
STANDARD OPERATING PROCEDURES 

OF THE

HUI O’ WAHINE

Officer, Enlisted & Civilian Spouses’ Club

4285 Lawehana St

PMB # A-8

Honolulu, HI 96818-3128

PURPOSE

The purpose of the Hui O’Wahine is to enhance the quality of life in our community by continuing the traditions of providing a support system for the Hui O’Wahine members, creating a sense of unity, developing leadership skills, promoting friendship and goodwill, providing social, cultural and creative pursuits through monthly activities and to support and fund worthwhile community projects and scholarships with welfare funds raised from the Fort Shafter Thrift Shop (FSTS). 

I.   HUI O’ WAHINE GOVERNING BOARD MEETINGS

1. Governing Board meetings shall be held once a month with a time to be selected by the President with majority approval of the Governing Board.

2. Governing Board meetings are restricted to Governing Board members only, except by invitation or request of the President or by a majority vote of the Executive Board.  If a guest is presenting to the Governing Board they must leave immediately after their presentation. 
3. Board members are required to attend all Governing Board meetings.
a) If a chair cannot attend, they should:
i.  Notify the President of their absence.
ii.  Provide advance submission of their monthly report.

b) In order for an absence to be considered excused, the following conditions must be met:
i. Requirements as listed in 3(a) above.
ii. Absences due to TDY, illness, family matters, etc.
c) An absence is considered unexcused when a Board member fails to comply with Sections 3(a) and 3(b) above.

4. Governing Board members shall be allowed no more than five excused absences or three unexcused absences for Governing Board meetings before being considered for dismissal.

5. Any exception shall be at the discretion of the President.

6. Farewell gifts may be given to each of the outgoing Board members. These gifts will be budgeted and approved by the Governing Board.  
7. Discussions at Governing Board meetings shall remain confidential.

8. The order of committee reports each month shall be at the discretion of the President.

9. The minutes and financial reports of the Governing Board meetings will be available to all Governing Board members.

10. Motions involving expenditures of funds must include specific dollar amounts or “not to exceed” amount.  

11. The newly elected officers and appointed chairs will be invited to attend the May Governing Board meeting as observers.

12. The Hui O’Wahine Governing Board members, excluding the President, Honorary President, Honorary Advisors and Parliamentarian are voting members. The President will vote to break a tie.

13. Two-thirds (2/3) of the voting Hui O’Wahine Governing Board members constitute a quorum for the transaction of business.

14. All motions before the board will be carried by a two-third (2/3) vote.

15. In emergency situations, the Parliamentarian may conduct voting by a telephone or email poll provided the quorum and majority requirements are met.  A written statement of the results of the telephone or email vote must be submitted to President and Secretary of the Hui O’Wahine.
II.         SPECIAL MEETINGS
Special meetings may be called at the discretion of the Hui O’Wahine Executive Board, the President, or upon written demand made by one-fifth (1/5) of the General Membership and served upon the President.

III.       GENERAL MEMBERSHIP MEETINGS/ FUNCTIONS

1.  Monthly General Membership meetings/functions shall be held from September 


through May. Meeting schedule is subject to change at the Governing Board’s 


discretion.  

2. A Super Sign-Up shall be held in August. The First and Second Vice-Presidents will 
coordinate the event with the assistance of all of the Governing Board.

3. Business may be transacted at any General Membership meeting where a quorum is 
present.

4. A quorum consists of one more than 50% of the voting members attending any 
regular or specially called General Membership Meeting.  A simple majority vote of 
the quorum is necessary to transact business. 

IV. 
 Responsibilities of Executive Board Members
A. THE PRESIDENT SHALL:

1.  Coordinate property hand receipts with the Hui O’Wahine Secretary.  

2. Be authorized to pick up Hui O’Wahine mail.

3. Submit pertinent documents from the Governing Board meetings to Hui O’Wahine Secretary.

4. Bring forward amendments to the Constitution, Bylaws and Standard Operating Procedures (SOP) to the Governing Board for further processing as described in the Hui O’Wahine Constitution.

5. Prepare an agenda and submit it to the Secretary.

6. Serve as a non-voting member of the Scholarship and Welfare Committees.

7. Serve as the President of the FSTS Advisory Board as a non-voting member.

8. Shall be a member of the Installation Volunteer Advisory Council as a representative of the Hui O’Wahine. 

9. Submit items for publication to the Hui Spirit Editor and Webmaster at each monthly General Board meeting or by the submission deadline. 

B. THE FIRST VICE-PRESIDENT

1.  Coordinate with the President by the beginning of August in selecting themes for the         
monthly General Membership functions for the upcoming year. 
2.  Present proposed dates and menus to both the Executive and General Boards at the     
beginning of the August meeting. 
3. Prepare a proposed flyer of scheduled events for distribution at the August Super Sign-Up. 
4. Make arrangements for tables to be available for Reservations, Governing Board Member’s Business Displays and Ways and Means at all Membership events.

5. Meet with the staff where the event will take place to arrange set-up. 

6. Plan an Opportunity Drawing, to include making opportunities for drawings available during reservation check-in time.
7. Attend all Hui O’Wahine Governing Board meetings as a voting member. 

C.    THE SECOND VICE-PRESIDENT SHALL:

1. Meet with the staff where the event will take place to arrange set-up of vendor tables.

2.  
Inform all vendors of the identification required for access and provide them with      directions to the event.
3. Ensure that all vendors have the required document/vendors license to sell on Army Posts before they are allowed to sell at any Hui O’Wahine functions.
4. Keep vendors informed of any date or time changes as well as call one week prior to remind them of the upcoming event.
5. Plan an Opportunity Drawing, to include making opportunities for drawings available 
by collecting donated gifts for drawings from vendors, and assisting in the drawing 
and passing out of gifts.

6.  Solicit and coordinate vendors for luncheon activities and collect vendor table fees.
7. Turn in Opportunity Drawing collection and table fees to the Treasurer within two days of the event.
8. Attend all Hui O’Wahine Governing Board meetings as a voting member.
D.  THE SECRETARY SHALL:  
1. Be authorized to pick up Hui O’Wahine mail.

2. Maintain attendance sheets of Governing Board members at Governing Board meetings.
3. Keep record of excused and unexcused absences of all Governing Board members.
4. Prepare and submit to the appropriate person under the Garrison Commander all documents for approval before submitting to the Garrison Commander-Hawaii. i.e. Constitution.
5. Copy and have available previous month’s Hui O’Wahine Governing Board minutes for the monthly Governing Board meetings. Copy monthly agenda and financial statements as provided by the President and Treasurer and distribute to Board members at each Governing Board meeting.
6. Submit monthly minutes and financial statements at the Morale, Welfare, and Recreation (MWR) Private Organization office on Wheeler.
7. Maintain copies of the Hui O’Wahine Governing Board minutes and financial statements for Hui O’Wahine records.
8. Keep on file the original (or copy) of the approval letter from the Installation Commander and legal review, regarding the Constitution and Bylaws.
9. Assist with correspondence and certificates of appreciation upon receiving prepared submission by committee chairs.
10. Notify via email all Board members of Governing Board of special meetings.
11. Prepare a Governing Board roster to include position, name, phone numbers, email address, mailing and residence address.  Provide the Board with a hard and email copy by the September Board meeting and update via email as needed.  Provide place cards at all Board Meetings.
12. Maintain a folder for each position to be placed at Governing Board meetings for collection of distributed paper work.
13. Attend all Hui O’Wahine Governing Board and FSTS Advisory Board meetings as a voting member. 
E.   THE TREASURER SHALL:

1. Be authorized as an alternate to pick up Hui O’Wahine mail in the absence of the President and/or Secretary.

2. Schedule and chair a budget meeting with the Executive Board to prepare budget for    the upcoming year after the installation of officers.  See Treasurer Section of the Bylaws.
3. Provide to Secretary a monthly financial statement with a list of financial transactions to be distributed to the Governing Board.
4. Provide copy of monthly check register to the President and the Honorary Board.
5. Attend all Hui O’Wahine Governing Board and FSTS Advisory Board meetings as a voting member.
F. THE PARLIAMENTARIAN SHALL:

1. Ensure that the General Board meetings are conducted by proper procedures as outlined in the Constitution and Bylaws.  Robert’s Rules of Order (Newly Revised) shall govern all parliamentary procedures not covered by the Constitution and Bylaws.

2. Explain Parliamentary procedures in simple terms.

3. Prepare, copy, and distribute ballots for all voting procedures at all meetings as necessary.  Coordinate with all committees requiring votes brought to the General Membership.

4. Tally votes at all meetings and report results to appropriate committee chairs and the Secretary.  Provide the Recording Secretary with hard copy of the results for minutes and Continuity Book. 

5. Oversee the Constitution, Bylaws and SOP Review Committees, which shall meet at least every two years, no later than January.  See Constitution, Bylaw and SOP Review Committees Section in this document.

6. Chair the Nominating Committee in accordance with Hui O’Wahine policy.  See Nominating Committee Section in this document.

7. Administer telephone and/or electronic mail vote of the General Board as necessary and report results to the President and the Recording Secretary.

8. Maintain a record of all telephonic and email votes of those members polled. 

9. Facilitate any changes in the SOP when voted upon by a two-thirds (2/3) vote of the Executive Board.

10. Plan with the First and Second Vice-Presidents and preside over the Installation Ceremony of the Hui O’Wahine Executive Board officers and the elected officers.

11. Attend all Executive Board, Governing Board, Special, and General Membership meetings. 

12. Attend the FSTS Advisory Board Meetings, as needed, as a non-voting member.
  V.      ALL EXECUTIVE BOARD MEMBERS SHALL:

1. Not attend the monthly luncheons or Super Sign-Up as a Vendor.  An unattended table will be available for all Governing Board Members to display products from their business. 

2. Submit items for publication to the Hui Spirit Editor and Webmaster at each monthly   General Board meeting or by the submission deadline. 

3. Prepare and submit a monthly After Action Report (AAR) to the Secretary and retain a copy for the Continuity Book.

4. Maintain a Continuity Book to include a job description, Constitution, Bylaws, SOP, monthly reports, yearly budget, monthly financial reports, board reports, meeting minutes, AAR, year-end reports, and an inventory pertinent to that position.  The Continuity Book is turned over to his or her successor within three days after the May General Membership meeting.  If there are ongoing projects please leave notes in front with deadlines/suspense dates.

5. Perform all duties as described in the Bylaws and Constitution.

6. Shall perform additional duties as may be required or asked by the President.
  VI.   APPOINTED STANDING COMMITTEE CHAIRS’ RESPONSIBILITIES
A.  THE WELFARE CHAIR SHALL:
1. Establish a committee which consists of the following: The appointed Chair      
person, the President, the Treasurer, Hui O’Wahine, Honorary President, Hui 
O’Wahine Advisor, the Thrift Shop Representative and at least three members 
selected from the General Membership.

2. Maintain a separate Continuity Book and a Welfare Book. The Welfare Book       shall include the welfare request letters, receipts, financial statements from the Treasurer, and any other pertinent documents.

3. 
Develop a welfare request form and guidelines to be approved by the Executive 


Board to be distributed to the community by January 31st.

4. 
When possible, funds should be made to assist nonprofit community endeavors or 

groups that benefit the military community. 

5. 
Make recommendations to the Governing Board for appropriate recipients and 


amount to be given for approval by the Governing Board. 
6. 
Information regarding voted approval of all welfare requests and expenditures 


will be reported to Private Organization office via monthly minutes and financial 


reports.

7. 
Ensure that all local donation recipients of the Welfare funds are aware that they 


must utilize allocated monies within a period of ninety days from the date of 


payment or return the allocation to the welfare fund. An exception will be made 


with prior approval for Organizations that have a specific event that will fall on a 


date past the ninety day requirement.
8. 
Ensure that donation recipients from Welfare funds submit their receipts no later 


than thirty days after the funds have been expended.

9. 
Must publish the amount of welfare funds expended in the Hui Spirit by the end 


of the year.

10. Follow up, inspect, and review all receipts to ensure effective use of Hui O’Wahine welfare funds. Failure on the part of the requesting agency to use funds appropriately (funds are not used as stated in request) or failure to return them    shall cause it to be banned for a minimum one-year period from further consideration as a recipient of Hui O’Wahine donations. 

11. Turn over the Welfare Book to the Treasurer within three days after the May 


Membership function.

12. Attend all Hui O’Wahine Governing Board meetings as a voting member. 

B.   THE HISTORIAN/PHOTOGRAPHER SHALL:

1.   Chair a committee to assist if needed. 
2. Record the history of the Board and the General Membership by attending or obtaining records of Board, General Membership and Hui O’Wahine sponsored activities through the use of photography and scrapbooks. 

3. Assemble and maintain scrapbooks, preserving the Hui O’Wahine historical records.

4. Present scrapbooks to the President at the May General Membership function and retain one for the Hui O’Wahine files. Scrapbooks will be displayed at the Hui O’Wahine functions, Governing Board meetings and General Membership functions when required/needed. 

5. Submit photos to Newsletter Editor for publication.

6. Coordinate the annual Board pictures to be taken at the April Governing Board meeting and present to each Board Member in May.

7. Attend all Hui O’Wahine Governing Board meetings as a voting member.

C.   THE MEMBERSHIP CHAIR SHALL:
1. Review and update Membership Application Form as needed. 

2. Prepare and distribute a membership application form to previous year’s  membership.

3. Oversee membership sign-up at the August Super Sign-Up Event and monthly functions. 

4. Collect membership dues and turn over dues to the Treasurer at the next Governing Board Meeting

5. Compile and maintain a complete and accurate membership list and notify 
Reservations and the Hui Spirit Editor monthly.

6. Submit an up-to-date membership list to the President after the August Super 
Sign-Up. This list shall be updated as necessary as membership changes 
throughout the year. 

7. Publish a membership directory to be available to the General Membership no 
later than the December meeting.

8. Supply an up-to-date membership roster no later than the February Board meeting 
to the Parliamentarian for use by the Nominating Committee.

9. Work with Reservations Chair to ensure that Guest Policy is being enforced.

10. Attend all Hui O’Wahine Governing Board meetings as a voting member. 

D.  THE PUBLICITY/ADVERTISING CHAIR SHALL:
1. Arrange for any publicity that the Hui O’Wahine Governing Board considers       
appropriate.  
2. Arrange for publicity for the FSTS.
3. Provide posters, press releases, and flyers, etc. of Hui O’Wahine 
luncheons/functions and activities to the USAG Hawaii Bulletin, the Army, Navy, 
Air Force Weekly Papers, Commander’s Channel, community electronic board 
and all other media as well as establish a working relationship with these 
organizations/agencies.
4. Coordinate with the Welfare Chair and Scholarship Chair to post recipients of 
funds donated by Hui O’Wahine in the Hui Spirit and to be displayed at the FSTS 
and Hui O’Wahine web site. 
5. Provide information on Hui O’Wahine activities to the Community at the SIMS 
meeting. 
6. Provide updated information to the Webmaster.
7. Solicit advertisers, vendors and collect fees for the Hui Spirit and Membership 
Directory.  Fees are to be submitted to the Hui O’Wahine mailbox – Attention: 
Treasurer.

8. Submits all ads print ready to Hui Spirit Editor by determined deadline.
9. Work with the First and Second Vice Presidents to make the Information 



Pamphlet Hui O’Wahine to be available beginning in August at the Super Sign 


Up.

10. Prepares an AAR which shall include, but not be limited to, all duties performed 
by the Publicity/Advertising Chairperson not specifically listed in the Bylaws.
11. Attend all Hui O’Wahine Governing Board meetings as a voting member.

E. THE RESERVATIONS CHAIR SHALL:
1. Ensure that the reservation policy is published on the web site and in the Hui 
Spirit each  month and provide it to the Governing Board.

2. Send out monthly invitation two weeks prior to Luncheon or Event and a 



reminder one day before the RSVP deadline. 
3. Receive reservations for all functions requiring them and notify First and Second 
Vice Presidents of reservation numbers on deadline day so notification can be 
given to the facility used. 
4. Make nametags for the membership and update as needed.
5. Send out informational emails that need to go out to the General Membership.
6. Ensure that your mailing list of members is updated regularly by working with the 

Membership Chair.
7. Arrive early for the monthly functions in order to check-in reservations and 


collect money. 
8. Collect all monies from such functions and turn such monies over to the Treasurer 

within two days.
9. Notify persons who make reservations and do not attend or have not cancelled by 


the deadline.  If payment is not made within sixty days of the reservation 



deadline, membership will be suspended until payment is made.  The Membership 

Chair and the President shall be notified of such suspensions.
10. Provide a Sign-Up Form and a flyer explaining the rules for Permanent 



Reservation for Monthly Luncheons at the August Super Sign Up.  Permanent 


Reservations rules to be determined by the Governing Board. 

11. Attend all Hui O’Wahine Governing Board meetings as a voting member.
F. THE SCHOLARSHIP CHAIR SHALL:

1. Establish a committee which consists of the following: The appointed chair person, the President, the Treasurer, a Hui O’Wahine Advisor, the Thrift Shop Representative, a senior officer spouse, a senior enlisted spouse, and a member selected from the General Membership. Should any of these have children, spouses or are themselves applying for a scholarship; they are ineligible to sit on the committee.  Should any of these individuals be ineligible, the Honorary President shall appoint a representative to sit in their stead. This committee shall: Prepare and update the applications for scholarship to be approved by the Executive Board at the January Governing Board Meeting and distribute to community by January 31st.  Meet after the Welfare amounts have been established by the Governing Board to determine the number of Scholarships to be awarded and amount of each scholarship.
2. Choose a Selection/Scoring Committee that shall include: one officer spouse, one 
enlisted spouse, two community leaders who are non-Hui O’Wahine members, 
and two Active Duty service members.  No member of the Scholarship 
Committee shall serve on the Selection/Scoring Committee.  Should any of these 
individuals on the Selection/Scoring Committee have children or spouses 
applying for a scholarship, they are ineligible to sit on this committee.
3. Make recommendations to the Governing Board for appropriate recipients and 
amount to be given for approval by the Governing Board.
4. Information regarding voted approval of all scholarship requests and expenditures will be reported to Private Organization office via monthly minutes and financial reports. Ensure that all scholarship monies be used for tuition only.
5. Publicize scholarship availability and eligibility requirements through the high 
school, Parent Teacher Organization (PTO), Hui Spirit, Hui O’Wahine Web site 
and other community information forums by January 31st and coordinate with the 
Education Center, school counselors for distribution of applications.
6. Coordinate with Hui O’Wahine Governing Board to present Scholarship Award 
Recipients at a Recognition event. The Ceremony will normally take place in May 
of each year.
7. Attend all Hui O’Wahine Governing Board meetings as a voting member.
G. THE WAYS AND MEANS CHAIR SHALL:
1. Chair a committee to assist, if needed.
2. Coordinate and plan fundraising projects, which may include but not limited to,        
the purchase and sale of ornaments, charms and Hawaiian gifts. 
3. Attend all Hui O’Wahine Governing Board meetings as a voting member.
H. THE  HOSPITALITY CHAIR SHALL:

1. Research and submit a proposal to the Governing Board in August for the                                       
purchase of a small Appreciation gift to be given to the Hui O’Wahine Board 
members at the December Governing Board Meeting.
2. Research and submit a proposal to the Governing Board in August for the   
purchase of a small gift given to new members.  Upon approval, purchase gifts 
and present to the new members beginning with the Super Sign-Up in August.
3. Research and submit a proposal to the Governing Board in August for the 
purchase of 12 small gifts to be used at the General Membership Meeting  
Birthday drawing and for leis to be given to guests. 
4. Assist in the setup of the Super Sign-Up in August.
5. Arrange the roster for refreshments at Hui Governing Board Meetings, as needed.
6. Attend all Hui O’Wahine Governing Board meetings as a voting member.
I.  THE FORT SHAFTER THRIFT SHOP REPRESENTATIVE CHAIR SHALL:
1.  Be appointed by the Hui O’Wahine Honorary President with the approval of the Executive Board.  Be the Liaison between and for the Hui O’Wahine Governing Board and the FSTS.
2. Report all activities including financial statements and budget of the FSTS to the Governing Board. 
3. Present a copy of the check from the FSTS to the Hui O’Wahine Governing 


Board Treasurer, for the welfare account.
4. Shall ensure the policies of the FSTS are approved by the FSTS Advisory Board and the Hui O’Wahine Governing Board before implementing it in accordance with Department of Defense (DoD) 1000.15. 2. 
5. Shall, with the FSTS Advisory Board members, every two years write/update the FSTS Charter.
6. Shall ensure that the FSTS follows all constitutional guidelines of the Hui O’Wahine.
7. Shall ensure that the FSTS employees and Volunteers follow all FSTS Charter

guidelines.
8. Shall help prepare the annual FSTS budget in consultation with the FSTS Advisory Board by the September Hui O’Wahine Governing Board meeting.
9.  Shall, in the event of vacancy of salaried positions, interview and select qualified

applicants for the position as per Article X of the Constitution.
10.  Oversees Thrift Shop submissions to the Hui Spirit Editor.
11.  Attend all of the Hui O’Wahine Governing Board and the FSTS Advisory Board Meetings as a voting member.

12. Will be a voting member on the Scholarship and Welfare committees.
J.  THE WEBSITE CHAIR SHALL: 

1. Update and maintain website.
2. Receives information (via Email) for posting on the website from the General

Membership. Cut and paste information and publish it in a timely manner.  Encourage  membership for information.
3. Remove out-dated information.
4. Keep website links and pages flowing and organized for easy user navigation.
5. Ensure graphics are properly sized for efficient downloading and display quality on users’ computers.
6. Become familiar with different organization functions for possible website integration/application.
7. Attend all Hui O’Wahine Governing Board meetings as a voting member.
8. Maintain the Hui Facebook page.

K.   NEWSLETTER/ EDITOR CHAIR SHALL:

1. The Newsletter Editor may appoint, as needed, an assistant newsletter editor, special publications editor and distributions assistant.
2. Ensure the production of the organization's publication, the Hui Spirit with the 
help of the Publicity/Advertising Chair, and the Historian-Photographer.

3. The Newsletter Committee is responsible for the publication of the monthly 
newsletter, and special publications the Governing Board may direct to be 
published, and maintaining one hard copy of previous Newsletters. 
4. Edit, write and compile the monthly Newsletter, using information submitted 
before a stated deadline by other members of the Board; publicize Hui 
O’Wahine activities and actions by the Hui O’Wahine Governing Board and any 
other information pertinent to the membership.
5. Obtain approval of newsletter by President before distribution.
6. Distribute initial newsletter no later than two weeks prior to the date of the first 
General membership function in September via email. Newsletters shall be 
uploaded  to website and a link to the site sent in an email to the membership.
7. Email newsletter to Webmaster to be published on Website.
8. Attend all Hui O’Wahine Governing Board meetings as a voting member.

L. Retired Spouse Representative SHALL:  
1. Will make an attempt to be involved in community organizations with a large          

number of Military Retiree and/or their Spouse in attendance and report any   


important changes/events/newsworthy information to the Hui Governing Board at 

the monthly meeting.
2. Working with the Membership Chair compile a list of Retiree Spouses so 



Representative can make sure these Spouses are receiving current information 


from the Hui O’Wahine and bringing their interests and concerns to the 



Governing Board.
3. Inform Newsletter Editor of any important changes/events newsworthy 



information that would be of interest to the general membership.
4. Publicize Hui activities during the community information meeting in their 


organizations and invite all eligible members to join the Hui.
5. AAR shall include, but not limited to, all duties performed by the representative 
not specifically listed in the Bylaws.
6. Attend all Hui O’Wahine Governing Board meetings as a voting member.
7. Represent the interests and concerns of the Retired Spouses to the Hui O’Wahine 



Board. 
M.  VoluntEer Coordinator SHALL:
1. Coordinate volunteer appreciation activities with the President and/or the 



Executive Board for the FSTS and Hui O’Wahine Volunteers.
2. Assist in recruiting volunteers for committees, clubs, FSTS, and all other 



fundraisers.
3. Maintain a log of volunteer hours of Governing Board members. 
4. Be responsible for recognizing volunteers by submitting awards on behalf of 
the Hui O’Wahine to any agency including the installation or Department of 
the Army for recognition. 
5. In the absence of the President, be a member of the Installation Volunteer 
Advisory Council as a representative of the Hui O’Wahine and FSTS. Before 
meeting, obtain issues from the Hui President and the Thrift Shop 
Representative. 

6. Collect monthly volunteer hours for a proper hard copy and ensure that each 


member of the Hui O’Wahine Board and volunteers are registered in Volunteer 


Management Information System (VMIS).

7. Attend all Hui O’Wahine Governing Board meetings as a voting member. 

8. Be familiar with Hui O’Wahine Constitution, Bylaws and SOP.

VII.  ALL Standing committee Governing BOARD CHAIRS SHALL:
1. Be appointed by the Hui O’Wahine President with majority approval of the Executive Board.
2. Be voting members of the Hui Governing Board. 

3. Be familiar with Hui O’Wahine Constitution, Bylaws and SOP.

4. Attend monthly Governing Board meetings and support all Hui O’Wahine activities.
5. Will not attend the monthly luncheons or Super Sign-Up as a Vendor.  An unattended table will be available for all Governing Board Members to display products from their business.

6. Submit items for publication to the Hui Spirit Newsletter Editor and Webmaster at each monthly General Board meeting or by the submission deadline. 
7. As necessary, prepare a monthly report of board proposals and any expenditure. Distribute this report to all Governing Board members. 
8. Prepare and submit a monthly AAR to the Secretary and retain a copy for your Continuity Book.
9. Maintain a Continuity Book to include a job description, Constitution, Bylaws,SOP, monthly reports, yearly budget, monthly financial reports, board reports, meeting minutes, AAR, year-end reports, and an inventory pertinent to that position.  The Continuity Book is turned over to his or her successor within three days after the May General Membership meeting.  If there are ongoing projects please leave notes in front with deadlines/suspense dates.
10. Perform all duties as described in the Bylaws and Constitution.
11. Shall consider additional duties that may be asked for by the President.
VIII.   EXPENDITURES

1. All unbudgeted expenditures must have the Hui O’Wahine Governing Board’s approval.  Approval should be gained before the bill is presented to the Treasurer.  Requests of payments from the Treasurer must be accompanied by a signed receipt and/or invoice.
2. The Treasurer’s books shall be closed for the current year during May and be at the Auditor no later than May 25th and the year-end report turned over no later than May 31st.

3. Request for reimbursement of non-board members should be submitted through the appropriate committee chair.

4. Funds collected shall be turned into the Treasurer in full.  DO NOT DEDUCT EXPENSES.

5. Funds collected at Hui O’Wahine events will be collected in cash or check.

6. Welfare and Scholarship Projects shall be considered by the Welfare and Scholarship Committees and must be submitted using the appropriate form.  When approved the Treasurer will issue check after receiving the written and signed approval for funding from the Committee Chairs.

7. Organizations that receive funds from Hui O’Wahine shall submit their receipts no later than thirty days after the funds have been expended.  If an organization fails to submit a receipt within thirty days or misuses funds donated (funds are not used as stated in request), said organization may forfeit consideration for donations in the next board year.

8. Childcare will be reimbursed for no more than three hours per board position per Board meeting.  Any exceptions will be made on a case-by-case basis with approval of the Executive Board.

9. Childcare provider may include Child Development Center (CDC), private sitter, or pre-school program at a rate not to exceed the current CDC hourly rate. Check requests must be submitted at the end of the Board Meeting to the Treasurer for reimbursement for that meeting.  

IX.  NOMINATING COMMITTEE
1. The Parliamentarian shall chair the Nominating Committee as a non-voting member.

2. The Parliamentarian shall appoint a Nominating Committee to consist of no less than five members to include the Honorary Advisors, the Honorary President, and representatives from a cross-section of the membership.

3. The Parliamentarian shall disperse nomination application forms at the March Hui O’Wahine General Membership meeting, the March Hui Spirit and the FSTS.  

4. Nomination applications shall be returned no later than the third week in March.

5. The Parliamentarian shall announce Nominating Committee members at the February Governing Board meeting.

6. Nominating Committee proceedings are confidential.

7. The Parliamentarian shall notify all nominees whether they were selected to run for office prior to the April Board Meeting and General Membership Meeting.

8. The Parliamentarian shall announce the nominated slate at the Governing Board meeting and at the Hui O’Wahine General Membership Meeting in April.  

9. The Parliamentarian shall invite all nominees to the April and May General Membership Meeting for the announcement, election in April and installation of the elected board in May.  

10. The Parliamentarian shall turn over all nomination applications to the newly elected President for consideration of chair appointments.

 X.     CONSTITUTION, BY-LAWS AND SOP REVIEW COMMITTEES

1. The Parliamentarian shall chair the Constitution, Bylaw and SOP Review

Committees, which shall meet at least every two years, no later than January.

2. The Constitution Review Committee shall consist of all Executive Board members to include the Honorary President, Honorary Advisors, one General Board member and one member-at-large.

3. The Bylaws Review Committee shall consist of all Executive Board members to include the Honorary President, Honorary Advisors and one General Board member. 

4. The SOP Review Committee shall consist of all Executive Board members to include the Honorary President and Advisors. 

5. These committees shall review and submit any amendments to the Constitution and Bylaws as outlined in the Amendments and Revisions section of the Bylaws.  

6. Amendments to the SOP will be reviewed and amended by a two-thirds vote of the Executive Board and changes will be effective upon that date.  Amendments to the SOP are subject to review of the Installation Commander.

X.    ADOPTION/AMENDMENT

A. This SOP shall be effective when approved by two-thirds majority of the Hui O’Wahine Executive Board.

B. Changes and amendments to the SOP shall be effective when approved by two-thirds of the Hui O’Wahine Executive Board.

C. All changes to the SOP are subject to review of the Installation Commander.
ADOPTED AND APPROVED THIS________DAY OF __________ 2011.

The Executive Board reviewed and approved revisions to these Internal Operating Procedures at a meeting held on this ________ DAY OF _________2011.

______________________________

______________________________

President




            First Vice-President


______________________________

______________________________

Second Vice -President



Secretary

______________________________                       _______________________________

Treasurer                                                                    Honorary President

______________________________

Parliamentarian 
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