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Women of Visionary Influence

WOVI, Inc.
Policies, Procedures and Guidelines

Mission Statement

WOVI, Incorporated develops programs and activities designed to lead, educate and mentor women.

Through our membership, charitable contributions and corporate benefactors, we provide mentoring and leadership to members and to women in the community.

Vision Statement

WOVI, Incorporated, through outreach, collaboration and expansion, provides for the individual development of women globally.

Values Statement

Through encouragement, genuine respect and inclusiveness, we celebrate self and others

Basic Premises

Mentoring

Each member is assigned a mentor. Each member mentors another member. 

Education

The programs are educational and motivational presented by speakers whose expertise is of interest and value to women. 

Leadership

Leadership development is provided through training, special WOVI events, and the practical experience of serving the organization.

Policies, Procedures and Guidelines elaborate on and clarify WOVI By-laws, mission, vision and purpose in order to simplify the efforts of the Chapters and leaders.
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Introduction and Overview


WOVI, Inc. is a nonprofit organization as defined by section 501(c)(3) of the Internal Revenue Service code.  WOVI chapters are organized affiliates of WOVI, Inc. and, as long as the fundamental mission and activities take place and income limits apply, are eligible for nonprofit status as granted by the IRS.  

What does being nonprofit mean?  It means our finances are handled in such a way that no individual stakeholder profits from it; only the organization itself and our members reap the benefits of our mission, structure, and financial responsibility.  Our IRS determination as a tax-exempt nonprofit specifies the activities we can participate in and the things we cannot do.  WOVI, Inc. is a nonprofit because we are charitable and educational in nature.  


As a charitable entity, we devote our funds, resources, and purpose to those needing a particular service—in this case—mentoring and leadership development.  We spend our time and money on providing opportunities that are not met in other environments and not met particularly for women.


Being an educational entity means we provide a particular service, the dispensing of information and training designed to help our leaders and all of our chapters’ members and guests be successful in everything we do.  As a 501(c)(3) organization, donations to WOVI, Inc. are considered tax-deductible; therefore, we solicit and encourage donors and sponsors of our activities.


WOVI’s role is not to help us grow our individual businesses—although that may be a by-product of what we do—nor do we grow and promote a particular kind of business or businesses in a particular area or region.  We are not a business league, career development group, or social club.  WOVI, Inc. cannot participate in political activities.  We are not here to network—we are here to mentor.  Be aware of that as you come to meetings, invite others to meetings, and, as leaders, plan your meetings.  


It is vital that our relationships and resources with WOVI and WOVI women be used to further mentoring, leadership, and education—and not to grow or enhance our or someone else’s particular business.  Yes, we do encourage business with WOVI women but again, that is not our collective mission.  


The executive board of WOVI has addressed various individual requests to utilize our members’ contact information to send advertising and solicitations.  Time and time again, we refuse in order to respect our members’ privacy AND to protect our nonprofit status and purpose.  We are not a networking, advertising or marketing channel to inundate our members and guests with sales pitches and promotions.  We can be proud of what we can and do offer to one another as fellow mentors, educators, and leaders.


We want each member to be a success—and that is defined personally and uniquely by each of us—the women we are meant to be.  As leaders of the organization, we want to be successful in our roles within WOVI.  While adding our own expertise and finesse, there are established guidelines to define and gauge our success as WOVI leaders.


Uniformity is a good word and does not mean cookie-cutter chapters with everyone concentrating on the same issues at the same time in the same manner.  But the plan is for the leadership and everyone who attends WOVI events, to leave with the same feelings—acceptance, respect, encouragement, and celebration.  These are our very values—what we realize as valuable and important.  Other feelings result—camaraderie when others are invited and encouraged to become involved, motivation to mentor someone, and satisfaction and delight in allowing oneself to be mentored by someone else.


Uniformity and standards mean, when we come together as WOVI women, we will do WOVI things in WOVI ways.  These include, but are not limited to, monthly meetings with a presentation (speaker/panel/discussions) and a MentoRing© exercise.  Also, members are provided with a mentor AND mentor another member outside of the regular meeting.  These are our core activities.


A WOVI vocabulary has developed that is consistent.  We are actually WOVI, Inc.; that is our legal name.  “Women of visionary influence” simply describes who we are and what we do.


Because we first met and sat at round tables, there are a lot of RINGS in WOVI.  We have a MentoRing© exercise at every meeting.  It’s not a mentoring ring—it’s a MentoRing.  We have InterestRings© (I-Rings for short)—various subgroups meeting off-site from the chapter monthly meetings that address particular issues and interests.  Current InterestRings include the EmpoweRing, ArtistsRing, SpeakersRing, and WritersRing, with expansion and new locations on the horizon.


When someone is being mentored, they are the mentee.  When you are the Member Spotlight at a meeting, it gives us a chance to focus on you, learn more about you, cultivate your leadership traits, be amazed and inspired by you, help you, congratulate you, etc.  A member-to-member table at regular meetings allows members (only) to present materials of interest to others without jeopardizing our nonprofit status.  WOVI Moments are times to share things that would not have occurred had it not been for WOVI, and should be on the agenda of any meeting—board or public.


We have an Annual Conference for Women and a time-honored Mentor Recognition Luncheon allowing training and acknowledgement for mentors—past, present, and future.  We have only women speakers—with an occasional male thrown in, sometimes by accident—because, as our founder Pauline Shirley stated, “There is no topic of interest that cannot be addressed by a woman.”  We are women and that is who we focus on—for our own benefit and to cultivate leadership and fulfill our mission.


Dues are the same for all members.  Board requirements and qualifications are universal.  Monthly meetings with appropriate presenters are essential.  Regular board meetings are required.  We can attend any WOVI meeting in any location and be assured and proud that we will be exposed to the same benefits.  


And speaking of consistency and standards, we KEEP hearing, from guests after their first meeting, “This group is like no other.”  These attendees always allude to the warmth and camaraderie they feel during the regular monthly WOVI chapter meetings.  The comments, feelings, and actions speak to our quality and standards set in place in 2001, then fine-tuned and expanded since.  Our consistency and standards also speak to the high quality of women that WOVI attracts.


Leaders are encouraged to refer to Chapter Bylaws, the Chapter Leadership Resource Book, and these Policies, Procedures, & Guidelines.  The following pages are current policies presented to our chapter leadership teams to assist in the day-to-day fulfillment of the mission and vision of WOVI, Inc.  They are a supplement to our individual wisdom, team leadership, and cumulative experience and are, therefore, a work-in-progress.  Feedback and input are continually requested. 

General Nonprofit Status

Use of WOVI Contact Information


As a nonprofit organization, we cannot use our resources to promote or enhance the success of businesses.  The address, phone, fax, or email lists administered by WOVI, Inc. or any of its affiliated chapters, or any other list maintained by WOVI, Inc., will only be used to take care of WOVI business and disseminate WOVI information.  


Our lists cannot be used to send out general messages of advertisement or support of a particular business, commercial, or political activity.  Use of our lists (street addresses, telephone numbers, fax numbers, or email addresses) for profitable promotions jeopardizes our nonprofit status.  Additionally, WOVI, Inc. or any of its affiliated chapters must not sell or distribute member contact information to any outside person or organization.


Our members are allowed to gather contact information from one another and seek individual approval to send information.  Our members’ contact information can be used for:

· Monthly meeting announcements

· By designated committee chair and
· Approved by chapter president

· Conference/Event announcements

· Approved by WOVI, Inc.

· Chapter newsletters (mail or email)

· Contacting members for inclusion in a WOVI activity or committee


Individual, business-related information, whether by fax, mail, or email, cannot be sent as a general communication to all members of WOVI.  Any communication must provide an expedient way to express a lack of interest or to deny further contact.  Check with WOVI, Inc. for further details and please request approval or advice when sending out any general communication.

Political Activity


As a 501(c)(3) organization, WOVI, Inc. and its affiliated chapters are not allowed to engage in political activity.  The IRS regulation specifically prohibits endorsement of candidates, whether written or oral and therefore we may not publish or distribute anything (for or against) regarding a candidate for public office.  Attendees may speak individually to one another but no general announcement or publications can be allowed.


While it may be advantageous to remind meeting attendees of upcoming elections and issues, anything other than a general nonpartisan reference can nullify our nonprofit status.  Individual members can wear pins, etc. to promote a particular party, candidate, or issue, but officers or meeting facilitators will be prohibited from wearing such political promotional items at WOVI meetings and events.  For additional information on approved activities see IRS Revenue Ruling 2007-41 at www.irs.gov.

Donations and Proceeds to WOVI, Inc.


Donations and sponsorships to WOVI, Inc. are generally tax-deductible.  Dues, purchases of donated items, and meeting expenses may qualify as a business expense, but do not qualify as donations as the donor is getting something of value in return.


Generally, an official receipt for all donations should be provided or forwarded to the donor in a timely manner.  Any donation of $250 or more requires a written acknowledgement as soon as possible or no later than the file date of the donor’s tax return.  IRS regulations also require that a receipt or “written disclosure statement” be provided for any amount of $75 or more of a quid pro quo (this for that) payment; the amount of the value of the item must be listed as well as the amount over and above that could qualify for a charitable donation.  A general receipt document is available from WOVI, Inc.  Always refer questions to one’s tax preparer or accountant.


Sponsorships of meetings and events of WOVI, Inc. or its affiliated chapters are encouraged.  Prior approval is required to allow for

1) Adequate notification of membership

2) Set-up time for documents, media, presentations, web site, etc.

3) Conflict of interest with other potential event sponsors

4) Appropriateness of sponsor to the mission of WOVI, Inc.


Sale of items by members at meetings of WOVI, Inc. or its affiliated chapters may be allowed if mutually beneficial.  Prior approval is required and a fee or portion of the sales must be forwarded to WOVI, Inc., the chapter holding the meeting, or an approved outside organization as previously determined by the leadership.  (See Funding and Sponsorship of Other Organizations.)

Promotion or Advertisement of Organizations other than WOVI

1) Distribution of information through the WOVI, Inc. and chapter distribution lists via email or the postal service is strictly limited to the business of WOVI, Inc. and chapter events. 

2) No reference to the WOVI name, logo, or its membership can be used without prior approval of WOVI, Inc.

3) Any announcement or advertisement at a chapter meeting or other WOVI event by a member for special interests can be made available to the membership only at the request of individual members.  Information cannot be distributed to all present but can be left in a specific place for members to take voluntarily.  Chapter presidents or the presiding officer of the meeting must be notified prior to the meeting to determine whether there is time on the agenda for the announcement. 

4) In guest introductions, please ask guests to restrict their introductions to name, what brought you to WOVI, who invited you to the meeting, and profession. 

Funding and Sponsorship of other Organizations


Regarding support of other organizations:  WOVI’s purpose is to serve our membership through the mission, vision, and values.  All decisions regarding support of outside organizations shall be based on the following:

1) WOVI’s nonprofit status;

2) Full chapter board’s approval; and

3) The internal mentoring program is successful and complete, and is meeting the needs of the chapter’s members.

Membership

Membership Application Requirements:

· Completion of form

· Payment required when application is completed or will not be processed, counted, or added to database

· Can add or update mentor contributions and needs at later date

· Membership is open to women 18 years of age or older

· Males can attend meetings but cannot join

· It is the member’s responsibility to notify the chapter and/or the executive board of WOVI, Inc. of any changes to her contact information

· Chapter officers will forward any changes in membership information to WOVI, Inc. immediately upon receipt.

Membership Benefits

New members will receive a WOVI pin and Member Handbook.  Any WOVI chapter member may attend any and all functions of any visited chapter at the member rate, if applicable.  Proof of membership may be required.  All members are offered the opportunity to receive a mentor and to be a mentor.  Refer to Services Provided to Chapters section of these policies for additional benefits.

Full member benefits, including voting privileges, will occur upon receipt and processing by WOVI, Inc. of application and payment from chapter or member.

Changes in Chapter Membership

If a regular member wishes to transfer membership to a new city or location with a chapter and time is remaining on the dues cycle, member must notify original chapter president in writing (mail or email is acceptable) who will verify member status to the new chapter president.  Member is still considered active and does not need to renew with the new chapter.  Portion of dues remains with original chapter.

If a regular member moves and visits a chapter in a new city or location in January or July, dues renewal is paid to the new chapter and regular member benefits apply.  Portion of dues is sent to WOVI, Inc. and the rest remains with the new chapter.

Membership-at-Large


In order to allow all women access to WOVI, Inc. and the benefits of membership despite scheduling or location, women may join as members-at-large.  So that there will not be a decrease in funding for local chapters, applications for members-at-large will be considered by WOVI, Inc. on a case-by-case basis.  If approved, dues will be paid in full to WOVI, Inc. with no portion going to any chapter.  Notice of at-large members will be given to all chapters.  Prior to notification, chapter officers may determine appropriate meetings fees at their discretion.


Since members-at-large are not affiliated with any specific chapter, they are not allowed to vote at any annual meeting of any chapter, nor be a part of any chapter’s mentor-mentee process.  Members-at-large will have access to available WOVI activities, will receive WOVI publications and information, have the opportunity to support WOVI charitable and educational events, and are expected to serve as spokeswomen for WOVI, encourage membership, and promote mentors for women.

Upon proof or verification of membership, the following will apply:

The approved member-at-large

1) may attend any monthly meeting of any chapter at the discounted member rate, if applicable;

2) may attend InterestRings™ or special events put on by any WOVI chapter;

3) may attend the Annual Conference at the discounted member rate, if applicable;

4) will receive a Membership Handbook and other new member materials; and

5) will have access to a listing of WOVI, Inc. chapters for assistance in locating meeting times and places.

Membership Record Process for Chapter Board

1a) Forward original, legible application to WOVI, Inc. with check for dues portion owed and Funds Transmittal Report, or

1b) Forward original, legible application to WOVI, Inc. with credit card information for dues and Funds Transmittal Report; dues portion to chapter will be forwarded after the close of the month.

2) Copies of applications received directly by WOVI, Inc. will be forwarded with the dues portion to the chapter president after the close of each month.

3) Distribute copy of application to Vice President for Mentoring and other committee directors or chairs as indicated on form.

Dues, Renewal, and Collection Policy


All prospective members will pay an initial rate of $50 for a six-month period.  Semi-annual dues cover periods from January through June or July through December depending on date on the application.  Those who join within the last three months of the six-month cycle will pay a prorated amount of 50% ($25) for the next six-month period only.


In order to offer an appropriate time to renew, members in good standing may attend the January or July chapter meeting at the discounted member rate.  Those who attend the February or August monthly chapter meeting and have unpaid dues will have the option of renewing their dues along with meeting payment at member rate or paying for the meeting at the guest rate.


Dues renewal notices will be sent to all members in good standing, with completed applications and up-to-date addresses, by WOVI, Inc. in December and June for semi-annual renewals.  The chapter is expected to follow-up as appropriate to encourage members to renew in a timely manner.  WOVI, Inc. portion of the dues must be forwarded within 30 days of receipt of funds as stated in the Financial Reporting Policy.


For payment of dues by MasterCard or Visa credit or debit cards, transaction information and Funds Transmittal Report must be forwarded to WOVI, Inc. within one week of receipt for processing.  It is important to do this in a manner that assures the confidentiality of the information provided.  After the close of each month, chapter portion of the dues will be forwarded via check.  A statement will accompany the check and reflect the figures and members’ names, along with a copy of the new member application, if necessary.  Any discrepancies in the figures must be made within 30 days of receipt by the chapter.

Chapters, Board of Directors, and Finance

Basics for Chartering a New Chapter

· Minimum of ten members with completed applications and dues payments

· Minimum of five officers:  President, First Vice President, Second Vice President, Vice President for Administration (Secretary), and Vice President for Finance (Treasurer)

· Officers will be appointed by a majority vote of initial group of potential chapter members until officers are elected by the current, paid membership in attendance at the annual meeting.

As a summary, the Chapter Start-Up Application requires the following:

· Completed application

· Reports from start-up meetings

· Information regarding launch meetings (minimum of 2 required)

· Information regarding next three proposed meetings (refer to Chapter Standards on Chapter Leadership Resource Book)

· Proposed leadership team information and contact information

Additionally, the leadership team must provide the following:

· Ideas for advertising to new and target market

· Planned location, meeting times

· Information for WOVI web site


It may be determined that each member of the group should donate funds to assist in starting the chapter.  Start-up funds, other than dues, if applicable, must be an equal amount for all donors.  These funds (all or part) can be reimbursed at a later date and must be distributed in an equal amount to all original donors.


The decision of WOVI, Inc. will be forwarded in writing and an official certification of charter, if applicable, will be sent to the chapter president or current presiding officer within one month of receipt of application.  It is up to the newly appointed officers to follow-up with the executive board of WOVI, Inc. for any necessary officer training prior to the Leadership Summit at the annual conference.

Chapter Board Meetings


A quorum for a board meeting is a majority of all board members (executive committee plus all other vice presidents.)  A minimum of one meeting per month is required to oversee all chapter functions and proceedings.  If determined by a majority vote of the board, meetings can take place via conference call with the following limitations:

1) The first meeting in January year shall be face-to-face.

2) The transition meeting for the newly-elected officers shall be face-to-face and no later than November.

3) In addition to the January and transition board meetings, at least one meeting per quarter shall be face-to-face.


On rare occasions, urgent decisions of the board may be made via conference phone calls, as long as all members have been notified and a quorum of board members is included in the call.  A consensus on an urgent matter or transaction may take place via email if all members of the board are allowed to respond and the final decision is sent to all board members; however, a motion must be made, seconded, and approved at the next board meeting to be recorded in the official minutes to ratify the decision; otherwise, the decision is rescinded.  Additionally, though not expedient, if not all board members have access to email, voting can take place via mail, with the decision not taking place until all have returned a signed motion.

Officer Elections


Currently, the annual meeting is in September of each year and is basically the only time the general members vote.  (See Officer Vacancies for possible voting exception.)  The nominating committee for new officers is, therefore, appointed in July and reports in August.  Officers are elected is by a majority vote of active members in good standing and present at the time of the election at the annual meeting.  If more than one candidate is nominated, vote will be by ballot; otherwise the slate of officers can be presented and voted on as a whole.  It is recommended that ballots, if used, be destroyed immediately after the meeting.


The new officers are required to attend the Leadership Summit during the annual conference.  The transition meeting should be no later than November.  Refer to the Chapter Leadership Resource Book for officer responsibilities.

General Officer Expectations


Officers are required to attend monthly board meetings and be active in the planning and execution of the monthly public meetings.  Attendance at or valuable input prior to monthly meetings are required of appointed committee chairs.


In the absence or termination of the president, the chain of command is in the following order: First Vice President, Second Vice President, Vice President Administration, and Vice President Finance.


An officer may be asked to resign after missing more than three board meetings and/or three public meetings during her term.  A written resignation is expected; email is acceptable.  If she refuses, the board, by majority vote, may recommend termination and the presiding officer will contact the officer in question for final discussion and appeal.  At the next board meeting, a vote by the board is taken and a new officer is appointed per Article 4, Section 6 of the Bylaws.

Officer Vacancies


The bylaws cover the general termination or resignation of officers.  Should the office of the President be vacated, either by resignation or termination, the First Vice President shall assume the role until either a replacement is 1) appointed after approval by a majority of the board, if less than one-half of the term is left, or 2) elected by a majority of the members at the second meeting after the vacated role, if one-half or more of the term is left.  If three months or less of the term remains, the First Vice President may assume the role, with board approval, until the regular election at the annual meeting.

Important follow-up regarding any officer change:

· Notify WOVI, Inc. immediately for new badges, web site updates, etc.

· Obtain copy of Chapter Leadership Resource Book and other pertinent forms

· Delete former officer, if applicable, from bank account

· Add new officer, if applicable, to bank account

Parliamentary Procedures


Standard parliamentary procedures should be followed at all board meetings.  Minutes are to be recorded for any meeting with a quorum in attendance.  The minutes should minimally cover any motions voted on, whether approved or not.  A copy of the financial report, signed by the Vice President Finance, should always be included with the minutes.  The chapter officers shall approve the agendas, topics, or presenters for any monthly meeting or special event.  

Finance


The annual budget of each chapter shall be voted on and a copy forwarded to WOVI, Inc. by the end of February of each year.  Until the annual budget is approved, funds spent must be voted on and approved prior to expenditure.


Open bank account within two months after application is approved or provisional approval to begin a chapter has been authorized by the executive board of WOVI, Inc.  Fiduciary responsibility of the chapter belongs to the executive committee:  President, First Vice President, Second Vice President, Vice President Administration, and Vice President Finance.  The account must meet the requirements for nonprofit organizations set by the bank of their choosing.  All five of the executive committee shall be on the bank signature card, with a minimum of three at all times.  Two signatures are required on all checks.  Be sure to delete any changes to officers as soon as possible or no later than one month after the change.


At the conclusion of each fiscal year (January to December), the following financial reports are to be submitted to WOVI, Inc. for audit and IRS reporting, as well as for the chapter’s historical and financial records:

· Balance Sheet

· Profit & Loss Statement

· List of programs, presenters, and contact information

· List of mentor-mentee connections

· IRS Form 990-N

· Other as desired or requested


Additional documents needed for audit (to be returned to the chapter):

· Checkbook register

· Copy of bank statements

Financial Reporting Policy


The following financial reporting policy for all chapters, for review by WOVI, Inc. is as follows:

· Monthly Activity Report

· All monies owed to WOVI, Inc. for dues must be submitted to WOVI, Inc. within 30 days of receipt.

· All monies owed to chapter by WOVI, Inc. will be forwarded after the close of each month.

The following is a sample financial statement that includes required items.  This is to be used by the chapter at board meetings and a copy forwarded to WOVI, Inc. within 30 days of each monthly meeting as stated above.

WOVI-Sample Chapter

January 20XX

Financial Statement

Previous amount



$__________

(as of MM/DD/YYYY)

Income:


Dues



New



$__________



Renewals


$__________


Meeting Income






Members


$__________



Guests


$__________



Other



$__________


Donations



$__________


Sponsors



$__________


Fund Raisers



$__________




TOTAL:




$__________

Expenses:


WOVI, Inc. Dues Portion

$__________


Meeting Costs


$__________


Budgeted items


$__________




TOTAL:




$__________

Current amount as of MM/DD/YYYY



$__________

Respectfully submitted,

Signature and name of VP-Finance

Other Reports and Documents as needed:

· Officer elections at the annual meeting (ASAP for inclusion in October conference)

· Copy of annual audit report (no later than March 1)

· Annual approved budget (no later than March 1)

· Special event attendance records and feedback

· Special fund-raising events figures

· Changes in leadership (for web site update, name-badge orders, etc.)

· Requests for promotional items, handbooks, WOVI charms, speaker awards, etc.

· Copies of any items in local media

· List of donations received

· Donations/scholarships disbursed

· InterestRing attendance and feedback

Dissolution of Chapters


A chapter of WOVI, Inc. may discontinue operation by one or more of the following determinations:  vote of current, active members of the chapter; cessation of membership; or by decision of the executive board of WOVI, Inc.  Upon notice in writing of the dissolution of the chapter, the executive board of WOVI, Inc. shall notify members of the former chapter, other chapters, and any required governmental entities.  The balance of any remaining funds will be forwarded by check or bank draft to WOVI, Inc.


Current members in good standing of dissolved chapters can

· become a member-at-large, or 

· transfer remaining membership to another chapter; however, no remaining dues will be forwarded to the new chapter.

Activities

Mentoring Activities


WOVI, Inc. is dedicated to the provision of mentors and mentees for all members and to the education of the mentoring process.  It is vital, therefore, for the individual chapters to encourage and motivate creativity and opportunity for mentoring and mentor training.  With coaching, guidance and approval by WOVI, Inc., chapters are allowed to utilize appropriate methods and resources while maintaining the integrity and traditions of WOVI.  


Mentor-mentee connections within the chapter are of paramount importance.  The process is ongoing as new members are added and the three-month initial period ends.  New connections shall be assigned by the mentoring chair within three months of new member joining or member request.


Current approved activities include a MentoRing© exercise at monthly chapter meetings and events and various, local InterestRings©.  Less regular opportunities exist at designated mentor training sessions or seminars, structured time at monthly meetings, and new member orientation.  Other methods may be added as appropriate; prior approval is required. 

MentoRing©


WOVI, Inc. founder, Pauline Shirley, developed the MentoRing©, a practical exercise offering input and feedback to participants in small groups.  The purpose is to allow additional insight to problems and situations that all women face though with individual needs and repercussions.  Maintenance of confidentiality and courtesy are paramount to the success and value of the MentoRing.  Following the directions and time constraints on the provided MentoRing form, remarks are to be honest and informative, yet positive and supportive.


Templates of MentoRings are provided by WOVI, Inc. for copying and distribution by the chapter.  It is recommended they be requested at least one month prior to being utilized and that the exercises coordinate with the monthly meeting theme or speaker/panel topic.  Additional topics may be suggested and added with prior approval as may meet the needs of the individual chapter’s members.

InterestRings ©


In addition to monthly meetings, WOVI chapters have developed common interest groups led by members for those desiring help or enlightenment in specific areas.  The regularly-scheduled subgroups, called InterestRings© (also called I-Rings), highlight a multitude of interests, concerns, or pursuits.  Examples include I-Rings in the arts, fashion, writing, oral skills, and mentoring of leadership roles and skills, etc.  WOVI’s nonprofit 501 (c)(3) status prevents us from being or offering networking groups that serve to promote the businesses of members. 

Suggestions of new or additional InterestRings by local chapters must be submitted in writing for approval by WOVI, Inc. and prior to initial meeting.  Upon determination that the I-Ring is of value and appropriate for the membership and mission of WOVI, Inc., the parent organization shall notify the chapter of approval and proceed with appropriate promotion on the web site, to other chapters, etc.


Membership in WOVI includes participation in any or all InterestRings.  Guests may attend an I-Ring two times without joining.  After two free visits, it can be determined that sufficient benefits of WOVI have been received and the guest will be required to join at the current semi-annual rate to continue participation.

Events for Members


Standard meetings for WOVI chapters include monthly meetings and approved InterestRings.  Generally, other organization-wide events will be coordinated by WOVI, Inc.  These include such things as fund-raising events for the parent organization, silent auctions at multi-chapter events, special members-only events, officer training, leadership training, and others as deemed appropriate to promote the mission, vision, and values of WOVI, Inc.  


Chapters are encouraged to provide special events for their individual members and invited guests.  A written proposal must be presented through the chapter president for the executive board’s consideration and must contain the following:

1) Specifics about the event or service;

2) A statement of the value of the event/service to the chapter members and WOVI;

3) A statement explaining how the event/service supports the mission, vision, & values of WOVI; and

4) Information about how the event/service will be implemented and administered so that the chapter meets its fiduciary responsibilities to its members.

Chapter Programs


It is very important to keep in mind the purpose of the programs and the important role they play in fulfilling the organization’s mission.  The monthly meetings’ agendas should be established and determined with input from members and decided on by a majority vote of the chapter’s board of directors.  Preparation of the information to be posted on the web site coordinates with other promotion of the chapter meeting to members, guests, and the media.  

To that end, each monthly meeting should include, but not be limited to, the 
following:


MentoRing© exercise, preferably coordinated with meeting topic 



Speaker(s) addressing a topic of common interest to the members


WOVI moments


Appropriate greeting and interaction, including welcoming of guests


Membership information and opportunity


Recognition of new members


Member spotlight


Announcements of InterestRings and upcoming WOVI events

Other meeting elements that add to the effectiveness of the meeting, but may not be necessary or appropriate at every event, may include:


New member orientation


Time for mentors and mentees to connect


Committee reports


Appointment and report of nominating committee


Election of new officers


Door prizes and/or activities that add to meeting ambiance and 
involvement of attendees 

WOVI Guidelines for Information Promoting Program/Speaker on the WOVI Website and in the Media
 


Preparing the information to be posted on the website also prepares the promotion of your meetings to your members, guests and the media.  It is very important to keep in mind the purpose of the programs and the important role they play in fulfilling the organization’s mission and purpose.

IMPORTANT: Be sure to obtain approval of the chapter president or designated officer prior to submission.  This assures there are no errors and allows final editing.  It is important to exhibit a high level of professionalism in all public relations activities.

 

Posting to Website

Information should be forwarded three weeks prior to the meeting in order to get adequate exposure.

Purpose of the Monthly Speaker/Program

1.      To educate our members and guests.

2.      To attract guests and members to the meetings.

3.      To uphold the professionalism of our organization.

4.      To fulfill the mission and vision of our organization.

First Things First

Answer These Questions When Selecting a Presenter or Topic
1.      Is this a topic of general interest and appeal to women?

2.      Does the presenter have obvious credibility and knowledge of the topic?

3.      Will this topic and presenter attract guests to your meeting?

4.      Are you excited about the topic and motivated to invite guests?

Second

When Preparing Information to Promote Presenter and Presentation, Answer These Questions
1.      Why this speaker?

2.      Why this topic?

3.      Why this topic for this particular meeting?

4.      Why this speaker and topic for this audience and potential audience of 
women?

Third

Information That Makes Effective Promotion

1.      Photo of presenter (in electronic format or downloadable from presenter’s 
website.  Please include presenter’s website address if available.)

2.      Short biographical information written and ready to be posted without editing.

3.      No more than 100 words, preferably between 50 and 100 words.

4.      Bio should emphasize speaker’s knowledge and credibility on the topic.

5.      Brief summary of presentation. 

6.      Summary should focus on benefits to audience

    · What will they learn?

    · What will they take away?

    · What they will do as a result of hearing the presenter?

· How will the information affect them professionally and/or personally?

Punch It Up!

Promotions deserve, require and demand punch!  Eliminate passive voice in your writing.  Use action verbs and colorful words that paint pictures in the reader’s mind.  An exciting message creates energy.  Clearly express the benefit to the participants.  Remember, you are writing a promotional advertisement or a marketing piece rather than a news article.

 


Be specific in your requirements of the speaker.  For example, request a short bio and brief explanation of their program.  Give them a time frame in which to provide you with this information.  Also provide them information on the audience and event and be sure to include topic and time constraints.

General Policies

Services Provided to Chapters


In addition to mentoring officers and members, leadership training, counsel, recognition, and awards, WOVI, Inc., as the parent organization, provides the following items and services to chapters.

Basic Services 

New Member Handbook 

Membership pin for new members 

Chapter membership list to presidents (electronic version, 2 per year)

Data base maintenance
Website page(s) 

Website maintenance 

Dues reminder notices to all members semiannually (in June and December)
New Chapter Start-up Kit 

Leadership Resource Books, annually (one per Board member) 

By-laws 

Brochures 

MentoRing exercises

Operational Items (Available for purchase) 

Speaker Gifts 

Awards 

Charm Bracelets

Charms (new version annually)

Promotional Items Available Now 

 

Mandala post cards 



 

Duplicate pins 






WOVI charms 






Charm bracelets 

Logo Use


The official, trademarked WOVI name and logo will be used on all documents from WOVI, Inc. and distributed to chapters for chapter use, and shall include: report forms, signage, stationery, business cards, nametags, MentoRing © exercises, and other approved documents or items.  Chapters shall request permission from WOVI, Inc. prior to printing and distributing the WOVI name or logo on any other documents, items, signage, media, web sites, etc.

Approved Vendors


Any and all vendors, used for any purpose and paid for by WOVI, Inc. or any affiliated chapter, for products or services must be approved in advance.  The selection process must be fair, unbiased, without preferential treatment due to status, office or relationship, except for preference to a woman or woman-owned business, and with fiduciary responsibility a priority.  If the vendor selected provides products or services that are apparent and obvious to the membership or event participants, information regarding the purpose and results of the vendor are to be clearly announced, in advance, to all, with appropriate follow-up as required.

Prior Approval Required

As a summary, here is a list of items that require prior approval:

1) Use of logo on printed stationery and/or promotional items

2) Marketing of other organizations

3) Additional InterestRings

4) Change in regular monthly meeting time

5) Change in meeting fees charged to members and guests

6) Male speakers

7) Chapter composed MentoRing (submit to Pauline Shirley)

8) Request for member-at-large

9) Others as appropriate
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