organized center of thought and action among women.”  There are specific responsibilities and necessary duties that are needed for the Porch Club to accomplish this purpose.  There is a need for new ideas and changes in order to keep the Porch Club a vibrant center for women and an active participant in the community.  You are encouraged to be creative, suggest new ideas, and think out of the box in implementing ideas.

Remember that there is support for you!  Teamwork is the key to accomplishing our goals.  Each Department and Committee has members, so keep in mind the following eight letters that make up a key word . . . DELEGATE.  If you feel overwhelmed, ask for help from the Executive Board or from members of your Department/Committee.

Executive Board

Function

The function of the Board is to govern the Club via the Officers and Directors (Department Chairpersons).

For all members of the Executive Board:

· At Executive Board meetings, report on activities, new ideas, plans, etc.

· Board meetings are held on the last Tuesday of the months of September to November and January to April, plus the first Tuesday in January and June.

· Report on activities and plans at General Membership meetings.

· Prepare and submit and Annual Report at the Annual Meeting held the third Tuesday in May.

· If you cannot attend a meeting (Board, General Membership, or Annual), delegate someone else to give the report (preferably not the President).

· Follow budget guidelines, submit bills and receipts to Treasurer for payment.

· Submit activities and plans to the Porch Door newsletter.

· When using the clubhouse, make sure your meeting or activity is listed on the Club Building Use Calendar to ensure there are no conflicts.

Officers

President:

· Presides over all Executive Board and General Membership meetings of the club.
· Supervises and directs all the affairs of the club.
· Appoints Committee chairs (enlist).

· Distributes the NJ State Federation of Women’s Clubs monthly newsletter to appropriate Department heads.

· Represents the club at District and State events.

· Serves as ex-officio member of all Committees.

· Completes all necessary State Federation paperwork.

· Initiates phone chain in the event of an emergency, cancelled meeting, death of a member or a member’s spouse, or whenever immediate notification of members is necessary.

· Initiates discussion at the April Board meeting of people to be recognized for their work above and beyond on various committees.

· Serves as the point of contact with the State Federation.  Anything relative to the club will be sent to the President, who in turn will distribute the information to the Board.

· Receives the dues bill from the NJSFWC and forwards it to the Treasurer for payment.

First Vice-President: Stepping-stone to becoming President.

· In the absence of the President, performs the President’s duties.

· Responsible for overseeing the Communications Committee including:



Publicity



Photographers



Newsletter



Scrapbook



Yearbook



Website

Second Vice-President:

· In absence of preceding officers, assumes their duties.


      
· Serves as Program Chairman for General Membership Meetings, plans programs.
· Attends District Program Assistance Day.

Third Vice-President:

· In absence of preceding officers, assumes their duties.


     
· Serves as Chairman of Membership Department.



     
· Receives new members:

· First month: Reads applications accompanied by a letter of proposal to the General Membership, whether the proposed new member is present or not.  The endorser must be a Porch Club member for at least one year.

· Second month: Reads proposed new member’s name and presents a yearbook.  If candidate is not present, adds the yearbook to the envelope and presents it at installation.

· Third month: Installation.  Calls the proposed new member before installation as a reminder.  At the meeting, calls the new member forward and pins on a corsage.  An envelope is presented containing a Porch Club profile and charity list, Porch Club history, apron note, completed membership card, GFWC card, nametag, and dues bill.  Advise the Treasurer of the proposed new member’s name, address and phone number to prepare the bill and for her records.  This should be done before the Board meeting so she may deliver it to you at the Board meeting before installation to be placed in the envelope.  The new member also receives a tissue-wrapped apron with the Porch Club name.  

· Provides list of new members, addresses and phone numbers to the newsletter editor for mailing records.

· Records new members names, addresses, etc. in the Record Book and on 3X5 cards for the file.  

· Informs members of Open House and the hors d’oeuvres they are to contribute.

· Holds meetings as required.

· Announces Woman of the Year competition with deadline March General Membership meeting.  Selects Woman of the Year and presents corsage and certificate at the General Membership meeting.

· Arrange New Members’ Luncheon.  Remind Board members to bring entrees and desserts.  The Chairman is responsible for the drinks, napkins, and setup with help from the Department members.

Recording Secretary:

· Keeps minutes of all Federal Membership Meetings and Executive Board meetings.

· Receives and files all Annual Reports.

· Checks attendance at Board meetings.

· Asks someone else to record the minutes when you cannot attend a meeting.

Corresponding Secretary:

· Calls to remind Board members prior to monthly Board meeting.

· Acknowledges resignations, ensures Membership Chairman is advised.

· Answers any correspondence the President receives.

     

· Sends out invitations to the Christmas Tea to the following: Riverview Estates, Tri-Boro Club, and churches in the area.

· Sends a card to the family of a deceased member.

· Sends a card to any member who has been ill or is in the hospital.

· Sends a card to various Committees in appreciation of the job they are doing/have done.

Treasurer:

· Serves as custodian of all funds unless otherwise specified by the bylaws. 

· Banks all money received and keeps proper documentation showing amounts deposited.

· Disburses money and accounts for each transaction.  Requires vouchers or bills stating the amount owed, what the amount is for, and/or the type of merchandise or service for which the money is requested.  Bills must be paid promptly.

· Collects the dues and keeps an accurate record of members in good standing.  Responsible for notifying delinquent members of their financial obligations.

· Pays dues to the NJSFWC before November 1 of each year.   

· Keeps an accurate record of all receipts and disbursements so a report can be made on short notice of the amount of cash on hand, the totals paid out and how much has been spent on each project as well as amounts that are due to be paid.

· Balances all records each month and reviews the bank statements to be certain that no errors appear in the Treasurer’s books or the bank statements.

· Reports at each club Executive Board Meeting and General Membership meeting the following:

· A detailed written report including the previous balance reported and date, detailed receipts and total receipts, detailed disbursements and total disbursements, and on hand balance.  A Treasurer’s report can run meeting to meeting or month to month.  Copies go to the Recording Secretary and the Treasurer’s file.

· An oral report that describes the balance on hand at the prior meeting, total receipts, total disbursements, and current balance on hand.

· Meets with the Finance Committee to formulate a budget for each club year.

Note: More detailed information is provided in the Treasurer’s Handbook.

Departments  

For all Department Chairmen:

· Prepare an End of Year Summary of activities for the membership.

· For most Departments, it is necessary to submit an Annual Report to the State from January to January.

· Prepare project report for each event and meeting.



     

· Submit activities and news items for inclusion in the newsletter.

· Reserve dates on the calendar.

· Report activities at Board meetings and General Membership meetings.

Arts Creative

· Conducts a meeting with members in the fall to discuss trips and programs in which they are interested.

· Reviews the categories for Achievement Day and organizes suggested programs.

· Encourages members to participate in the District Achievement Conference and pre-registers entries.

Arts Performing/Music

· Develops programs that include music, dance and drama.

· Maintains and cares for the piano.

· Leads the Porch Club Chorus.

Garden/Conservation

· Assigns members of Department for preparation of flowers and centerpieces for the General Membership meetings and luncheons, the Membership Open House, the New Members’ Luncheon, and other luncheons when asked.  Sends out reminders or calls one week before the meetings.

· Encourages members to participate in the District Achievement Conference and pre-registers entries.

· Mails schedule in September to each Department member.  The letter includes the date of the first Department meeting.

· Arranges for speakers, workshops and/or garden visits and tours.

· Decorates the Christmas tree in the clubhouse and makes or provides for wreath above fireplace.

· Arranges for table decorations for the Christmas Tea.

· Removes the holiday wreath and tree after New Year’s Day, but before the January meeting.  

· Organizes/plans bi-annual Garden Tour.  See books of committees, duties, etc. in separate files.

· Participates in community conservation/gardening projects. 

· Cares for the Porch Club gardens throughout the growing season (April to October).  Schedules clean-up/planting day for spring.  Asks members to weed and water during the summer months (one member for each week for the four summer months the club is closed).  Fills in for those weeks when help is unavailable. 

· Replaces/prunes shrubbery on an as required basis, but at least annually.  

· Plants annuals in Porch Club gardens in spring.  Mulches gardens as required.  

Home Life/Social Service







 

· Lead Social Service projects.  We currently collect aluminum can tabs, Campbell soup labels and Acme tapes.

· Each December, meet at Porch Club and collect cookies.  Pack in coffee cans for delivery to Emergency Services for Christmas giving.

House

· Outside Clubhouse (Note: Garden Department is responsible for flower beds and shrubs)

· Oversees grass cutting and snow removal by paid person.

· Arranges for grass fertilizing and other maintenance when needed.

· Rakes leaves.

· Maintains sidewalks.

· Trims trees when needed.

· Cleans gutters periodically.

· Arranges for window cleaning (by a professional service).

· Any other maintenance and improvements that are needed.

· Inside Clubhouse

· Supervises regular cleaning of inside by paid person and schedules the cleaning dates.

· Purchases supplies when needed (toilet paper, paper towels, garbage bags, cleaning supplies, etc.).

· Repairs/maintains everything (except the piano which is the responsibility of the Arts Performing Department).

· Arranges for window cleaning (by a professional service).

· Cleans chandeliers and glass globes at least twice a year.

· Cleans and reorganizes closets and cabinets once a year.

· Arranges for heater to be cleaned and serviced by Ward Fuel Company.

· Replaces filter in heater every three months when in use.

· Arranges to have fire extinguishers serviced by Gilberts once a year.

· Makes recommendations to the Board for major improvements and major maintenance after obtaining at least two quotes.

· Makes recommendations to the Board and obtains approval for major (in excess of $200) purchases (e.g., appliances, furniture, etc.).   

· Coordinates the Building Use Calendar with the Rental Chairperson, the Board members and committees to ensure that there are no conflicts of events.

· Checks clubhouse after each rental to ensure that renters have abided by the contract and rental rules and to make sure that nothing was damaged or broken (if there is damage or other problems, contact the Rental Chairperson who can hold part or all of the deposit back).

· Takes trash and recyclables to the curb on scheduled days (or contract for help).

· Sets up and takes down tables and chairs needed for meetings, luncheons, teas and fundraising events (or hires someone to do this).

International Affairs

· Maintains contact with sponsored child via letter and post card and other correspondence.

· Ensures appropriate monetary support is being provided per the guidelines (works with the Treasurer).

· Reviews additional information received from Christian Children’s Fund and brings suggestions to the Board.

· Reviews other areas of interest for supporting international causes and brings suggestions to the Board.

Public Affairs

· Stresses public safety awareness.

· Domestic violence – Providence House

· Traffic safety

· Crime prevention

· Fire safety

· Drug prevention and awareness

· Promotes legislative awareness.

· Bills before House, Senate and State legislature

· Local laws

· Honors veterans, especially women.

· Observes National holidays.

· Promotes historic preservation and visits historical sites of National and State significance.

· Promotes the dignity of women and children.

· Dress for Success program – Providence House

· Emergency Services

· Protection of children

· Education – Girls’ Career Institute

Literature

· Holds meetings at the discretion of Chairperson (traditionally, the fourth Monday of the month at 11:30).

· Organizes hostesses and co-hostesses for each meeting.  Hostesses provide beverages and dessert.

· Brings appropriate food (lunch, snack, etc.) based on time of meeting.

· Prepares and distributes the schedule of meeting and other events.

· Instructs members to read what they like and be prepared to give a five minute report on what has been read.

· Sets up/organizes any additional outings or assignments.

Rentals

· Serves as the liaison between the Porch Club and the renter.

· Represents the Porch Club interests regarding the use of the clubhouse by renters

· Publicizes your phone number as contact for potential renters.

· Ensures renters understand the Rental Agreement and Rules.

· Sends out two copies of the Rental Agreement and Rules to interested renters.

· Shows the clubhouse and its facilities one time before the renters sign the agreement if requested by the renter.

· Shows the clubhouse one additional time after the Rental Agreement is signed and payments submitted.  Additional showings have a fee that is paid at the time of showing.

· Ensures that rentals will not interfere with any Porch Club activities.

· Makes sure the rental date is only set after the signed Rental Agreement, the rental fee and the refundable deposit are received.

· Keeps a Building Use Calendar for your personal use and one on the bulletin board at the clubhouse.  Ensure they are kept up to date.

· Submits the rental fee immediately to the Treasurer so that it clears the bank before the rental occurs.

· Informs the House Chairperson of rental dates so she can schedule cleanings and check on the condition of the clubhouse after rentals.

· Makes a key to the clubhouse available to the renter on the day of the rental and explains to the renter how to return the key.

· Returns the $250 deposit to the renter unless damage or other infractions occur which warrant keeping part or all of the deposit.

· Delegates your responsibilities to a member of the Rental Department in your absence and put her phone number on your or the Porch Club’s answering machines.

Ways and Means








 

· Raises money to pay Porch Club budgeted expenses.
· Determines fund-raising projects.
· Holds committee meetings as required to discuss, plan, and oversee projects to include:
· Transportation (bus trips, carpooling, etc.)

· Refreshments/menus

· Publicity (posters, tickets, newspaper articles, etc.)

· Licenses for games of chance

· Seating, raffles, decorations, handouts, booklets, etc.

Committees  

For all Committee Chairmen:

· Report on activities and plans at General Membership meetings.
· Discuss with the President any matters that need to be brought before the Executive Board.
· Submit information for the Porch Door newsletter.
· Follow budget guidelines; submit bills and receipts to the Treasurer.
· Schedule meetings and activities.  Review and mark the Building Use Calendar to ensure that nothing else is scheduled for that time.
Communications (Chaired by First VP)

· Prepares communications for members as well as the public.
· Obtains assistance from members to perform the following functions: publicity, photography, newsletters, scrapbooks, and yearbooks.

Drama
 









     

· Select or write play to be presented on alternate years.

· Choose actors and hold rehearsals.

· Present play at the May General Meeting.

· Participate in State Performing Arts program in March.

· Present play as fundraiser, if applicable.
Games Night









       

· Arranges evening meetings to play games at the clubhouse.
· Arranges for snacks/beverages to be brought by attendees.
Finance

· Meets with the Treasurer in August or September.

· Compares the budget of the previous year with the Treasurer’s year-end report to determine how the club did financially.

· Develops a budget for the new club year.

· Types the proposed budget for the new club year and makes copies.

· Attends the Board meeting the last Tuesday in September and presents the proposed budget for their approval.

· Presents the proposed budget at the October General Membership meeting for approval.  Has copies of the budget for anyone who wants one.  Makes sure all Board members and all Finance Committee members receive a copy.

· Meets with the Treasurer and Committee, if necessary, to address financial concerns, questions, or changes that need to be addressed during the year.  Make recommendations to the Board.

· Selects a person to audit the books at the end of the Treasurer’s term of office.

Hostess

· Ensures there are two hostesses at every General Membership meeting to greet members as they arrive.

Luncheon

· Arranges for two served luncheons and two covered dish luncheons per year.

· Refers to the Luncheon Committee Handbook for guidance.

Memorial

· Makes recommendations for use of donations received in memory of deceased members.

Nominating

· Presents annual slate of nominees for Officers and Department Chairpersons.

· Reads slate at February and March General Membership meetings for April vote.

Rummage Sale








 

· Holds Rummage Sale on Friday and Saturday in April and October.  
      

· Sale is from 6 to 9 PM on Friday and 8 to 1 on Saturday.  Bag sale ($1.00    each) is held at 12:30 on Saturday. 

· Thursday setup: Arrange and display all sale items.  Ensure all tables,             including some card tables, are opened.

· Clean up Saturday at 1:00.  Pack all leftovers for disposal.

· Publicity one month before sale.  Send letters to newspapers.  Post flyers around town.  Re-date and place our two wooden signs in front of Porch Club and on Broad Street near traffic light.  

· Remind members to save items at every meeting.

· All proceeds go to various charities.  Checks are sent with letter to each charity.

Servers

· Serves the food and beverages and clears the tables at all luncheons.

· Contacts the Luncheon Committee Chairman to determine the specific help needed for that day.

· Ensures that all new members are assigned to the committee for one year following installation.  Other members who desire to do so may also participate on the committee.

· Contacts active server list for availability to serve at luncheons.

Tea

· Prepares one month in advance for each tea:

· At monthly meetings, passes clipboards for volunteers.

· Obtains help with finger foods (sweets and fruits/cheese).  Never anything requiring silverware.  (3 cookies or equivalent per person.)

      

· Obtains help with set-up, serving and clean-up – set-up, two volunteers (or paid); serving, two volunteers; food, two or three volunteers; clean-up, two volunteers (or paid).

· Calls tea committee members, servers, and members from the yearbook if additional help is needed,

· Prepares three to four days before each tea:

· Calls to remind volunteers and helpers.

· Checks and purchases needed supplies (decaffeinated coffee and tea, sugar, sweetener, lemons, cream, doilies, and napkins).

· Sets up one hour before meeting:

· Sets two tables with tablecloths.

· Sets up tea service at each end (coffee, tea, creamer, sugar/sweetener).

· Sets cups/luncheon plates with doilies behind tables on bay window sill.

· Places spoons and napkins by tea servers.

· Places covered food on tables.

· Prepare plates with leftovers and deliver to shut-ins/ill members.

       

Yearbook (Chaired by First VP)






       

· Prepares Yearbook for publication.
· Reviews changes annually with Chairman of Membership Department and other committee members.
· Arranges with publisher to obtain Yearbooks by Labor Day.
· Delivers Yearbooks to Treasurer for addition of bills and President’s letter.
· Extra copies of Yearbook given to Membership Chair for distribution to new members.
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