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District Chairman Instructions

Virginia Division, United Daughters of the Confederacy(
GENERAL DUTIES 

This instruction sheet only deals with those duties of District Chairman, which pertain to your own Annual Narrative Report, the Annual Report Packet, and the Division Minutes.  Your other duties, those involving the Chapters and the Spring District Conference, are not addressed here. Article IX of the Virginia Division Bylaws outlines the duties of the District Chairman.  Please read this section thoroughly and be familiar with it.  If you have any questions or concerns, discuss them with the Division President. 

District Chairman narrative report

You are required to write a narrative report on your work as District Chairman, which you will present at Division Convention. You are limited to 250 words.  Deadline for receipt by Division Recording Secretary:  10 days before Division Convention. If you use a computer to draft your report, please send it via e-mail at recording@vaudc.org or saved to disc. 

Chapter ANNUAL REPORT PACKETS
The Division Recording Secretary will distribute to each District Chairman the Annual Report Packets for the Chapters in her District (plus extras) at the Spring Executive Committee Meeting.  Each District Chairman distributes the Chapter Annual Report Packets at the Spring District Conference.  The packet should only be given to the Chapter President.  However, if she is not present, and you are familiar enough with the Chapter to feel comfortable giving the packet to someone else in the Chapter, you may do so.  Under no circumstances should the packet be given to a prospective member.  You should also be cautious of giving the packet to a member of another Chapter to deliver.  It is your responsibility to mail any packets not distributed at the District Conference immediately after the Conference.

Each chapter packet contains the following:

CONVENTION CALL

Members send their reservations and payments directly to the addresses shown on the forms.

CREDENTIALS AND REGISTRATION INFORMATION FORMS 
Credentials Forms (for Delegates, Alternates, and proxies), and Advance Registration Forms are to be sent directly from the Chapter to the Chairman of the Credentials Committee.  Deadlines are printed on each form.

Alice Whitley Jones Banner criteria

This banner is awarded annually by the Division at the Division Convention through the Historian to the Chapter that has completed the best historical project. Chapters are to send four copies of their submission to you by August 1.  
MINNIE C. ELLER BANNER REPORT FORM 

This reflects the work of the Chapter for the past year.  Please check that the points have been correctly added.  One copy is to be sent to you by August 1.  
MRS. JOHN S. GOLDSMITH AWARD RATING SHEET
This award is presented in memory of the first Director General of the Children of the Confederacy, to the Virginia Division UDC Chapter giving the most support to the CofC in Virginia. Chapters return the Rating Sheet to you by August 1.  Send all Rating Sheets to the Division Third Vice President by August 15.
CHAPTER NARRATIVE REPORT

This is the narrative Report of the Chapter’s work for the year, which is published in the Minutes.  The maximum length of this report is 300 words.  Chapter Presidents who write their Report on computer have been asked to provide it directly to the Division Recording Secretary and Division President via e-mail.  If you have e-mail, and are so inclined, you may want to discuss with these Chapter Presidents about sending their Reports to you via e-mail as well (in lieu of hard copy).  In any case, Chapters are being asked to provide two copies of their Reports to you.  One paper copy should be sent to the Recording Secretary. Deadline is August 1.

CHAPTER OFFICERS LIST

Chapter Presidents who have this information on the computer have been asked to provide the information directly to the Division Recording Secretary and Division President via e-mail. If you have e-mail, and are so inclined, you may want to discuss with these Chapter Presidents about sending their officer lists to you via e-mail as well (in lieu of hard copy). In any case, Chapters are being asked to provide just two copies of their officer lists to you.  One paper copy should be sent to the Recording Secretary.  Deadline is August 1.

MINUTES ORDER FORM
Chapters are to provide you with their order for copies of Division Minutes by August 1 but no later than the last day of Convention.
CHAPTER MEMBERS LIST

Chapter Presidents who have this information on the computer have been asked to provide the information directly to the Division Recording Secretary and Division President via e-mail. If you have e-mail, and are so inclined, you may want to discuss with these Chapter Presidents about sending their member lists to you via e-mail as well (in lieu of hard copy). In any case, Chapters are being asked to provide one copy of their member lists to you.  One paper copy should be sent to the Recording Secretary.  Deadline is August 1.

Please use the following format - Chapter Members name, address, including 9-digit zip code, telephone number and e-mail, (if any.)  Please ensure that all information fits on one side of one 8-1/2 x 11” page (typewritten). 

Real Daughters/Granddaughters REPORT Form

Chapters will use this form to provide any updated information about Real Daughters and Granddaughters who are Chapter members.  Send this form to the President of the Granddaughters Club, her name and address is in the Minutes under Division Information.
COMMITTEE REPORT INSTRUCTIONS AND FORMS

One copy of each report will be sent to you by August 1.

Duties with regard to materials submitted by chapters to you: 

Chapters’ deadline to send Reports to you is August 1, and your deadline to send Reports to others is August 15th (except orders for Division Minutes). Be sure to keep a copy of all reports which you compile yourself.

Compile any Alice Whitley Jones Banner submissions and send copy to Division President, Division Historian and Finance Committee Chairman by August 15.  

Compile the Minnie C. Eller Banner Reports and send to the Division Vice President by August 15.  There must be a report for each Chapter.
Send Chapter Narrative Reports to the Division Recording Secretary and Division President by August 15.  Be sure the Chapter Narrative is no more than 300 words in length.  It is your responsibility to edit the report.  Send Chapter Officer Lists to the Division Recording Secretary and Division President by August 15 (make, and keep your own set).

Provide any updated information received from Chapters in your District concerning Real Daughters/Granddaughters to the Division Recording Secretary by August 15.

Compile the Committee Reports and send to each appropriate Division Committee Chairman by August 15. Included in this packet is Committee Report Form listing all Division Committees and their Chairmen. Be sure to have a report from each Chapter, or a note indicating that you did not receive a particular report. (District Report Information is included to report Chapters in your District) You also use the Committee Reports to complete the Compiled Statistical Report for your District (see below).

Send Chapter Newsletters for judging to the Publicity Chairman by August 15. 

Preparation of Compiled Reports for your District:

There are two report forms you use to make a compilation of the Committee Reports you receive from the Chapters in your District.  The Compiled Statistical Report is a table with a column to record data for each Chapter and the totals for the District.  The Compiled Report reports only the district-wide totals plus any descriptions of noteworthy work done by the Chapters.  Send a copy of each report to the Division President by August 15 so she may compile her annual report of the Division’s work.  Save a copy of each one for your files.

Compiled Report for the Minnie C. Eller Banner.  This report is a compilation you make of the Minnie C. Eller Banner Report Forms you receive from the Chapters.  Send a copy of this report to the Division Vice President by August 15 so that she may award the Minnie C. Eller Banner at the Division Convention.  Save a copy for your files.

Compiled Division Minutes Order Form You may use this form as a worksheet to calculate the total number of copies of the Minutes needed for your District based on orders received from the Chapters in your District.  Please report the total number needed for your District to the Division Recording Secretary by August 15 or before the close of the Division Convention.
MINUTES DISTRIBUTION PROCESS:

The Minutes for your District will be shipped directly to your address from the publisher.  This usually occurs around the time of the Spring Executive Committee meeting. Upon receipt of the Minutes, it is your responsibility to immediately begin the distribution.  You may use the following process:

Divide the Minutes into stacks for each Chapter; package, address, and calculate shipping cost for each set. You should also ensure with the Division Treasurer ahead of time that each Chapter has paid for its mandatory copy ($6.00) which was to be paid in the Chapter’s per capita.  If paid, the Chapter does not owe this amount now.  If not paid, add this amount to its bill. Each additional copy of the Minutes costs $6.00.  Inform each Chapter of its total bill.  The Chapter should issue a check made payable to Treasurer, Virginia Division UDC. Send the Minutes once you receive payment. Within 30 days of receiving all Chapter payments, send checks to the Division Treasurer.

If you are familiar with your Chapters, feel free to use any other distribution method that will ensure the speediest delivery of the Minutes.  Do not wait for your District Conference to distribute the Minutes.  They must be in the hands of the Chapters as soon as possible after you receive them.

Please let the Division President know of any suggestions you may have to facilitate the Annual Report process.  
Thank you for your hard work on behalf of the Virginia Division!
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