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FRIENDSHIP FORCE OF GREATER MILWAUKEE

MAKE-UP AND DUTIES OF THE BOARD OF DIRECTORS
                                            AND COMMITTEE SUPPORT POSITIONS             Board Approved  04-03-2017
Make up of the Board


1. Elected officers of the club


2. Immediate Past President


3. Standing Committee Chairpersons


4. Current Ambassador and Host Coordinators
Members, excepting Ambassador and Host Coordinators,   serve for a term of two years.

Role of the Board

1. Establish policy and set direction.

2. Provide and/facilitate resources to do the job.

3. Lend credibility to the organization.

4. Provide management oversight and accountability.

Duties of the Board
1. Know and support the organization’s mission.

2. Attend meetings and functions.

3. Confirm the chairperson of standing committees.

4. Select individuals to serve as Ambassador and Host Coordinators.
5. Appoint a Nominating committee of 3 members two to three months prior to annual meeting.

6. Manage the financial affairs of the club, complying with the IRS requirements as a 501(c)3 Public Charity.
7. Authorize expenditures in excess of $500.

8. Approve the official depository for the club’s funds and designate persons to sign checks or withdraw funds.  
9. Elect a member of the club to fill an unexpired term of an officer, director or any member of the executive or operating board.
Additional Reference
See Article IV of FFGM By-laws for further clarification.

Desirable Traits of a Board Member

1. Carry out Board functions in an ethical manner with professional integrity. 

2. Capacity to work as a team member and to enjoy group action.

3. A willingness to speak one’s mind with courtesy and tact.

4. A willingness to commit time and energy to the position.

5. Exercise responsible judgment in executing Board decisions.

6. Possess organizational skills.

7. Be computer literate to carry out required duties.
OFFICERS

PRESIDENT

The club president administers the most vital unit of FFI, the local club.  That individual is essential to the success of the organization’s worldwide network.  Although the position entails work of a general business nature, it should also focus on the larger issues of FFI.  While leading the club, the president must communicate and instill enthusiasm for the goals, activities and policies of FFI as set by the International Board of Directors.

The president is elected by the membership for a term of two years with the term beginning in January of the odd numbered years.   He/She reports to the club Board as well as to Friendship Force International.

Duties:

1. Act as the official spokesperson for the club and as liaison with other FF organizations.

2. Preside at all Board meetings and business meetings of the club.

3. Appoint the chairpersons of all standing committees, subject to confirmation by the Board.

4. Sign or be an alternate signatory for the withdrawal of club funds.

5. Prepare a summary year’s end report for the annual meeting.

6. Appoint, with board confirmation, an annual financial auditing committee.
7. Confirm that a club membership report with fee is sent to FFI in a timely fashion.

8. Confirm that annual Incorporation renewal and tax filing is completed and sent.
9. Attend and participate in the World conference and Midwest regional conference or confirm a substitute in the president’s stead using the following criteria:
· Experience in club matters

a. Policies

b. Finances

c. Activities

d. Journeys
· AC or HC  Experience

a. Incoming

b. Outgoing

· Hosting experience

· Ambassadorial experience

· Length of membership


If multiple representatives are being considered, the Board decision should be made by ballot.
10. Maintain effective relations with FFI and the Midwest Regional Representative and communicate pertinent and timely information to the Board of Directors.
11. Annually forward updated contact list of Midwest regional clubs to Communication Committee Chair.
        12.  It is recommended, if possible, that the President or Vice-President attend standing committee meetings
VICE-PRESIDENT

The Vice -President is elected by the membership for a term of two years with the term beginning in January of odd numbered years.    
Duties:
1. 1. Perform the duties and responsibilities of the president   in his or her absence.  

2. 2.  Familiarize ACs and HCs with expected responsibilities if needed, and follow up with support and guidance.  Provide ACs and HCs with all the most current FFI materials such as FFI Journey Manuals, current FFI fees and FFI policies. Assure that journey time lines are being met.
3. 3. It is recommended if possible, that either the President or Vice-President attend standing committee meetings..
4. Work with the President and the Board to secure Ambassador and Host Coordinators for upcoming journeys.
5. Perform such other duties as the Board may authorize.

SECRETARY

The Secretary is elected by the membership for a term of two years with the term beginning in January of even numbered years.   

Duties:

1. Record the minutes of each meeting of the Board and the club, providing a degree of detail in the minutes that clearly and concisely conveys the action of the board, the reporting of the committee chairpersons and other important discussion.
2. Send a copy of the minutes to the Board members within a week of each such meeting.
3. Perform such other duties as the Board may authorize.

4. Record the minutes of the Annual Meeting of the club and provide them for approval at the next regular meeting of the Board of Directors of the club.
TREASURER
The Treasurer is elected by the membership for a term of two years with the term beginning in January of even numbered years.   This officer should have knowledge of or a background in finance or accounting.

Duties:

1. Collect all monies due the club.

2. Deposit all club funds in the financial institution approved by the Board. 
3. Keep the books of accounts of the club.

4. Make treasurer’s report at all meetings of the Board, (written report to Board), business meetings of the club and the annual meeting. A copy is to be included with the secretary’s minutes.  
5. Be authorized to sign for withdrawal from the General Fund Account and the Exchange Account of the club.

6. Arrange for payment of accounts owed by the club.

7. Prepare the books for an internal audit committee appointed by the president annually. 
8. Forward Club Charter Renewal, Affiliation Dues and a membership roster with e-mail addresses to FFI by the designated deadline each year.

9. File Annual Incorporation Renewal and 501(c)3 tax papers as required by law.
10. Maintain the financial affairs of the organization in accordance with the 501(c)3 designation of the Internal Revenue Service as a Public Charity.

11. Periodically provide a roster of the paid membership, including contact data, to officers and chairpersons. 
12. From time to time, work with our financial institution to switch bank account signing privileges to newly
elected authorized officers
13. Be responsible for keeping club and journey  financial records.

14.  Provide a written or e-mailed financial report of the journey   account activities for each journey at regular board meetings.
STANDING COMMITTEES
Standing COMMITTEES

1. Activities

2. Archivist

3. Communications
4. Community Outreach 

5. Fund Raising

6. Leadership Development

7. Membership

8. Public Relations

9. Social Events and Greet and Eats
The term of office of the standing committee chairpersons shall be concurrent with the term of office of the president.  
GENERAL RESPONSIBILITIES 

1. Appoint members to the committee as needed. 
2. Inform the Board of the status of activities.

3. Allow sufficient lead-time to notify members of events, or to arrange for media coverage. 
4. Submit pertinent information for each issue of the newsletter in a timely manner.

5. Provide appropriate thank-you acknowledgements to committee members, hosts, sponsors, participants etc., following club events.

6. Prepare an annual report prior to the annual meeting for presentation to the membership. 

7. Keep a documented record of committee expenditures with receipts. Submit all committee member event receipts/accounting to the treasurer after they have been approved by the committee or event chair.
SPECIFIC RESPONSIBILITIES
ACTIVITIES 
1. Foster an enthusiastic membership through interesting diverse activities.

2. Arrange a minimum of one activity per quarter in addition to journey activities as arranged by the HC.
3. Coordinate activity plans with each journey   schedule, as well as any fund-raising activities.

4. Arrange meeting facilities for club events, (annual meeting, picnic, Fish Fry).

5. Flyers, email messages, and direct mailings may be utilized when necessary.

6. Maintain a current resource list of available meeting places with address, phone number, name of contact person and parking information for club use.  

7. Develop and regularly update a list of festivals, places to visit and day trip opportunities for members to use when home hosting during journeys.  Arrange to have this posted and updated on the club website for member use.
ARCHIVIST 
1. Maintain an inventory of the official and legal papers and electronic records of the club and their location.
2. Maintain an inventory of club newsletters and club directories from year to year. 
3. Keep a recording system of the policies and procedures approved by the Board of Directors for each year. Ensure that these decisions can be easily displayed and researched when needed.
4. Keep a record of all club journeys including the names of clubs involved, dates, ambassadors, home hosts, ACs and HCs and other important information.
5. Maintain a record of the members of the Board of Directors from year to year.

6. Keep a copy of the minutes of the Annual Meeting and the Board of Directors' Meetings.
7. Records of the club may be saved as a hard copy as well as in an electronic format such as a drive or CD where appropriate and clearly marked from year to year.
8. Keep a copy of each journey report and journey booklet so that a list of the journey  activities can be readily reviewed for subsequent  journeys.. 
COMMUNICATIONS 
1. Maintain the club web site currently linked with the FFI web site.

2. Edit and publish the official bi-monthly club newsletter based on submitted information to convey current information to current and prospective members, as well as Midwest regional club contacts.

3. Coordinate the printing and mailing  of the newsletter.

4. Design and update FFGM club brochures as needed.

5. Update and maintain e-mail addresses for the club membership and other interested parties

6. Forward periodic e-mails and the newsletter in electronic format to club membership, Midwest regional clubs, and friends of FFGM when requested.
7. The communications chairperson must be computer-literate.

COMMUNITY OUTREACH

1.
Establish contacts with other organizations, persons and groups that could be beneficial to the FFGM mission.
2. 
Where appropriate, develop inter-organizational activities that would be beneficial to both organizations such as hosting dinners or home stays with like-minded organizations. 
3.    Oversee the Diversity Dinner Program. Appoint a Diversity Dinner Chair who will find and train facilitators for each dinner group, assist in finding diverse participants, identify interesting discussion topics or programs and ensure the smooth running of the dinner groups on a yearly basis.
4.
Identify and facilitate appropriate community service projects that are consistent with the mission and goals of FFGM.
FUND-RAISING 
1.  
Explore potential fund-raising resources.
2. 
Work closely with the Treasurer and Board in the development  of a yearly budget and where needed, generate additional funds to supplement the cost of club activities and journeys.
4.
Coordinate any efforts with the activities committee.
5.
Manage and promote the "Gift of Friendship" program in co-operation with the Treasurer.
6.
Keep accounts of monies earned.

7.
Provide the treasurer with a list of required acknowledgements for tax purposes.
LEADERSHIP DEVELOPMENT  
1.  
Have a dialogue with each of the club members to identify leadership aspirations and capabilities

2. 
Develop a leadership plan for potential leaders identifying the developmental steps needed and a time line
3. 
Plan appropriate leadership training sessions to meet the developmental needs of the potential leaders

4. 
Determine if younger club members can be groomed for leadership positions

5. 
Work closely with the Nominating Committee to identify a pool of candidates ready and willing to serve in officer positions

MEMBERSHIP 
1. Maintain an ample supply of promotional materials, (both from FFI and FFGM).

2. Send promotional materials, including a current electronic or paper copy of the club newsletter to prospective members.

3. Send a welcoming letter and club survey to all new members.

4. Hold at least one (possibly two) new member events each year to welcome new or prospective members. Provide information that includes an introduction of the Board of Directors and a general overview of the mission of FFI and FFGM activities. Collect the FFGM Survey Form.
5. Maintain contact and send invitations for club events to prospective and new members, encouraging them to attend club activities during the year.
6. Forward Survey results to appropriate committee chairs and Ambassador and Host Coordinators  as needed.
7. Compile and publish the annual membership directory for distribution at the beginning of the year. 
PUBLIC RELATIONS 
The Public Relations Committee 1) generates favorable publicity and perceptions about Friendship Force through all available print and broadcast media and 2) creates community awareness regarding the mission and purpose of Friendship Force.

1. Maintain contacts with other organizations, persons and groups as developed by Community Outreach, that might  be beneficial to the mission of Friendship Force. 

2. Obtain information about upcoming club activities from officers and committee chairs as soon as it is known.
3. Request schedules or other pertinent information from Ambassador and Host Coordinators for the purpose of writing and disseminating specific news releases as needed.

4. Allow sufficient lead-time to arrange for media coverage.

5. Maintain a list of community contacts and keep it current by continually revising it.  
6. Before faxing or e-mailing any news releases, phone contacts to alert recipients that copy is to be expected.

7. For confirmation, follow up with a phone call at the time of the event or activity.

8. Request reporter coverage and photographer if FFGM has an event of special interest.
SOCIAL EVENTS and GREET AND EATS

1.
Identify interesting opportunities to gather prospective and current members for regular social gathering for meals and other fun or educational activities.

2.
Focus attention on activities that will attract younger members to the club and serve the enjoyment of current members.

3.
Use social media where appropriate to identify potential groups or individuals that may be interested in the FFGM.

4.
Use the resources of the Community Outreach Committee to identify other like-minded organizations that could be potential resources in attracting new and younger members.
AMBASSADOR AND HOST COORDINATORS
The term of Ambassador Coordinator, (AC), and Host Coordinator, (HC), begins once he or she accepts the assignment.  The AC’s or HC’s term ends no sooner than completion of the journey and the final report is presented to the Board.  The AC or HC has the option and is encouraged to remain on the Board for the remainder of the year of the journey.  An AC or HC is a voting member while on the Board.

SPECIFIC RESPONSIBILITIES 
1.        Follow the suggested procedure for either inbound or outbound journeys as outlined by Friendship Force   International. This                   ​  information is available on the FFI website.
2.        Recruit assistance where needed from the FFGM membership.
3.        Maintain accurate financial records.
4.        Report journey progress to the Board of Directors at board meetings.
5.        Promote journey through the media outlets, i.e., newsletter and websites of FFGM and FFI.
6.        Provide final summary and financial records after the journey in a timely manner.
COMMITTEE SUPPORT POSITIONS  (Non-Board)
POSITIONS
1. 
General Store

2.  
Technology and Equipment

3.  
Phone Tree

SPECIFIC RESPONSIBILITIES

GENERAL STORE

1.
Maintain an inventory of items for sale for ambassadors to purchase as gifts for both inbound and outbound exchanges. Items could include FFGM pins, country pins, FFGM pens, booklets on local history or geography, US flags etc.  Develop and maintain a current order sheet for FFGM membership.

2. 
Purchase items as needed for the store and manage the financial books including  purchases and sales, providing a year  end report to the treasurer.

3. 
Attend FFGM   journey meetings when requested and have store items available for purchase.

4. 
Be open to the possibility of finding new items that might be of interest to the membership for purchase and use as gifts for journeys  or other FFGM functions.

TECHNOLOGY AND EQUIPMENT

1.
Maintain and manage the audio-visual equipment of FFGM.

2.  
Maintain a record of the location of equipment that has been taken out for use at club programs, noting equipment taken 


out, responsible party and expected date of return.

3.
Become familiar with the usage of the equipment and prepare instructions for use by members where appropriate.

4.
Instruct borrowers about transportation requirements, set-up, take-down and return of equipment into proper storage  containers.

5.
Maintain in written format, an inventory of the equipment of the club.

PHONE TREE
1. 
Maintain a list of club members with phone numbers who do not have e-mail.
2.
Call phone list of members when requested to inform members of pertinent information.
AD-HOC COMMITTEES
Nominating 
This committee only functions two to three months prior to the annual meeting.  The committee shall be made up of one 

board member and two members-at-large who are familiar with the general membership and workings of the club..
1. 
Select a slate of officers, with nominees' consent. Nominees are to be presented at the annual meeting.

2. 
It is suggested that a short bio of each nominee be made available for the newsletter before the annual meeting.

3.
Provide ballots for the election of officers at the annual meeting. Paper ballots are not necessary if a voice vote is taken for an election with only one person running for office. 
Refer to Article VI of the By-laws for further information regarding elections.

Auditing
1. The board shall annually appoint a person or persons to audit the General Fund Account and the Journey Account at close of that fiscal year.
2. Thereafter, the audit report is to be presented to the Board with acceptance and any recommendations. 

3. The auditor must be skilled in accounting and be familiar with audit procedures to comply with 501(c)3 accounting requirements.

FFGM ADMINISTRATIVE CALENDAR
	Jan.
	Treasurer submits Club Charter Renewal and Affiliation dues with membership roster to FFI.

	
	

	
	Incoming officers or Board members and appointed committee chairpersons will be given a list of procedures and duties involved with their particular office or committee (Board Manual).

	
	List of Board and officers for the coming year is submitted to FFI by the president, (i.e. name, address, phone, and e-mail).

	Jan./Feb.
	“Winter {Luncheon or “Dining} Gathering” event for the entire membership, including new and prospective members.

Treasurer renews Incorporation filing and pays appropriate fee.

The Activities Chairperson submits to the board a tentative list of activities for the year to facilitate planning.

	Mar.
	FFI notification to clubs of journeys for the following year.

	
	Treasurer completes Tax Forms for 501(c)3 reporting

	Apr./May/June
	Acceptance of journeys proposed by FFI should be sent via e-mail to FFI within the specified time schedule,

	
	President guides Board in selecting qualified Ambassador and Host Coordinators.

	Jul./Aug.
	Annual Picnic meeting of entire membership.

	
	Board of Directors appoints nominating committee of 3 members, (2-3 months prior to annual meeting).

	Sept./Oct
	Submit journey preferences for the following year via electronic survey to FFI within the specified time schedule.

Annual membership renewal for the next calendar year due by October 31st.

Board of Directors discuss budgetary needs for programming for the following year.

	Nov.
	President prepares “State-of-Club” report for annual meeting summarizing reports submitted by committee chairpersons and officers.

	
	Annual Meeting and Election of Officers in November or December.

	
	Membership directory is prepared for distribution following October 31st dues deadline.

	Dec.
	Treasurer submits annual budget proposal for following year at the Board of Director's meeting.

	
	Year-end Annual Report sent to FFI, including review of activities and financial report.  A copy remains on file with FFGM.

	
	President appoints committee chairpersons for standing and special committees.

	
	Any files and materials belonging to an office should be given to the incoming officer by Dec. 31st.

	
	An Annual Audit committee is appointed and an audit is conducted at year-end of all accounts of the club.

	During

year
	

	
	The Board meets the first Monday of February, April, June, August, October and December, unless extenuating circumstances, such as a journey, interfere with that date of the regular meeting.

	
	The newsletter deadline for submission of articles is no later than the 20th of the month following each Board meeting.  Mailing is usually done the last week of the months of February, April, June, August, October and December.


        Additions-updates made to Vice- President and Treasurers Duties  and Journey and AC and HC terminology by Sara Harmelink, Donna Haut, Ann Line and Mary Goeks, and approved by the Board of Directors- April 3, 2017

        Additions-updates made to President’s Duties by Doris Mueller & Rosie Haas, and approved by the Board of Directors – August 8, 2016

Addition of Exchange Director made by Rosie Haas & Doris Mueller, and approved by the Board of Directors – Feb 1, 2016

        Additions-updates made by Donna Baldwin-Haut, and approved by the Board of Directors-December 3, 2012, Compiled by Mary Goeks and Doris Mueller, July 2, 2003. Additions at Board direction Oct. 21,2003.  References: Friendship Force International Guidelines and recent Friendship Force Conference Workshops.

Approved by the Board of Directors: Friendship Force International Guidelines and recent Friendship Force Conference Workshop
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