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Annual Report

President

Bunny Jarrett

2013 - 2014
JOB DESCRIPTION  

The branch president/administrator is the face of AAUW in the branch and the community and the branch’s spokesperson.  The president/administrator shall:

· Preside over the board of directors/leadership team and branch meetings and conduct the business of AAUW

· Communicate a vision for the branch and expectations of members

· With the board/leadership team, plan, implement and monitor branch activities

· Work with the board/leadership team to develop a strategic plan 

· Communicate AAUW and state initiatives and programs to the membership and encourage support and participation

· Be familiar with and adhere to branch bylaws, policies, and standing rules.  Ensure branch bylaws are in compliance with AAUW and state bylaws.

· Review and monitor the branch’s fiscal health; sign off on expenditures as appropriate; arrange for a financial review at least biennially

· Serve as an ex officio member of all committees and task forces except the nominating committee

· Appoint committee chairs and task forces as per branch bylaws

· Keep AAUW and the state informed of branch activities; submit forms and reports as required

· Ensure representation of the branch at state conferences and leadership meetings

· Participate in community events and projects that advance AAUW’s mission

EVENTS AND ACTIVITIES OF THE BRANCH

The events and activities of the Falls Church Area Branch are recounted in detail in the Annual Reports to the Membership from the Leadership Team. 

BECOME MORE VISIBLE IN THE COMMUNITY
· Distributed Gift Bags with AAUW materials to 76 new teachers in the Falls Church Public Schools

· Distributed information about voter registration and AAUW membership in partnership with the League of Women’s Voters of Falls Church at the Elementary Schools PTA Information Night, September 10, 2013

· Distributed membership information and books and bookmarks to advertise our annual book sale at an AAUWFC Table at the Falls Church Fall Festival, September 7, 2013.

· Advertised our October 14, 2013 branch meeting on “Understanding Affordable Care” and had several non-members in the audience.

· Co-sponsored the performance of “The Actual Dance,” a one-man show about dealing with cancer in conjunction with many other Falls Church civic and political groups
· Special Project grants were given to the following local organizations: Aurora House: Etiquette Class for resident girls, submitted by Mollie Jewell, $300; AVID Program at JEB Stuart HS for trips to colleges, submitted by Pam Martinov, $700; and NCCWSL Conference resident attendee fee, submitted by Sally Brett, $395.
· Participated in a university partnership with Women and Gender Studies of George Mason University

· Sponsored a GMU student to the National Conference for College Women Student Leaders (NCCWSL)

· Notice of meetings regularly posted in the Falls Church News Press.

· A trifold poster and various AAUW publications were used at the Book Sale to inform customers about AAUW. A branch member was at the membership table throughout the sale.
INVOLVE MEMBERS IN THE ONGOING ACTIVITIES OF AAUW

Falls Church Area Branch

· The first annual New Member Tea was held Sunday, August 25 at the home of Becky Gaul. Kitty Richardson, Membership VP presented information using materials from AAUW-US and AAUW-VA and distributed the branch Membership Booklet. Five new members attended.

· Members have volunteered to assist with membership, communications, hospitality, holiday party, and the book sale as the need arises.  Ongoing interests groups include the Book Group (Olivia Cedillo and Becky Gaul), Movie Group (Kitty Richardson and Susan Conklin), and Travel Group (Susan Hesser). The Scholarship Committee was chaired by Anne Baxter.
· A majority of members continue to assist with book sorting and the book sale. It was noted that fewer members worked at the sale than in past years.
· A small group of members participated in a Saturday branch trip to the National Museum for Women in the Arts. There was a question if it was worth the time organizing the event for so little member participation.
· Amendments to the Bylaws as required by AAUW-VA were completed by Bylaws Committee Chair, Martha Trunk and presented to the membership.

· Peggy Montgomery and Kristan McMahon were elected Co-Vice Presidents for Programs and Susan Conklin was elected Secretary. Appointed positions were Peggy Montgomery and Kristan McMahon, Newsletter Co-Editors; Peggy Howard, Hospitality Chair: and Sharon Zackula, Scholarship Committee member. A shadow member of the Scholarship Committee and a Bylaws Chair remain to be appointed.

· AAUW branch meetings were moved from the usual second Monday in October and November to avoid holiday weekends

AAUW-VA and AAUW-US

· The Branch President Bunny Jarrett attended the Summer Leaders Meeting in July 2013 in Charlottesville, VA.

· Several members attended the annual meeting of the AAUW Northern Virginia District and other district-level activities.

· Six members participate regularly in the AAUW Lobby Corps: Susan Conklin, Marilyn Falksen, Becky Gaul, Bunny Jarrett, Peggy Montgomery, and Kitty Richardson.

· Certificates of Appreciation given by AAUW-VA in recognition of our 13 new members this year were presented at the June Planning Picnic: Anne Baxter, Sally Brett, Marilyn Falksen,  Becky Gaul, Susan Hesser, Peggy Howard, Bunny Jarrett, Mollie Jewell, Sarah John, Elizabeth Kessel, Renee Klish, Kitty Richardson, Mellen Tanamly, Martha Trunk, Mary Youman, Jean Zapple, and Sharon Zackula.

· Susan Conklin was elected Communications Chair for AAUW-VA. 

· Free national memberships awarded to the branch for the 2013-2014 increase in members were awarded to Megan Brett, Olivia Cedillo, Marybeth Connolly (George Mason High School Community Liaison and FC City Council Member), Mary Ellen Gannon (new member), and Debbie Pawlak. 

PARTICIPATE IN A REFLECTIVE PROCESS TO DEFINE THE VISION OF OUR BRANCH

· Stephanie Kraemer and Deepti Gudapati of the AAUW Member Leadership Programs Department lead workshops at branch meetings in November, January and February. They were assisted by Denise Decker of the Arlington and Capitol Hill Branches who continued in a mentor role until the end of the year.

· Over twenty members attended each of the workshops and voiced their opinions during the interactive activities.

· The results of the workshops were published in the Flash and a Visioning Project Summary was posted on the website.

· The Visioning Project Summary and other materials as well as AAUW-VA policy priorities were used at the June Planning Picnic to plan mission-based programming for the coming year.
· President Bunny Jarrett will make a presentation about the branch Visioning Project at the AAUW-VA Summer Leaders Meeting on July 26, 2014.

RECOMMENDATIONS FOR 2014-1015

· Plan programs targeting a young and middle age population. Use the results of the AAUW-US Younger Member Task Force

· Explore alternate sources of fundraising for scholarships

· Refine Branch Mission, Goals, and Action Plan
Annual Report

Vice President – Programs

Sharon Zackula

June 30, 2014

Duties and Responsibilities:

The Program Vice President ensures that branch activities support the mission of AAUW as follows:

· With the Board/leadership team, plan branch programs which are consistent with AAUW mission.

· With the Board /leadership team, plan branch meetings that reflect program priorities.

· Network with other branches to share ideas.

· Promote state conference and district events to membership.

· Maintain contact with AAUW of VA Programs Vice President, including receiving information and submitting information when requested.

The Program Vice President participates in monthly Branch and Board meetings.

Programming By Month for Falls Church Branch:

This section of the report describes, by month, the usual type of programming the Branch has, responsibilities of the Program VP, and the specific programs of fiscal year 7/1/2013-6/30/2014.

July:  No regularly scheduled meeting.  Need to begin to plan September program.

August:  No regularly scheduled meeting.  Need to plan September meeting and begin to plan October meeting.

September:  There is no regular subject or program for the initial meeting of the Branch in September.  The programming is “open-ended” and usually, open to the public. In September 2013, the branch viewed “Doughnut Dollies,” a film about young women non-combat volunteers in Vietnam, including Susan Conklin.  Susan provided additional commentary, and shared some of her personal photographs from the experience. At that time, women in the armed services were not allowed to serve in combat. Also need to plan October meeting and begin to plan November meeting.

October:  The programming is “open-ended” and usually, the public is invited. For the meeting on October 14, 2013, we arranged for two speakers, Bob Becker, from Virginia Organizing (VirginiaOrganzing.com) and Susan Schaefer, to discuss the Affordable Care Act, the new health care law implemented in large part on January 1, 2014.  Sign-up for health insurance via federal and state insurance exchanges had begun on October 1, 2013).   It was our most successful meeting in terms of attracting non-members to our meeting.   Need to plan November meeting and begin to plan December meeting/holiday party.

November:  The programming is “open-ended.” Usually, the public is invited, but the public was not invited to the November 11, 2013 meeting.  The Branch volunteered to participate in a pilot project of the national AAUW – a Visioning Project.  Two employees of the AAUW’s Membership Leadership Development Department, Stephanie Kraemer and Deepti Gudipati, and Denise Decker, a long time AAUW member (from another chapter) who is also working on the project, came to our meeting, described the Visioning Project, and facilitated a workshop with the overall goal of guiding a process by which the Branch members begin to define a focus area or a vision for the Branch.  The workshop was designed to illicit from members what the members most cared about as a branch; to begin to define the branch mission and message, and to develop “next steps” to live out the mission in the Branch’s work. This was Part I of a three part program.  Also,  policy announcements were made, and we attempted to elicit information from members regarding their plans to attend or not attend the Branch’s holiday party in December.   Need to plan holiday party, including identifying a play or other entertainment to precede the holiday party.  Need to begin to plan January meeting

December:  The program is fixed and the public is not invited.  The Branch has a holiday party each year, which includes a limited number of guests (spouses, persons interested in joining, etc.)  Each member is asked to bring a hearty appetizer or a dessert to feed at least 6 people.  Beverages, plastic glasses, wine glasses(?), paper dishes and plastic cutlery are specifically assigned to a Board member or other volunteer. Many Branch members also will attend a community-based holiday event (e.g., a play) before the party.  This year, interested members attended a play at Creative Cauldron (Christmas Cabin of Carnaween, tickets approximately $15.00 – group rate), then attended the party.  The party was held at Becky Gaul’s house. Because she and her husband did so much of the organizing and purchasing, I had very little responsibility for organizing refreshments, locating serving dishes, buying or organizing the buying of paper goods, etc.  Need to plan January meeting and begin to plan February meeting.

January:  The meeting is held on Sunday afternoon at 2, the programming is “open-ended,” and most years, the public is invited.  The January 2014 meeting was held at Curves on Broad Street, which MellenTanamly helped to arrange.  The meeting was not open to the public.  This year, the first half of the January meeting was Part II of The Visioning Project. The second half of the meeting focused on women’s fitness and health and beginning 2014 focused on health and exercise.  Members were taught the Curves program and had an opportunity to do at least one circuit and stretch.  Need to plan February meeting and begin to plan March meeting.

February:  The meeting is held on Sunday afternoon at 2.  The  programming is usually open-ended, and most years, the public is invited.  The public was not invited in February 2014.  We began with a social period. We encouraged branch members to become better acquainted with another member better, with a “matching hearts” exercise.  We did this before we had Part III of the Visioning Project, which focused on how to market the Branch and recruit members.    Strategies discussed included identifying and projecting a clear brand identity, messaging through print materials, and creating and maintaining an outward-focused website to inform and interest casual or more serious visitors to the website.  Need to begin to draft report for March meeting and begin to inquire about dinner place for post-book sale celebratory dinner.

March:  The programming for March is pre-determined, and the meeting is not open to the public.  The Branch is required to hold an annual meeting each year, which is held in March.  Each officer, including the VP for programs, reports to the membership, and provides the written report to Secretary.   Need to begin to contact former scholarship winners to identify a speaker for May scholarship meeting. 

April:  The programming for April is pre-determined.  Every April the Branch holds a book sale in the Falls Church Community Center in lieu of a meeting.  The booksale is our most “public” event.  The booksale this year was held on April 11 and April 12 (Friday and Saturday).  On the Thursday preceding, many members are needed to help set up books, signs, and sort through a large number of “oversize books” that cannot be sorted until they arrive at the gym.  The VP-Programs plans the celebratory Saturday evening dinner that follows the book sale and the clean-up of the Community Center gym.  On April 12, 2014, the post-book sale dinner was held at Panjsher, in Falls Church .) Criteria for selection include good food that appeals to many people, reasonable prices, a room or other space where Branch members can sit together and linger, a less noisy atmosphere, and flexibility that allows individuals to select from most or all of the menu.  Need to contact scholarship winners to identify a speaker for May scholarship meeting.

May:  The programming for May is pre-determined. Every May meeting, including May 2014, is the Scholarship meeting.  The branch awards the scholarships to several area high school seniors. The young women and their families attend.  We try to provide more formal refreshments for that meeting.  The VP Programs usually identifies a young woman who was a previous recipient to speak at the May meeting before the individual scholarship recipients are introduced. This year, three young women spoke.  (In 2013, Dana Cazan, a former scholarship recipient, spoke.  She had just graduated from college.)  Need to plan for June planning picnic, including gathering ideas of programs previously submitted.

June:  The programming is pre-determined. Each year, the June meeting is a picnic to award members, socialize at a picnic and solicit program ideas from the members for the following year.  (The Branch does not meet in July and August.)  The picnic is held in Cherry Hill Park, in the sole picnic shelter, beginning at 6:00 p.m., which is 1.5 hours earlier than the start of our other Monday night meetings.  At the picnic, the president hands out awards.  The remainder of the time is spent eating and socializing and brainstorming about program ideas, with the VP – Programs facilitating the discussion. The VP-Programs often includes for discussion program ideas that were suggested the previous year, but were not developed into programs for a variety of reasons.  Leadership has been asked to focus most or all “open” programs on topics of specific interest to VA AAUW and national AAUW (e.g., this fiscal year (July 2014-June 2015) human trafficking is one of 3 areas of interest and focus at the state and national level).  After meeting, need to collate program ideas and begin to consider program for September with leadership/Board.  

Activities Outside of Meetings: 

A tour of the National Museum for Women in the Arts was arranged for interested Branch members on Saturday May 16.  Members were asked about the date two months in advance, and the date was picked 5-6 weeks in advance. We rode the subway as a group, we ate lunch before the tour at Café Mozart, and then went on the tour.  (Museum admission with tour was $12/person ($10 for seniors).)  Attendance was limited, but everyone who did attend enjoyed the event.  (Six members attended.)    
Annual Report
Vice President for Membership

Kitty Richardson

2013-2014
JOB DESCRIPTION 

The Membership Vice President facilitates the recruitment and retention of members in the branch.

· Serve on Board of Directors and serve as chair of Membership Committee

· Be familiar with all AAUW Membership policies and programs

· Assist branch leadership in creating recruitment efforts for new members and programs designed to retain current members 

· Maintain communication with the AAUW of Virginia Vice President for Membership and transmit information to her as requested

ACTIVITIES
The membership year started off vigorously with new members who joined at the book sale.  A designated membership table located near the check out point was very effective.   AAUW members staffing the table conversed with book buyers about all things AAUW including local and national scholarships as well as membership.  We repeated this success effort at the 2014 book sale with two new members and six women indicating interest in our branch. 

AAUW FC contributed to gift bags to welcoming 70 new teachers to the Falls Church School system with copies of AAUW’s newest research study on community colleges plus information about our organization.  We plan to contribute AAUW literature again this year.

On August 25th. a New Member Tea was held at Becky Gaul’s home.  New members were given folders with AAUW orientation information including the newly revised membership handbook and member roster.  Experienced members shared their perspectives.  The tea was a comfortable and effective way to get to know our new members.  

To raise public awareness we distributed AAUW information at the annual Taste of Falls Church as well as voting and back to school events.

To date we have 51 members.
Annual Report

Treasurer/Finance Officer 
Martha Trunk, Treasurer

2013-2014

Job Description

The Finance Officer oversees the fiscal operations of the branch. 

· Maintain branch bank accounts for checking and savings and establish authorized check signers for the branch 

· Work with the membership vice president to secure membership renewals; process dues, file the necessary forms with AAUW and AAUW of Virginia 

· Work with board or leadership team to develop a budget that supports the programs and activities described in the branch’s strategic plan. 

· Prepare financial statements including analyzing actual performance against budget 

· Be aware of and adhere to relevant federal and state charitable tax issues and legal liabilities 

· Submit dues, fees, and contribution reports in a timely fashion and in accordance with proper financial accounting procedures, IRS regulations, and AAUW procedures 

· File IRS Form 990-N (gross receipts under $50,000) if appropriate 

· Protect the assets of the branch by maintaining adequate insurance coverage and implementing internal accounting controls and procedures

· Retain in good order all financial statements, IRS forms and correspondence, paid checks, deposits, contracts and other financial supporting documents consistent with best practices and state laws 

· Review all branch dues, fees, contributions, and membership reports sent by AAUW; alert AAUW of any discrepancies with your records 

· Ensure that all federal and state authorities and the AAUW national office have the correct contact information for your branch
Finance Officer’s report submitted by Martha Trunk on 3/9/2014

I manage two bank accounts – one for the branch administration and one for the booksale.

The branch account balance is $998.48.  This large balance is due to our many new members and the member approved transfer of $500 from the 2013 booksale proceeds to the branch account.

Attached is a report that shows the 2013-2014 budget, actual expenses and the proposed budget for 2014-2015.  

It is anticipated that the $50 for hospitality will be spent purchasing paper goods or other hospitality items.   This is not the actual cost of hospitality.  Many people provide refreshments for our meetings and are not reimbursed.  In order to calculate the true cost, individuals need to provide information about their unreimbursed costs.

I have increased the administration amount to include a board approved $50 for the basket we provide each year to be raffled off at the State convention.    In the recent past, the board has contributed to the costs of the basket without reimbursement.  Since this is a actual expense, I added it to the administration budget.

The branch will be participating in the Falls Church Harvest Festival in September.  The cost is $55, which will increase our community outreach expenditures to slightly more than the $75.  

I have receipts for an additional $154.68 for administrative expenses that were not reimbursed.   This includes the cost of attending the state leadership conference in June.

I have based the budget on 45 members - this assumes that most of our new members renew for 2014-2015.

Booksale account:

The current balance is $11, 554.05.  The attached 2013 booksale receipts and outlays show the gross and net profits from that booksale.  The net profit is then divided into 3 sections for distribution:  AAUW for our Career Development Grant (50%) or $9171.98: local scholarships  (35%) or $6495.88; and special projects  (15%) or $2826.59.  I have sent $9172 to National in November for our Career Development Grant and have paid out $1817.60 for special projects.  

The excess funds in the bank account are for expenses prior to the booksale.  
Final Finance Officer’s report – June 23, 2014
The 2014 booksale receipts were $20,227.33 and the expenses were $4626.75.  Total amount available for career development grants, special projects and 2014 scholarships is $15600.56.  (Previous year proceeds are distributed as scholarships in the following year,)

 An anonymous donor contributed $2500 to add to the 2013 designated scholarship amount of $7505.76. Accordingly scholarships in the amount of $10,000 were awarded to 9 recipients.  These amounts will be disbursed in July.

We have paid $43,718 into our Career Development Grant. We need $31,282 to complete the grant.

The booksale account has a balance of $31,050.50.  This allows for the required distributions for special projects, scholarships and career development grant as well as booksale expenses reserve.  This will be decreased by $10,000 when the 2013 scholarships are disbursed in July.

The branch operating bank account has a balance of $1049.48.  The budget for 2013-2014 was for $525.  Expenditures for the year were $527.23.  There were also unreimbursed expenses of $524.32.  This account will increase as member dues are received and processed by National AAUW and our portion is returned to us.    

Attached is the“2013-2014 budget and actual” and the “proposed budget for 2014-2015”.  The budget is based on 45 members.  The 2014-2015 budget may need to be revised because two members have moved out of the area and two of our honorary life members no longer pay dues.

Annual Report 

Public Policy Chair 

Marilyn Falksen
September 2013 - June 2014

Job Description
The Public Policy Chair informs branch membership about AAUW Public Policy priorities (federal and state) and action that can be taken to support them.

· Convey information to branch members received from the state public policy vice president(s) and from other AAUW sources (e.g. Mission and Action e-bulletin, Washington Update, and Two-Minute Activist)

· Keep branch members informed regarding legislative issues that are pertinent to AAUW policy priorities

· Encourage branch members to contact their federal and state legislators on issues related to AAUW priorities 

· Encourage branch members to subscribe to online resources (Mission and Action e-bulletin, Washington Update, and Two-Minute Activist)

Branch Activities
At the November branch meeting, the Public Policy Chair spoke to the members about   Lobby Corps and the Two-Minute Activist, inviting members to participate in both activities.  Several branch members participate as Two-Minute Activists.  Six branch members regularly join with the AAUW Lobby Corps in visiting Capitol Hill offices to share with Senators and/or Representatives and their staffs AAUW’s position on pending legislation.

Beginning in December, the Pubic Policy Chair spoke with members and sent emails asking members to sign a petition to Virginia Legislators urging the Legislators to pass the Paycheck Fairness Act. Over 30 branch members and friends signed the petition that was delivered to Legislators in February on Lobby Day.

In January, five branch members attended a reception at AAUW headquarters honoring Lily Ledbetter and celebrating the fifth anniversary of the Lily Ledbetter Act. 

In April the branch recognized Equal Pay Day (April 8) during its  annual book sale by handing out equal pay stickers and materials pertaining to the gender pay gap and speaking to individuals attending the sale about these important issues.

ANNUAL REPORT 

BOOK SALE CO-CHAIRS
MOLLIE JEWELL AND MARY YOUMAN

 2013 - 2014
JOB DESCRIPTION AS DETERMINED BY AAUW OF FALLS CHURCH 

Plan and execute the Falls Church AAUW Annual Booksale

· Publicize to general public

· Publicize to members

· Recruit staff

· Sort books

· Solicit book donations

· Liaison with FC Community Center

· Recruit outside help

· Rent tables

· Rent trucks and move books

· Setup sale

· Run sale

· Remove unsold books

COMMITTEE MEMBERS

Chairs:  Mary Youman and Mollie Jewell

· Renee Klish - pricing the specials, 

· Becky Gaul - publicity and booksale setup, 

· Sarah John for energetic everthing

· Martha Trunk - cleanup and treasurer
· Sharon Zackula – celebration dinner

· Booksale Lessons Learned - Susan Conklin

ACTIVITIES DURING THE YEAR – see below.
RECOMMENDATIONS 
Have a booksale next year.
	Overall calendar
	Sale: April 12-13, 2013

	Date (or begin activity)
	Activity

	 
	 

	Fall
	

	October 1, 2012
	Conduct fall sorting

	October 1, 2012
	Branch newsletter: fall sorting

	February 2, 2013
	Recruit subcommittee reps

	
	

	December 1, 2012
	Prepare publicity materials: letters, poster, bookmark, postcard, receipt, etc.

	December 15, 2012
	Distribute publicity at holiday party: bookmarks, postcards, receipts

	Janurary
	

	January 1, 2013
	Contact Safeway, Harris Teeter for boxes, collect til sale: Jane & Lynn, Barbara Ann

	January 15, 2013
	Contact FOCUS - deadlines vary

	January 15, 2013
	Contact movers & sign them up

	January 15, 2013
	"Book collection" announcments: prepare, proof, mail  to newspapers (5): Focus, NewsPress

	January 15, 2013
	Publicize sale to No. VA branches

	January 19, 2013
	Prepare Signup sheets: Sales, Sort, Pickup

	January 19, 2013
	Prepare Signup sheets: Publicity

	January 19, 2013
	Prepare Publicity kits: posters, bookmarks, postcards, and instruction sheets

	January 19, 2013
	Update publicity mailing list

	February 19, 2013
	Branch newsletter article: sale, EF, publicity,   SORTING

	January 20, 2013
	Contact DPW about banner, write letter: Dan Schlitt, Rec. & Parks (2013)

	February
	

	February 1, 2013
	Special focus ads: BookFinders.com, FC New press, Washington Post book world

	February 12, 2013
	Recruit workers at branch meeting, distribute publicty kits - continues til sale

	February 15, 2013
	Branch newsletter article: sale, EF, publicity,   SORTING

	February 15, 2013
	Contact Senior Times

	February 15, 2013
	Publicize sale to No. VA branches - again

	February 4, 2013
	Booksale organizational brunch

	February 28, 2013
	Prepare signup sheet and circulate at meetings for Celebration dinner

	February 28, 2013
	Visit site: discuss publicity, collection and booksale setup

	February 28, 2013
	Coordinate w/ Membership on recruitment at sale: flyers, signup, posters, table, etc.

	February 28, 2013
	Coordinate w/ treasurer on change and deposits

	March
	

	March 1, 2013
	Follow-up movers & sign them up

	March 1, 2013
	Rent truck

	March 1, 2013
	Rent tables to bring total to 80 tables

	March 4, 2013
	"Book sale" announcments: prepare, proof, mail  to newspapers (50)

	March 5, 2013
	Sort books - continuous til sale:  3/5; 3/12, 3/19, 3/26 - Saturdays

	March 6, 2013
	Makeup sorting -         if needed: 3/6; 3/13, 3/20, 3/27, and April 3 - Sundays

	March 8, 2013
	Prepare signup sheet and circulate at meetings for Celebration dinner

	March 8, 2013
	Signup dinner guests and collect mone ($5) through April 7

	March 4, 2013
	Prepare postcards: stamps and pc. To assemblers

	March 14, 2013
	Recruit workers at branch meeting, distribute publicty kits

	March 15, 2013
	Mail postcards (400)

	March 15, 2013
	Branch newsletter article: Sale

	March 28, 2013
	Reconfirm times, jobs, etc. with all volunteers

	March 26, 2013
	Take banners to Dept. Public Works

	April 1, 2013
	Recruit workers at branch meeting, distribute publicty kits

	Sale
	

	April 11, 2013
	Get cash for change ($200 in 1s and 5s)

	April 11, 2013
	Get snacks for book sellers: water, juice, salty, sweet.

	April 11, 2013
	Xerox and organize additional signs

	Apr-13
	

	April 13, 2013
	Setup sale

	April 13, 2013
	Move books 

	April 13, 2013
	Set up moveable signs (50 24"x36" signs all over FC)

	April 13, 2013
	Remove and save signs (50 24"x36" signs all over FC)

	April 13, 2013
	Open and close - ensure special staffing

	April 13, 2013
	Open and close - ensure special staffing; make deposits

	April 14, 2013
	Open and close - ensure special staffing; make deposits

	April 14, 2013
	Close sale and move books out of center

	April 14, 2013
	Celebration dinner

	April 14, 2013
	Get sandwich platters for dinner

	April 14, 2013
	Setup dinner

	April 16, 2013
	Branch newsletter article: sales, publicity., dinner

	May
	

	May 1, 2013
	Branch newsletter article: sale results and thanks

	May 1, 2013
	Thank donors

	May 1, 2013
	Reserve space for next sale

	
	Start all over again!!!


Annual Report 

Communications Chair 
Becky Gaul
2013 - 2014 

Job Description

The Communications Chair increases the visibility of AAUW’s mission and programs in the community through local media, social media, and tools such as websites. If possible, the Chair is assisted by a communications team.

·       Ensure that the branch budget reflects communications priorities

·       Develop and distribute a branch newsletter (or other form of communication) regularly, including local, state, and national news within and adhering to the AAUW style guide 

·       Publicize branch activities through print and traditional and social media as needed

·       Distribute information from AAUW and AAUW of Virginia to members in a timely fashion, through branch newsletter or other regular form of communication

·       When representing AAUW to the press, media, or community, adhere to AAUW positions on key issues.

·       Optional but highly encouraged: Manage branch website or branch page on state website

·       Optional but highly encouraged: Manage branch Facebook page by making regular updates describing branch activities and linking to AAUW and AAUW of Virginia news

Branch Activities

For the past year, as Falls Church Area Branch Communications Chair, I have maintained the Branch website (http://fallschurcharea-va.aauw.net/), updating site content as needed, paying special attention to the Calendar, Member Directory, and Contact information.  The majority of this work takes place at the start of the Branch year, with less time required for site maintenance during subsequent months.  I also worked with the Branch Scholarship Committee and the AAUW Web Support team to update our online scholarship application and monitor applicant questions and submissions in March and April.  Over the summer, I expect to initiate web site content review with an eye to refreshing text, adding images, and improving user interaction possibilities. 
In our Branch, Newsletter Editor has traditionally been a separate position, so I was minimally involved in those efforts.   I did assist with newsletter formatting, content review, and distribution a few times.

I assisted with information sharing among members via email.  

I submitted Branch public meeting information to the FC News Press on at least one occasion via email.  I did not regularly submit publicity about Branch activities to local media. Our Branch does not currently have a social media presence. These are areas where we could expand our presence, perhaps with a small committee.
Annual Report

Bylaws Committee Chair 

Martha Trunk

2013-2014

JOB DESCRIPTION 

· The Bylaws Chair ensures that branch bylaws are current and aligned with AAUW and AAUW of Virginia Bylaws.
· Chair the branch Committee on Bylaws

· Update and submit branch bylaws in accordance with AAUW and AAUW of Virginia directives

· Edit proposed amendments to the branch bylaws

· Maintain a file of current branch bylaws

· Attend the branch Board of Directors meetings at the discretion of the president

ACTIVITIES

In accordance with directions from AAUW headquarters and the State bylaws chairs, the bylaws were updated and submitted to state and headquarters for approval as required.  
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