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Dear Director:

Congrarulutions on being clected District Directar of your District. You will be installed at the
spang WVGCI Convention in an odd numbered yesr. Normall ¥, this is done by our National Garden Club
President and you become a member of WVGC] Board of Directors - helping to shape our organization.
Officlally, you do NOT take office unti! our National President Is installed, usuzlly |n May - but vour
duties begin carlier!! Remember the enfire structure of WYGCI is based on the Districts, Councils and
Clubs working togcther.

Now, just where do you begin and how do you go ahout the task of leading vour District for the
neXt two vears? What tools are gvailable 1o you? Between the Hme of vour clection and the spring
mstallation Convention, you should choose an assistant, il your district did not clect un assistant for you

Preferably, someone that would be able 1o follow vou in two years as Director. You should also become
f=millar with the WVGCT Handbhook and a!l information passed on to you by the outgoing District
Director,

If possible, but have in mind adate and a place for your Fall District Mesting PRIOR to your firs:
State Convention as incoming District Director, where ¥ou'll be installed. This must, of course be
confirmed with the new State President,
required
FIRST = You, Your Assistant and Outgoing Dircctor will attend the District Director Transition

Meeting o be held the day before the stany of the Annual WVGCI Convention.
Attend the WVGCI Convention and be [nstallad,

You and vour Assistant will attend the st WVGCT Board mceting of the pew
Administration.

Have a short Bio and Pleture of yourself and Assistant that can be published in
WV Garder News and W rrden club.com.

Club Presideats Reports as well as Club Membership Duues Reports for each elub in
your District wlll be given to you ns well ns current files from your District Director.
Share the date and place of your Fall District Mecting. if possiblc.

SECOND - Arthe new Board Meeting you will be given the National President’s Theme, the
South Atlantic Director’s Theme as well a3 the gew State President's Theme, if
available. Should you desire a theme for your District - please do so! You will receive,
during the following months, the updated National, Regional and State Awards [ists.
You might like to offer District Awards or hava g District Project for your clubs 1o
participate in.

THIRD - If possible, make ploms to nttend at least one other District meaetng in the Fall to see
bow another District, as well as their District Drirgetor, operates.

FOURTH - Ateach Fall Board Mesting and each State Conventiog during your term you will
asked to give o 3-minute report on the happenings in your District in the previous
months/year,

Tools you will be working with: WVGCT Handbook, District Director’s Hundbook, Dustriet Files,
District By-Laws, websites for WVGCL, SAR, 2nd NGC that Include W Garden News and The Natiora!
(rardener, Another tool that may be helpful to vou — Robert's Rules of Ordec



SPRING PRESIDENTS" WORKSHOP

At the State Convention, the District Director meeting will go over the information (ducs packet)
to be given to each of the Club Presidents in your District. The informarion that you will be given
must be presented to all Club Presidents, Your knowledge of the informatlon will go a long way to
helping vour Club Presidents understand the information you ga over at your Spring Workshop.

Plan Ahead: Pror o the Staze Convention select a date and plzee for this workshop, Wew
Incoming Thrector — please consull and plan with the outgoing Director, but you are responsible
for the workskop! Scnd date, time & place to Webmaster to be published

Review your files; Search fur examples ol agendas and book|ets of past workshops. If you have
problems, do ot hesitate to eontact WVGCI Frrst Viee President for guidance.

Appoint your District Officers: Start curly o [l positions as well as District Commatice
Chairpersons i.e. Secrctary, Treasurer, Awards, Publicity, Scrupbook, Ways and Means -whatever
your District By-Laws require.

Choose a Theme, aims, projects: What would you like o accomplish? Are you going to have a
special Ways and Means that needs lead fime to get together — start Early! For example: 1f you
dip a raflle at your Spring Workshop, you may need to have tickets printed and sent to Clubs prior
to the workshop.

Send out a Notice; Each Club President needs to have an invitation to the President’s Workshop
that you'll be hosting They will need this at least | month prior a5 they nead to put it in their
calendars (o attend! Tt would be helpful that they bring other Club officcrs so that they wall also
be informed of what is happening in the coming months. Includs detailed instructions on the
location - some GPSs may not always lead to the correct location.

Invite Statc Officers and Board Chairpersons: Especially if they live m your Distnet! The
Club Presidents may bave questions In which these folls may have expertise as well as othe
pertinent information that would be nseful.

Reminders: Fulks get busy so about 2 weeks prior reach out so that you'll know who will be
anending.

Date: Keep in mind that people go on vacation in the summer, so have the Workshop in the spring
after the Convention. The main goal is to pet as many Clubs represented as possible so that you
do not have to mail or visit the Presidents to give them their information.

Q and A Sesslon: Have a period of time for Presidents and others to share their ideas or ask for
maore specifics about the apenda vou mey have for the coming year.



10. Information: Give idess for speakers, programs, prowenl, gardening Hps —~ where to find this
information and additional items, i.e., websites that may be usefu! to them

11. Distribute Presideat Packets: Go over the information that is available at that time in the packets,
which will include Dues information - letting them know that there will be more ot the Fall District
Meeting that will give them helpful information from WV State Chairpersons.

12. Explain Your District's Upcoming Responsibilities: WVGCT has the Districts on a rolatng
schedule of duties for upcoming Coaventions and the WV Wildflower Pilgrimage, There should
be & schedule In each packet for them to review nt uny time,

13. Conlirm each President’s Information: Male sure 10 have an securate roster of Club Presidents
and their contact information.

14. Projects: Emphasize that a Club does NOT have to undertake cvery project presented by (he Stare,
SAR or NGC. Clubs should oaly participate in those projeets in which their club members have
a1 interest

I5. Do You Have a Project?: This is when it should be presented to the Presidents so that they can
kelp you achieve the desirad outcome!

FALL DISTRICT MEETING
The District Mesting is the oppormunity for club members to meet and hear the State President,

1. Plan the Meeting and Prozram: Involve all Clubs so thet tha meeting will be rewarding and will
benelil both the State President and Club Members, Details are Key o any mecting.

2. Duties of the District Direetor for District Meetings:

a} Sct the date with State President - PRIORITY

b) Send date, place & time to the Webmaster

¢) Wotify clubs of meeting plans ar lewst § wesks Prior to meeting

d) An invitation should also be sent to the President, the Executive Boand, PAST State Presidenty
from your District and other District Directors.

e} Scoure speskers:
(i) Well ahead of meeting
(ii)  Haveit in writing as to time, place & cost
(iify  Obligations of District — meals, lodging, mileage; supplies, etc.
(iv)  Aricle & pleture from Speaker prior to [or publicity.

f) Ask members 1o do invocation, welecome & response

2) Securc Chairperson for the mecting

h) Design Program & have printed
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5.

|=f ]
1) Appuint Nominating Commitaa for report at :n:l's mectng MW
1) Preside. 4+ ' -
Duties of Chalrperson of Meeting along with District Director: ' el LD e
a) Prepare BUDGET ak
b) Setplace J:_'1,,‘1;(3
c) Set ime
d) Set Mo
&) Set Theme
1) SetPrice

g) Appoint other Committces chairpersons us needed
h) All commitments need to be in writing & approved by the Distnicl Direclor.

Sugaested Commiittees:

a) Sociul Hour

b) Registranon ond Credenlials

c) Hospimlity - looks after Speaker

d) Wame laes, place cards, any sizns or posters
¢} Publicity

[} Favors

g) Plant sale or uther Wiys & Means

h} Door Prizes

i) Decorations - flowers, facility, ete.

1) Properiics — tables, stase setup, lizhts, sereen, flags, projectors, compules, PA sysiem, ete,
k} Protocol

Sugzested Progrum Schedule (consult your handhook):
a) Social and registation

b) Any Ways & Means in separate prea of rocm

c) Start on Time!

d) Call to order

¢} Invocation

f) Welcome

g] Response

h) Recognition of special gussts e, WVGC[, SAR, NGC, Speaker
i} Report of officers, comespondence & Treasurers report
j) PRepori of Special Commitiees

k) Roll call of clubs and/or report of each ¢lub

1) Unfinished Businecss

m) New business

n} State President’s Speech

0) Announcsments

p) Brenk

q) Introduction of Heud Tuble

r} InvecationBlcssing

%) Lunch

t) Awards



u)

Dm:p‘ﬁ res

v} Credentials Report
w) Aftcmoon Speaker

x)

Adjourmment,

b. Print Program - Place u copy in the District Dircetor Notehook

7. Appoint 2 imeckeeper if clubs are feporting.

8. Location - Some Districts have an order as to which Club will be in charge - check Distrigt
Notcbook for schedule,

9. Other Mecting Courtesy:

2}
h)
c)

d)
)

)]
E)

h)

i)

1)

A Pas! President attending should be recognizad

Sturt on time & follow vour schedule

It is a courtesy [or the audivnce to stund when the State President is introduced — you're
hononng the offce.

Thank all by note who participated in any way at the mecting

Your responsibility to make sure all bills are paid by the District Treasurer

Scnd State President und speaker copics of any artcles of the event

If the speaker is a garden elub member who requests only mileage, it is a courtesy to prescnt a
gifl in addition to the mileage,

[l is customary to preseat o gift from the District to the State President os well The State
Prestdent may ditect any mill be given to a particular project. Try to honor that roquest.
Introduce guests, including Stare President, her truveling companion, members serving on the
National and/or Regional Board, state officers & chairpersons 2s well as past District Dirsctory
at the beginning of the mesting.

Expenses ol State President are shared by all the Districts mod billed 1o the Distriet b y the State
Ireasuzer.

STATE MEETINGS

L There will be two (2) State Board M legtings you are Expected to Attend! One in the fall, which
is usually early Scptember, and the second at the State Convention i the Spring.

2. Your report:

a) Bring three (3) copies, double spaced: One for the recording secretary, one of the
exseutive secretary and one for your District Director files,

b) In the £, you will read your written report orally at the board meeting i the time
allotied.

€) At the State Conventlon all repons are presented orally &t one of the business mectings.
A time limit of 3 minutes is the usual & there is a timekesper,



d) Reports to be on WVGCI letterhead ~ found in your District Notebooks, Should you
need more, please pick up lelterhead at any meeting yvou may atend as it will be
available for vou there; and,

¢) Make all reports in the third person and make sure to TYPE it!

3. State Convention Report is 8 summarization of your Club Presidents” reports for yvour District

4. Snfe Convention Expenses: Your Distnet should help you wath your expenses. Your Dhstnicl
By-Laws or Policies should state how your Treasurer should budget that for yvou.

5. All Districts will provide a copy of their Finances to the Treasurer at the State Convention or at
Fall District Mecting. -~
)
e

SUGGESTIONS FOR/DITL "DIRECTORS
The Distnier Director 1s the Major Link or Linison officer beoween WVGCI and the imdivideal clubs
Have a positive attitude toward your job and be enthusiastic. PLAN AHEAD!

As Liaison officer and representative of the State Board of Directors, keep both the Club Presidents and
the State President advised and informed of cach other's plans, projects, programs = Work with both.

Read, make contacts and learmn as much as posaible about each objective, project, program, cducational
schools both on the state and national level so that you can answer specific questions.

Ifasked to speak to a club or council, you may wish to speak on projects of your District, Statc or National.
Encournge attendance o WVGCT educabons] programs such as Landscape Design School, Flower Show
Schools and Enviroomental Studies School. Leave ime for questions fom the Ooor.

Keop up to date by egulaly reeding the WV Garden News which 1s our main form of communicabion
and is printed three times each year - spring, fall and winter. Deadlines will be announced in the Garden
News for articles. Please feel Fee lo publish your Dhslrict activities, if they are significant

Remember WVGCI work is volunteer and ask, never demand or just assume! Use thoughtfulness and
common eguriesy. Be constructive, be rendy (o give credil where it is due and praise your workers.

Request help from club members, do not try 1o do everything by yourself. When you ask someone to do
a job, be specific es to what you want them to do.

Please keep good records for your successor. The notebook you've besn given is for your ose and is to be
passed on with any potes vou wish to add concermung things that are umgue lo your Dhstnct as well as
those things you do. You will also pass along all officer records such as the notes of the Sccretany and all
dccpunts from the Treasurer.

Workshops in the Spring and the District Mecting in the fall will be your best way to get information to
all ¢clubs, to introduce yoursell and in tumn, get to meet your Cub Presidents and members,



Have State or District mongy-making projects availahle at the Distriet Meeting and Wa rkshop. Ifthe State
President has o Ways and Means project, the Chatrperson of the commities may attend District meetings,

It Is your responsibility to see that each Club President or Club Representative receives a Presidens's
Packet cither in person or by mail.

If you huve further questions or problems, contact your State Officers or State Committee Chairperson, [t
is nol a practice for cach to send yoo information. Most have flyers in the Fall President’s Packets,

I£2 particularly successful peoject takes place in your District, such as a city-wide litter clean-up day, et
cotify the State Chairperson.  They need to report on 2 Regional or national Tevel - this belps them to
provide specilic information of what was happening in your District,

The publicity and scrapbook Chairpersons should work together und kesp news of uctivities in your
District. Encourage your elubs th tuke pletures, remind them to keep the whole page ol newspaper article
as you need the paper’s name and date of publication. Sometimes a newspaper will return your picture if
you send a self-addressed, stamped envclope with your club article.

Make a Distriet Budget! This way there are funds to hel p with fulure projeets.

Start a Convention Fund for your District, Each yeur monies should be set aside to use for whatever
portion of the Convention that your District is in charge of for that year,

Keep your receipts und send attached 1o the proper form to the Stale Treasurer for reimbursement —
preferbly 15 days pror to 2 State meeting, Itis usually used for pestage, copying, etc., but you will have
to look to your District treasury 1o pay almost all the hills as well #3 helping pay your Convention expenses.

(£ esked 10 install officers, vou may wish to create your own instaflation service or to adapt the one in the
WVGCI Handhook. National also has installation services,

If asked to belp orgenize 2 new club, check your WYGCT Handbouk on page 49,

Inform each Club President that every question on the Club President’s Report Is not applicahble to
every clmb. All qusstions do not have to be answered unless the club pecforms all projects. Qur State
President wunts to know what you are doing and the snswers will tcll her of club interests and
accomplishments,

Encournge Club Presidents 1o report by the deadline of July L. You and your State President make up your
reports from a summary of the Club Presidents reports. The blank report is in the President’s Packet.
Call attention to the report at your President’s Workshop and encournge cvery President to complete.

The olficial seal or logo is not to be used by aayone for any purpasc other than official business as
authorized by the State President. 11 is not to be used by clubs other than on the stationery fumished by
the Stale Executive Office. It cannot be used for club projects,
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The WVGCI Directory may not be used us o mailing list unless permission is first secured from the
Exceutive Commitice.

Please answer ALL comespondance - it's the courteaus thing to do!
Study basic perlismentary procedures —¥ou’ll be able to find guides online.

Your packets will include updated schicdules for Ca nvention Duties as well as for Wildflower Pil grimage,
“*FORMS FORMANYEVENTS OR THOSE NEEDED DURING THE YEAR MAY BE FOUND ON

THE WYVGCI WEBSITE: “'“"-12\\'\'giﬁﬂnﬁﬁl".!.m{}.‘b!
IT’5 AGREAT TOOL TO USE!

The following is arragzed 1o help you with your Moath to Month responsibilities whether vou are a
new Director or completing your second year (or term!) If some of the items are redun dant, it is
because we want you to understand cach phase of your journey.

JANUARY

1. Even Years— Make plans for WVGCI State Convention Send in registration lound in the Winter
1ssue of WV Garden News,

[+

Odd Years — Review WVGCI Handbook, District Director's Guidelines as well as WVGCI By-
Laws with the Incoming District Directur, Give them guidance as to projects, wavs and means,
ele.

LT}

Create a short Bio for the website and send i, nlong with n picture, to the incoming District Dircctor
Coordinator

If your District is in charge of Wildflower Pil trimage, make plans and reservations. A cabig is
provided for 2 represcotatives from your Disinet to represent WV GCH ot the cvenl

:.l‘.

5. Get records in onder for the upcoming Convention.

FEBRUARY

1. Ewven years — Prepare your District Director's Report for Convention.

bed

Send information to State Committes Chairpersuns conceming projects that your District has done
in the past year so that they can inelude it in their repocts as well,
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Oddd years = Stan punting in place where ond when you will be haviag your Spring Workshop as
well as which clubs will be doing what, Check with the State President as 1o the schedule so that
there's no conflicl.

. The District Director will collect any reports needed to be given to Incoming Director as well as

to any of WVGCI Officers.
MARCH/APRIL
Finalize Spring Workshop time, place and dute,

Noetify outgoing Presidents and [neoming Prestdents of the scheduled Spring Workshop. Nouify
Webmaster of the mesting with pertinent informution.

Try to determine the date for your Fall District Meeting as it will be reguested et the District
Directors” meeting prior to Convenlion,

Attend the Statc Board Meeting and& the State Convention.  TF theye 15 &n Assistant Director, the
Assistant Director should also attend.

If you haven't already sent your report of your Expenditures to the State Treasurer, please have it
ready to give to them at the Conventlon along with at report of the District’s Treasury.

Attend the District Dircctor’s Meeting the day prior to Convention.

Pick up club Presidents Packets for distribution af your Spring Workshop — it will include club
ducs form as well 2s the Stae President’s report.

Appount officers and chairpersons neaded for your Distriet

Courdinate with Stale President as 1o your dile for your Fall Dhstrict Meeting.

MAY/JUNE

Hold your District’s Presidents Workshop, Take tme to go over important dates and flyers in the
packets!

2. Gather information on your District’s clubs.

3I'

Develop budget and meet with Chairpersons to form o gume plan for the coming year,

JULY
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- WVGCI club dues snd District Ducs are dye by July 1%

WVGCT Annuul Report of each €1ub is dug from the Club President by July 1%,

AUGUST
Assist the Assistant Treasurer with any past dues needad from your District’s elubs,
Make reservations for the WVGCI Fall Board Meeting.

Finalize plans for Fall District Mecting — send out invitztions,

SEFTEMBER/OCTORER
Attend the WVGCI Fall Board Mecting,

Give o 3-minute District report ot the Boand Meating,

Hold your Fall District Mecting.

Appuint o Nominsting Committee in Odd years & repont in the Even year as to the candidates,

Altend Convention Planning Zoom Meetings.
Work on Coavention dutica,

Remind clohs of upcoming dates far submitting Awards & Scholamships,

NOVEMBER/DECEMBER

. Work on Convention Duties.

Attend Conveation Planning Zoom Meetings.
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