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Executive Resource Guide     September 2017
CFUW National Website:  http://www.fcfdu.org/ ; http://www.cfuw.org ; 
CFUW National Office                             
331 Cooper Street, Suite 502
Ottawa, Ontario, Canada
K2P 0G5    Toll-free phone: 1-888-220-9606; Fax: 613-234-8221
Executive Director:               
Robin Jackson,  613-234-8252 ext: 102     cfuwed@rogers.com
Membership Services and Communications Coordinator
Jenna Smith 613-234-8252 ext: 101       cfuwgen@rogers.com
Advocacy Coordinator:
Genevieve De Breyne-Gagnon, 613-234-8252 ext: 106    cfuwadvocacy@rogers.com
Fellowship Program Manager:

Betty Dunlop, 613-234-8252 ext: 104           fellowships@cfuw.org
Book Keeping Software Developer:

Ryszard Kowalski, 613-234-8252 ext: 107       cfuwfin@rogers.com
This electronic resource allows easy access to CFUW related websites.  We encourage you to save it to your desktop as a reference guide (Save as a document.  Right click, select “send to” and select desktop shortcut option).
1. Club Membership: http://www.cfuwmembership.org   (Check here for further data entry instruction)
This site allows you to update club executive information, record the number and type of club members, and allows you to be able to print out your invoice membership dues.  The Directory is also on the site under the “View Only” tab.  The site requires a club username and password.  If you do not know or remember yours, please email Jenna Smith in Member Services memberservices@cfuw.org.

For further instructions on how to use the Membership site, please visit: http://www.cfuw.org/en-ca/clubsandcouncils/linkstomembershipsite.
2. CFUW Member Resources:  http://www.cfuwadmin.org/
The username is: viewonly

Password is: cfuw4321               (This log in information is the same for all clubs)

This site comprises of approved and draft CFUW documents, Board minutes, material related to Annual General meetings and Archival material and information on the resolution process, including draft resolutions. Note that the Directory and other documents will download to files.

3. CFUW Advocacy: http://www.cfuw.org – Home Page.  Blue Bar lists separate sections of the website.  

Click on Advocacy/Policy, and it will take you to that section.  The left column section, “Take Action,” lists advocacy packages on adopted resolutions, current advocacy issues and action alerts, learning tools for advocacy, and other links.  All advocacy issues are listed on this page.    You can also subscribe for “Week in Review.”  Also here is a link to the Advocacy Calendar, the Policy Book, to IFUW and the United Nations Commission on the Status of Women (UNCSW). 

4. CFUW Clubs and Councils:  http://www.cfuw.org – Home Page.  Blue Bar lists separate sections of the website.

Click on Clubs and Councils.  This will give you information on publications-The Communicator, Week in Review and CFUW News and Updates.  This section also provides information on clubs, supplies, forms and manuals.

5. Additional information on the following topics, please email:

Advocacy: cfuwadvocacy@rogers.com
Resolutions:  cfuwadvocacy@rogers.com
Articles and Bylaws:  cfuwgen@rogers.com 
Club Action Newsletter: cfuwgen@rogers.com 

6.  Educational materials are available on the following CFUW websites:

Ontario Council:  http://www.cfuwontcouncil.ca/
British Columbia Council:  http://sites.google.com/site/cfuwbccouncil/
Atlantic Regional Council:  http://sites.google.com/site/cfuwatlantic/home
7. International Federation of University Women:

GWI:     www.graduatewomen.org  
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INCOMING PRESIDENT’S CHECKLIST
· Co-chair the Club’s turnover meeting – old and new executives together.  Collect any Presidential materials (including the club USB from National –  if not updated yet, get instructions for updating it) and important club documents from the previous year.  

· Meet with outgoing and incoming treasurers (at the same time) to get a current “snapshot in time” of club finances.  Ensure documents related to the job are turned over – cheque book, financial records, ledgers, etc..  The incoming treasurer should arrange the change of Club signing officers with the bank according to the club’s Constitution and By-Laws.

· Meet with incoming and outgoing membership chairs (at the same time) to discuss current position of membership numbers and membership recruitment and retention ideas and initiatives

· Update the names and positions on the club executive on the national membership site.  This information will be printed on the National Directory for the coming CFUW year.   Send this information to your RD.

· Meet with Program Committee to set and confirm program speakers and special events for the coming year

· Meet with incoming executive to plan for the coming year (early August) – executive meeting dates, review club Constitution and By-Laws so that all executive members are familiar with it, etc..

· If all executive positions have not been filled, arrange coverage of these positions with members of executive or recruit club members to cover the positions

· Contact committee chairs and interest group convenors to see if they will continue in their role for the coming year  (it should be the task of outgoing chairs and convenors to find their own replacement, not the president’s)

· Compile information for the Program Brochure (to be given out at the September meeting)

· Prepare items for September newsletter – introductory info, welcome message, etc.

· Ensure that program, current executive changes, and committee chair and convenor information is put on the Club website

· Depending when the changeover date is, make arrangements to attend the National AGM or to send a delegate in your place to represent your club.  If no one from your club can attend, provide your proxy to your RD.
EXECUTIVE COMMITTEE

· Slate of Officers is complete and voted on by the general membership 

· Establish meeting date for official transfer of information to new executive

· Executive Manual for each executive position has been updated/revised 

Content suggestions: 

Executive contact information, meeting dates, Articles/By-laws, portfolio responsibilities, communication plan, calendar, financial policies, sample forms, Insurance certificate 

· Club AGM executive reports are complete and published/shared with general membership

· Executive meeting dates and location are being arranged in cooperation with the new President 

· Required names and contact information have been updated on the National Membership website and submitted to your RD.  The new executive contact information is needed for the CFUW Directory. 
· Executive members should subscribe to the National publications.

FINANCIAL CONSIDERATIONS

· A financial review is in place for the end of the current financial year.
· A budget for the coming year has been passed at the club’s AGM

· To the extent that club funds allow, the budget should include club attendance/ representation at:

A Fall Gathering

 
3 Standing Committee Meetings (Ontario Council)

Provincial Council AGM 

National AGM

· Bank signing authority has been updated with at least 2 people to sign

· Deadline to pay membership dues has been communicated to the general membership

· A fundraising plan to support scholarships has been developed or is in place

 GENERAL MEETING PROGRAM

· General Meeting location and dates have been confirmed

· Speakers have been confirmed or are in process
· The club brochure has been created, printed and distributed or is in process

· The website has been updated

· Privacy filter regarding publication of email addresses, names and phone numbers has been applied to all public documents

· The following expression is inserted on brochures, websites, membership application forms, by-laws, newsletters, press releases, PSAs, advertisements, presentations, correspondence, and announcements: “CFUW has over 100 Clubs and is the largest affiliate of the Graduate Women International (IFUW).  

GENERAL ITEMS

· An action  plan exists to attract new members

· A membership retention plan is in place

· There is a strategy for club promotion within the community

· There is a strategy in place for community engagement

· Advocacy initiatives have been identified for consideration

· Calendar for the upcoming year has been reviewed and known events included
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Registration/Transportation

1. Registration for the AGM (online)

2. Book hotel/flight/transportation arrangements

Financial

3. If a small club (less than 50 members) apply for a “Grant for Small Clubs” from National: www.cfuw.org /Clubs and Councils/Club Resources/Forms and Manuals.

Club Involvement-Resolutions/Amendments

1.  Club discussion on resolutions.  What are the results of the club membership vote?

2.  Voting delegate (usually president) to the AGM will need to complete a credentials/proxy formto bring to the AGM.  This will give the voting delegate the required cards to vote during the business and plenary meeting at the AGM.

If a club is not sending a delegate, the credentials/proxy form will need to be completed by the club and designate who will vote on their behalf.  Instructions should be given to the voting delegate as to how to vote on behalf of the club.

Item for the AGM Boutique

1. Each attendee is asked to bring an item to be left at the Boutique/Silent Auction (if there is one at the AGM).  The boutique raises money for the Charitable Trust.

News Bulletins

1. Prior to the AGM, several news bulletins will be sent to the subscribers.  It is important to read all the bulletins if you are attending the AGM.
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