[image: image1.jpg]


Leicestershire and Rutland Federation of Women's Institutes.
Federation Office - WI House, 135 Loughborough Road, Leicester, LE4 5LQ.
Telephone: (0116) 266 1342  e-mail: wihouseleics@lrfwi.org
Guidelines for Group Secretaries and Group Treasurers.

Congratulations on your appointment as Group Secretary / Group Treasurer which will be for a term of two years. This is an important link between the County Federation and the WIs in your Group. The main responsibility of the Group Secretary and Group Treasurer is to organise the annual Group Meeting and any other social or fundraising events.

It is beneficial to visit the WIs in the group so that they can meet you and they will have faces to connect to the names. They will be pleased to see you and it will give you an opportunity to ask them for ideas.  Do contact them first. To help you function as Group Secretary and Group Treasurer, it is necessary to form a ‘Group Committee’ which should consist of two representatives from each WI, usually the president and secretary. If possible, have at least two meetings a year.

The success of the group will depend on contact and communications. Try to encourage members to join in the County Federation events, e.g. the Munro Cup, Brenda Barnett Trophy and Skittles. If enough members are interested in the competitions it may be possible to arrange ‘play-off’ tournaments within your group to decide who will represent your group in the Federation Competitions. These ‘play-offs’ are a good way for your members to meet socially. Group Secretaries that have entered teams for the county events will receive the results of the competitions.

The Group Secretary and Treasurer might consider organising outings because smaller WIs may find that they are not viable. The Group Secretary and Treasurer may be able to arrange a coach to attend various County events.

It is great fun to have group social events and this encourages members to get to know one another, and to raise money for group funds. Ask for suggestions from your WIs as to what sort of events, speakers, outings etc they would like you to organise e.g. fashion show, health forum, quiz evenings, afternoon tea, etc.

Do not be afraid to ask the WIs in your group for help or the Federation Group Co-ordinator.
Try to attend the Group Secretary and Group Treasurer meeting which is held annually at WI House. Exchanging ideas with other Group Secretaries and Group Treasurers is always useful.
From time to time issues will arise. For any major changes you propose making to the group we recommend a paper ballot of the membership.
Finance.
The Group Treasurer is responsible for all money raised by the WI’s. The financial year starts on 1 April and ends on 31 March of the following year. 
Other points to consider:
· Statements and documents should be examined annually by an independent verifier.
· Statement sheets should balance.

· Independently Examined Accounts should be submitted to WI house as soon after 
31 March as is possible. The person chosen should not have any connection with the Group Treasurer, Group Secretary or Member of the Group Committee.
· All cheques MUST be signed by two people (preferably from two different WIs).
· There should be 3 signatories registered with the bank. (Increase this number if you are rotating the Group treasurer role each year)
· All financial decisions must be recorded in your minutes showing a paper trail

· Money should not be kept as petty cash
· A copy of the Accounts should be sent to each WI within your group before the Annual Meeting.

· Copies of the Accounts should be available at the Annual Group Meeting.

· If necessary, an explanation can be put on the reverse of the statement.
Also, consider whether the WIs in your group would like to raise money to enable them to have a group bursary to attend Denman College or to buy in a travelling tutor.
Planning the group meeting.
Before the meeting.
Well in advance, hold a meeting for the representatives from your Group of WI’s where the following should be decided.
1. Select a speaker who would be financially difficult for a single WI to afford. 
2. How many visitors from each WI can be invited? This is usually determined by the size of the hall and fire regulations.
3. Discuss the cost of the entrance fee, if necessary, calculate a mini budget, add up the cost of speaker, Hall, flowers, food etc and divide by the number of visitors expected. Try to limit expenditure on refreshments so that the overall cost is not excessive. This should not be a fund raiser only a social meeting.
4. Organise the thanks to the hostess WI and speaker. This can be done on a rota system which means that every WI has a turn
5. Decide whether to have a raffle and how the prizes are to be provided. Ask if the hostess WI would like any help from another WI to sell raffle tickets. Proceeds from this should be handed to the Group Treasurer at the end of the evening.
6. Discuss ideas for a competition or exhibition.
7. Discuss the entertainment or social time. If the speaker is expensive and is prepared to speak for longer it may be omitted altogether.
8. Decide whether to have a Shop Box (selling WI goods) from WI House. (Book this well in advance). This will be provided on a ‘sale or return’ basis. Ask for someone to be responsible for the collection and return to WI House and for displaying and selling at the Group Meeting.

9. A Group Meeting agenda can be provided by WI House. All the paperwork for group meetings is available on the L&RFWI website. Click on Federation Downloads and a list appears on the screen. Look for GROUP FORMS. Just follow the easy directions, the documents can be personalised for your own use. Give one to each WI with the appropriate portions filled in. The WI can then fill in the competition or exhibition and number of visitors invited after they have been decided. A telephone number of a contact in the hostess WI should be added so that attendance numbers can be confirmed by each individual WI prior to the meeting.
10. Discuss with the Group Committee how the minutes from the previous year's Group Meeting are to be presented. Circulate the previous year’s minutes to all the WIs and ask for amendments before the meeting. If none are received the minutes can be signed as read at the Group Meeting.
The Hostess WI.
· Collection of the agreed entrance money is the responsibility of the Hostess WI.
· Advance sale of tickets is useful so that attendance numbers can be confirmed by each individual WI prior to the meeting. 

· The Group Treasurer will collect the ticket money from the Hostess WI together with the bills for payment at the end of the evening.

· The President of the Hostess WI will chair the meeting and introduce the speakers.

· The Hostess WI is responsible for the entertainment, unless it is to be paid for out of group funds which must be agreed beforehand by all the WI’s. 
Two weeks before the meeting.
· Send your speaker a reminder with directions to the hall, (include postcode for sat-nav users) and an agenda. The Group Secretary will be notified by WI house of the County visitor.  The same agenda and directions should also be sent to her.

Two weeks before the meeting. Cont:
· Contact the President of the Hostess WI to check the arrangements and go through the agenda. Also, pass on any background information on the County visitor and the speaker so that the introductions are more interesting.
At the meeting.
· The Group Secretary is responsible for taking the minutes and arranging the platform, usually this consists of the President, Group Secretary, the County visitor and Group Treasurer. It will be helpful to sit next to the president. The minutes of the last group meeting should have any amendments made, can then be signed by the President of the Hostess WI. 
· The Group Treasurer should give a short account of the Independently Examined Accounts and any questions that have been raised beforehand by the WI members should be addressed at this time. 
· The Hostess WI for the following year will confirm date and venue of the Group Meeting.
· The Treasurer will have payment ready for the speaker in an envelope.
· After the entertainment, [see point 7 under ‘Before the meeting’] the Group Secretary will ask the prearranged WI to give the thanks to the Hostess WI.

· The President will then close the meeting.
After the meeting.
1. The Group Secretary will write up the minutes of the meeting.

2. The Group Secretary fills in and returns the report to WI House. It is important to pass on the date of the next group meeting to the Federation.
3. The Group Treasurer should bank the proceeds as soon as possible.
4. Follow up any suggestions from the committee meeting for ideas for next year's speaker or refer to the list of recommended speakers available from WI House. 
5. The Group Committee should be convened /informed of the speaker and all details ratified, before being booked by the Group Secretary.
6. After consultation with the Treasurer that sufficient funds will be available, the speaker is booked by the Group Secretary, in writing, with details of the fee and expenses confirmed. Give the speaker an estimate of numbers attending and the time allocation.
If you need more information or advice please contact your group coordinator,

Anne Fullagar on 01455212340, 07519201638 and  annefullagar@lrfwi.org or 
WI House 
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