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Congratulations! You have taken the first step toward running for a state office!

This guide will provide you with essential information that you will need to know to become a
officer. The experience of running for state office is challengingeaoding, but not always easy.
To be in the campaign arena with other state officer candidates, you must have determinatio
commitment, and be well prepared.

Once in that arena, the next challenge is to get elected. You need to persuade the vostes de|
theRegional Leadership Conference (if you are running for a Regional Vice President positio
the State Leadership Conferenioe other officeghat you are the one for the job! The competitio
will be fierce. Other candidates will be equaligtermined, committed and prepared, but only on
will be elected to each position

Preparing, campaigning, appropriate attire, spealaligome together to form a learning experie
you will use for the rest of your life. Campaigning gets in your dlaod you may find yourself
running for office again in your school, profession, association, or government. In other word
experience itself is invaluable, even if you are not elected. Every candidate is a winner!

You cannot become a state offiegdone. You need the support and encouragement of many pe

e Your parents, school administrators, and especially your FBLA adviser need to be
informed and support your effort. State officargltheir local advisers attend several
conferences and worksps, and should plan on missing 5 to 10 days of school duril
their term of office.

e Your local adviser approves and signs your application for state office and serves
coach and guide through the entire process.

e Your local president and other ldaHficers need to support your candidacy and rally
behind your campaign.

e Your campaign manager is selected by you to help plan your election campaign. 1
person may introduce you at a general session of the SLC if you become a candic

Earning a plee with other state officer candidates is challenging, but you can make it if you tr
By the wayGdodtiucki s f un!

CQDULL&LU <. Wizgven)

Jennifer Wegner
FBLA State Adviser



State Officer Campaigning and Voting Procedures

The bylaws for Wisconsin FBLA state:

G¢KS LINBAARSY (I rgkeasirer aNdSepartRrShalline electsdaNdally-at a general

session of the State Leadership Conference by the local voting delegates. The regional vice presidents

shall be elected annually at their respective RLCs by the local voting delegdteseasective regions

YR akKlff o06S AyaidlttSR G4 GKS {dFG4S [ SIFIRSNAKAL) / 2

Application

A copy of the nomination applicatidor regional vice presidential candidatds provided in

AppendixB. The applicatiofis also availablat http://dpi.wi.gov/fbla/officers.html or may be requested

from the State Office via¥ | A f ® ¢KS FLILIX AOFGA2yS>S OFyRARIFIGSQa { i
letters of recommendation, and a letter written and is@gl by the district administrator of a proposed

site or the RLC stating the availability of the site for the following year (all regions will be Fehyruary

2011 must be RECEIVED at the State Office no lateeaember 15, 208. If a region does notdve

any regional vice presidential candidates, there will be no RLC provided in that region.

A copy of the nomination applicatidor state officercandidatesis provided in Appendi€. The

application is also available attp://dpi.wi.gov/fbla/officers.html or may be requested from the State
Officeviaemail. ¢ KS F LILJX AOF A2y FyR OFYRARIGSQa {GFGSYSyi
RECEIVED at the State Office no later ttaaruary 8 2010.

Confirmation/Officer Candidate Worksheet

A confirmation will be sent viamail to the officer candidates and/or advisers after the application
materials have been received at the State Offitde adviser should immediately contact the State
Office if aconfirmation is not received

Each officer candidate is required to complete and submit to the State Office an officer candidate
worksheet. The reason for initiating the worksheet is to encourage officer candidates to take their
responsibilities seriasly and to encourage officer candidates to seek a thorough understanding of the
organization.A copy of the worksheet provided in Appen8ixThe application is also availalae
http://dpi.wi.gov/fbla/officers.htmlor may be requested from the State Office vimail. The

worksheet will contain questions on leadership, history and bylaws of FBLA, understanding of the
organization on all levels, communications, and so forth. The worksheet MUST plketemhiby the
student and RECEIVED at the State Office no laterJdnaunary 8, 2010for regional vice presidential
candidates ad March 9, 2010for stateofficer candidates

Students should attempt to independently answer or research the answersmaayg of the questions
as possible; however, it is permissible to seek assistance from advisers or other resource persons. The
worksheet should be completed as thoroughly as possible and answers may be found through any
source. Your most valuable souread be:

e National FBLEhapter Management Handbook

e WisconsirFBLA Executive Board Directory

e Wisconsin FBA.Competitive Event Guidelines

e Wisconsin FBLA Bylaws

e ¢C2Y2NNR Q& ..dzaAySaa [SIRSN
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The responses to worksheet questions will serve as discussiondigning the officer screening
interviews. Responses may indicate weaknesses in certain areas; thus, it may then be possible to
include discussion for the weaker areas during the state officer training workshop.

If a student does not complete and returhe worksheet to the State Office by the designated date, the
student will no longer be considered as an officer candidate. By not completing and returning the
worksheet, the student indicates that he/she is no longer interested in campaigning for ONIBET TEN
NOTIFICATION TO THIS EFFECT MUST BE MADE TO THE STATE OFFICE

Campaign Brochures

Each candidate must prepare one campaign brochure and duplicate copies so that conference hosts can
provide each chapter attending the conference with a copy okeadd Y RA R G SQ& ljdzr £ A FA Ol
registration packets. The candidate may use any color he/she wishes, but the size of the sheet must not
SEOSSR y oé¢ E MMEOD . 20K aARSa 2F G(KS akSSi vyre o
sheet of paper.

Regional vte presidential candidates must submit ofig copy of their campaign brochure to the State
Office for approval by January 8, 201Blease provide one hundred (100) copies of the approved
brochure to the RLC hosthool no later than January 22010

All other state dficer candidates must submit one (1) copy of their campaign brochure and other
campaign materials as appropriate at the time of @fiscreening.Pleasebringtwo extracopies for
officer screening committeenember review. Three hundred fifty 35 0 O2 LA Sa 2F GKS 2FFA
approvedcampaign brochure must be RECEIVED at the State Office no later than9yi204!0
Screening

Regional Vice Presidential Screening

Due to schedulingifficulties, regional vice presidentiaandidates will not meet with an officer
screening committee prior to beginning campaigns. However, to compensate or this, each regional vice
presidential candidate must submit two (2) letters of recommendation with his/her application form
and relatedmaterials. One letter of recommendation must be written by a school official (principal,
superintendent, administrator, etc.), and one must be written by the local chapter advisEach must
direct content to the following:

¢ sincerity of the candidate

e evidence of knowledge of FBLA

e evidence of having the necessary time to fill the office successfully

e personal commitment.

The State Office will review the letters and application materials and will notify candidates if all
requirements have not been met.

Thel LILX AOF GA2yS OFYRARIGSQa {GFGSYSyd 2F 1 O08SLIIyO:
a letter indicating availability of facilities must be RECEIVED at the State Office no later than8anuary
2010



Only active members are eligible to halthte office (both state and national membership dues paid).
Candidates must have at least one full year remaining in his/her secondary business program.

StateOfficer Candidate Screening

An officer screening committee will meet with officer candidaether than regional vice presidential
candidatesht their respective RLC. The role of the committee is to inform all candidates of their
respective duties if elected to office. Committee members will look for sincerity of the candidate,
evidence of knwledge of FBLA, evidence of having the necessary time to fill the office successfully, and
personal commitment. The candidate and the committee membersaigitlook over campaign

materials. Candidatesre notified through email as to the specific timthey will be interviewed on

February 6, 2010

Candidates for state secretary must have completed, or will complete, typing/keyboarding by the end of

the current school year and possess the ability to take minutes accordingt®@ S NIi Q& wdzf S&a 2 F
Newly Revised Candidates for treasurer must have completed, or will complete, one year of accounting
instruction by the end bthe school year of their nominationThe state parliamentarian will be the

individual who has one or more years remaining in FBtéres highest on the parliamentary procedure

written objective test at the SLC, and has indicated a willingness to kgrsigbmittingthe state officer

candidate nomination application, worksheet, and declaration form

Only active members are eligiliie hold state office (both state and national membership dues paid).
Candidates must have at least one full year remaining in his/her secondary business program.

Campaigning

Regional vice president officer campaigns may officially begin at the tinfashdelegate assembly is
adjourned at the RLC.

State officer campaigns at the SLC may officially begin upon arrival at the SLC.
Campaigning and/or campaign materials Bl@Tpermitted prior to the conferences.

It isABSOLUTELY FORBIDBHENSstribute any type of promotional (free or purchased) campaign
products atthe RLC or SLC.

I OFyYRARFGSY KA&AKKSNI OFYLIAZY YIFyF3aISNE FYyRKk2N KS
WEAR buttons, sashes, or other campaign items/ f & G KS Ol yiRy\wRar/da8yrampaigdK 2 2 f
material or carry campaign signs. They may carry signs during the conference. The signs may include

GKS OFYyRARFGSQa LAOGd2NEE OF YLI ATy &at23aFlyr SGi0o

Other than the campaign brochure, which are required by the State Office (Magéniaformation on
SIOK &aARS 2F |y y oé¢ E mMmM¢é LASOS -BufitehdatSNL T y2 240
permitted. No individual campaign booths will be provided. A display area will be provided for all sate
officer candidates at the SLC wheayne of their campaign brochures and campaign posters may be
posted. These items must be the samepprovedby theofficer screening committe@and the same
that are being used in the campaigh.will not be possible to hang or pbany campaign mateals at
the SLQocation orwithin hotels.
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A forum will be providedor all officer candidates at the SLC with the voting delegates and the state
officer candidates. This forum will last one half (¥2) hour. The time and room will be announced in the
SLC gram. This forum represents an opportunity for afficer candidateso meet with voting

delegatedo answer questions (e.g., campaign platform, qualifications, FBLA experiencéhatopy

help them determine whois elected duringhe Voting Delega Assembly.

The time allotted for speaking by the officer candidates at the opening general session cannot exceed a
total of three (3) minutes. This time may be used for a speech by the candidate, a speech by the
campaign manager, a skit produced foe ttandidate, or a combination of the three. This rule applies
for all state officers except state president. A total of fivenf&)utes will be allowed for the
presidential campaign speeches. Guidelines for a skit produced are as follows:

¢ the numberof individuals on stage would be limited to a maximum ofisisluding the

candidate and campaign manager)
e each person on stageumst be wearing business attire
e nocostumesor propsare allowed

Election

Regional vice presidents will be elected by wptilelegates at the RLCs and all other officers will be
elected by voting delegates at the SLC. The state parliamentarian will be the individual who has one or
more years remaining in FBLA, scores highest on the parliamentary procedure written objesttize te

the SLCand has indicated a willingness to sebyesubmitting the state officer candidate nomination
application, worksheet, and declaration form

The order of election at the SLC is president, vice president, secretary, treasurer, and refporter.
example, if a chapter nominates a candidate for president and a candidate for secretary and the
president wins the election, the secretary candidate is automatically dropped from the list of
candidates. No two state officers mbg electedfrom the sane local chapter.

The state parliamentarian, however, can be from the same local chapter as an elected state officer since
this position is based on written objective test placement at the SLC.

Current officers may campaign for a second term as a stifiten  Officers may succeed themselves in
the same office or seek a different state office.

All officers will be installed at the SLThe term of the newhelected officers begins at the close of the
SLC and continues for one year or until their sasoes are elected or appointed.

It will be the responsibility of one adviser for each state officer to serve as a member of the state
executiveboard. Their responsibilitiere explained in the following section.

LT I adl 4GS 2FTROSKSAEOKRYHEAEN) NEBKEAIFFADRBINRE a0OK22f
to serve as the FBLA chapter adviser, and if no other business department or buslagss$ faculty

YSYOSNI Aa oftS G2 aSNBS | a O k&askektbesign$rordoiicel RGA & S NE
This ruling follows the byla&d & G G SYSy G 2y OKF LIWAISNI 2NBFYAT I GAZ2Yy S
have an adviser who is teaching a business or busiN@&d€ | 4§ SR Of I 48 ®¢

Newly-elected state officers and their advisers are RIERED to participate in theate officer training
workshopin summet

Please see Wisconsin FBLA Bylaws for procedures applicable to vacancy in office, duties of officers, etc.
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Responsibilities of State Officers and Their Advisers

FBLA state officers have specific expectations and responsibilities while they are in office. This list is not
all inclusive. Financial reimbursement accompanies the responsibilities except othereise
indicated.

1.

It isrequiredthat officers attend state officer training workshopssummer Reimbursement
will be provided for each state officer and one adviser. Retdpdmileage, selected overnight
accommodations and any meals schedulegas of the training session are reimbursed.
Typically, accommodations are in dorms and meals are provided in residencethallstate
usually funds these projects and pays expenses.

It isrequiredthat officers attend all executive board meetingBheFall Executive Board
meeting is held at th&lational Fall Leadership Confererareequivalent state held conference.
The Spring Executive Board meeting is held at the State Leadership Conference.

It isrequiredthat officers attend the National LeadeiphConference at the beginning of their
term. Officers will receiveZb0to assist with travel costsno other expenses are reimbursed.

It isrequiredthat officers provide leadership in arranging, attending, and conducting the

Fall Leadership Labs in two (or more) locations throughout Wisconsin. The state officer and one
adviser areexempt from paying a registration féer the Leadership LalNo expenses are
reimbursed for attending the location closest to your local school.

It isrequiredthat officers attend the annual National Fall Leadership Confereneguivalent
state held conference. Officers will receive 816 assist with travel costsno other expenses
are reimbursed.

Attend and/or organiz&Regional Leadergih Conferencesg no expenses are reimbursed.

Assist with the State Leadership Conferenthe following responsibilities correspond to
specific officers, advisers, AND chapters.

Presidentc Awards Programs, Reserve Treasureig Monopoly Tournament
Seating Signs
Vice President March of Dimes Walk, Reporter¢ Conference Music, Review

March of Dimes Dance PowerPoint Presentations
Secretang Signs for Game Shows and Parliamentariarg Voting Delegate and
Sectionals/Workshops Competitive Event Signs

(Each state officer may also have other duties as assijjned.

State officer dvisersare expected to accept additional responsibilities for the SLCwald

receive stipends for their commitment to the Exéea Board. Amounts may vary from
yearto-year. No financial reimbursement is made for state officers to attend the SLC. However,
the registration fee for thestate officer and his/her adviser will be waived. (Only one adviser
registration fee pestate officer is waived.)



Responsibilities of State Officers and Their Advisenstinued)

8. Speak at and/or attend various conferences and meetings on behalf of the Wisconsin FBLA
Chapter. Reimbursement is provided when the State Office requests an officer's presence
and/or participation or when a local school or chapter requests the officeetee on the
program and represent the state chaptePrior approvaby the State Adviser is required.

9. State officers should wear official FBLA officer attire at all functions when representing FBLA.
Cost of purchase is not reimbursable

10. Mileageto and from meetings from which an officer is invited to attend and is part of the
progrant to receive reimbursement, written evidence of having been a part of the program
must be submitted (letter of invitation, copy of program). When the officer's chapteeseas
the installing chapter for a new or reactivating chapter, no reimbursement is provided for the
officer. Rate of reimbursement for mileage &3lcents per mile. Officers must travel with an
adviser, or other adult chaperonég receive reimbursemnt.

11. Hotel Expenses Prior approval must be received before submitting hdis. State single rate
of $70(including tax), or current per diem rateannot be exceeded. It is expected that rooms
will be shared whenever possible.

12. Meal Expenseg Asof September 15, 1979, executive board members voted to relinquish in
state meal expensesxcept when an overnight stay is requiréd which case the per meal
expense of $9.Q0r current per diem rateshall be reimbursed. Receipts are required.

13. Telephone callsare not considered reimbursable unless special permission has been received in
advance of placing the calls. Conference calls can be arranged by the State Office.
Chaperoning
If the officer's adviser is unable to accompany the offiaeadrip, adequate chaperoning arrangements

must be made. It is required that a mature adult accept this responsibility. School regulations regarding
this issue must not be violated.

Revised 12/2/09



Officer Specific Responsibilities

President It shall be the duty of the president to preside ovérakcutive board meetings and the
annual SLC. The president shall plan or appoint a committee to plan the student activities at the
executive board meetings. The president shall appoint all necessary committees and shall serve as
chairperson of the SL@2ogram committee. As part of this responsibility, the president shall initiate
correspondence on behalf of the planning for the conference with the assistance of the State Office.
The president shall correspond with prospective and new chapters in #te sffering encouragement
and assistance where appropriate. It is the responsibility of the state president to submit a short
monthly report on Wisconsin FBLA's activities to the editor of the national publicatmmorrow's
Business Leadeor within whatever time frame is established by the national staff or officers. The
president will serve as a voting delegate at the NLC. The president is expected to accept as many of the
speaking invitations he/she receives as possible.

Vice President (General)n the event that the office of the president becomes vacant, the general vice
president shall assume all duties of the presidency. The general vice president shall also have primary
responsibility for preparing the Wisconsin Annual Report with thestmsie of the state president and

the State Office. The general vice president shall be responsible for coordinating the state service
projects (such as March of Dimes, Children's Hospital, etc.). This includes conducting research to
present to the execiive board on potential projects for the year. This officer will also solicit proposals

for recipients of the service project proceeds. The general vice president will serve as a voting delegate
at the NLC. The general vice president is expected tgppaasamany of the speaking invitations he/she
receives as possible.

Vice President (Regional)fhe six (6) regional vice presidents will have the major responsibility of
planning and hosting their respective RLCs. They will also serve as liaisonstéeverecutive board,

the State Office, and all FBLA members in their respective regions. The regional vice presidents shall
initiate communication and followap with prospective and new chapters and encourage reactivation of
inactive chapters. The ramjial vice presidents will appoint a secretary to record the minutes for
regional meetings. The regional vice presidents shall accept as many of the speaking invitations they
receive as possible.

Secretary: The secretary shall perform the duties commorthis office, keeping an accurate record of
SLCs and executive board meetings. One (1) pteatdy copy of the minutes of these meetings must
reach the State Office within ten (10) days following the meeting. Duplication and distribution will be
handledby the State Office. The secretary shall initiate correspondence associated with this office, with
assistance by the State Office. The secretary shall accept as many of the speaking invitations he/she
receives as possible.

Treasurer The treasurer shigpresent the financial report of the Wisconsin FBLA Chapter at the SLC and
executive board meetings. All budgeting and monetary responsibility is maintained at the State Office;
however, the treasurer will receive information as to the accounting systedhmethod of operation.

The treasurer shall initiate memorandums and secure information relative to the use of the state
approved fund raisers and shall promote the use of such fund raising projects by local chapters. The
treasurer will be responsibli®r obtaining and distributing the medals and plaques for the six (6)

regional leadership conferences held in February. The treasurer will be responsible for obtaining and/or
maintaining and distributing promotional items, such as road signs, tradinggimsThe treasurer shall
accept as many of the speaking invitations he/she receives as possible.
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Reporter. The reporter is responsible for publishing monthly issues during the FBLA year of the
Wisconsin FBLARulletin the official state publicationf Wisconsin FBLA. Théaelletin is intended to
include reports of local chapter activities which are of interest to other chapters, suggestions for
activities which are educational in nature, ideas for classroom activities with relationship to the
orgarization, state officer reports, highlights of past workshops, meetings or conferences, and
reminders of upcoming events. Format and dissemination plans are to be discussed with the State
Office prior to the first issue's production. The reporter wilvgeas the primary photographer for
Wisconsin FBLA. He/she will provide the State Office digital photographs as requested. The reporter is
responsible for the FBLA SLC video scrapbook, as well as, assists the state president in submitting
appropriate itens to the editor of the national publicatioomorrow's Business LeadéFhe reporter
shall accept as many of the speaking invitations he/she receives as possible.

Parliamentarian: The state parliamentarian will be the individual who has one or moresyegmaining

in FBLA, scores highest on the parliamentary procedure written objective test at SLC and who has
completed the state officer application, declaration and worksheet in accordance with deadlines shall
become the parliamentarian and shall be mi#d at the SLC. The individual shall serve as the official
parliamentarian at all business sessions of the Wisconsin FBLA Chapter. The parliamentarian shall
accept as many of the speaking invitations he/she receives as possible.

Responsibilities of Avisers of Officers

Selection of a state officer candidate is a major responsibility of the local chapter adviser. He/she will
serve as that potential officer's adviser during his/her term in office. The adviser should carefully
consider whether the stdent possesses the leadership qualities and skills necessary for serving the
organization as an officer.

A thorough understanding of the organization's purposes, goals, and program of work enables the
student to bring valuable insight to the office. dugh not a strict prerequisite, it is helpful for the

state officer candidate to have served in the office he/she is campaigning for at the local level. The
officer candidate should have been involved in many aspects of the local chapter's actiiges. T
adviser should discuss with the student the responsibilities which are part of serving as a state officer
and the commitments that must be made to ensure a successful term.

The adviser must be prepared to accept the added responsibilities and obfigatisociated with

having a state officer. The adviser MUST ACCOMPANY the officer to officer training. The adviser serves
as a member of the state executive board and MUST BE PRESENT for all executive board meetings. The
adviser or an adult chaperone msiuaccompany the officer to leadership labs, conferences, and other
meetings which require the officer's attendance and/or participation. Often the adviser's assistance is
solicited for special committee responsibilities and projects to strengthen the piBgtam of work.

The adviser must be prepared to accept more responsibilities for carrying out the program of work for

the state chapter than is normally expected of other local advisers.

The officer candidate must receive the support of his/her erfoeal chapter membership. Occasionally
tasks and committee assignments accepted by the officer will require assistance from members of the
local chapter. These responsibilities will provide valuable educational experiences and recognition for
the officerand fellow chapter members.

10



Time should be set aside for the adviser, officer candidate, parents, and school administration to
discuss the responsibilities and obligations of serving as an FBLA state officer. The purposes, go
program of work, and ha FBLA fits into the instructional program should be discussed. Activities
the local, state, and national levels should be explained. Everyone should be made aware of the
amount of time that will be devoted during the term in office. The parents, &brs, officer
candidate, and school officials should be familiar with the expenses that will be reimbursed from t
state treasury and those that would require financial assistance from other sources.

An FBLA state officer must have the support and aregement of his/her adviser, local chapter,
parents, and school officials to provide the reinforcement necessary for the officer to achieve success
during his/her term in office.

Summary of Campaign Materials with Deadlines

Regional Vice Presidentidandidates

Materials: Deadline at State Officeifless specified
1. Regional vice presidenbmination December 15, 2009
applicationform

100 copies of approved campaign brochure January 22, 201t RLC host schqol
State office nomination application forfio¢  February 15, 200

regional vice presidential candidatest

elected at RLC

2. School letter stating RLC host site availabili December 15, 20D
3. Two letters of recommendation December 15, 20D
4. Stateofficer worksheet Januang, 2010

5. Campaign ichure(for approva) January 82010

6.

7.

State Officer Candidates

Materials: Deadline at State Officeifless specified
1. State officer mmination gplicationform Januanyg, 2010
2. Officerscreening(bring brochures & campaign  Febwuary 6, 201({at RLE
materialsfor approva)
3. State dficer worksheet March 9, 2010
4. Statement of declaration form March 9, 2010
5. 350 copies of approved campaign brochure  March 9 2010

FREQUENTULSELACRONYMS

RLC Regional Leadership Conference
SLC State Leadership Conferee

NLC National Leadership Conference
NFLC National Fall Leadership Confereng
WFeB Wisconsin FBLA eBulletin

DPI Department of Public Instruction
CTE Career & Technical Edaion

11



2009
December 15

2010
January8

January 2

February6

February 15

March9

April 12-13
JuneTBA
July 14
July 1416
July 1417

October TBA

November, TBA

November, various

2011
Februaryl0
April 10
April10-11

IMPORTANT DATES

Regionalvice presidenial candidae nominationapplications de
Letter stating availability of RLC site (Februimarg201) due
Two letters of recommendation for regional vice presidential candiddites

Regional vice presidential candidate worksheet due
Regional vice psadential candidate brochure duéo( State Office approval
Sate & national officer candidat@ominationapplications duginclude brochurke

100copies of approved regional vice presidahtandidate brochures dueénd to
Regional VicerBsident in charge of RL.C

Regional Leadership Conferences
Sate & national officer candidate screenirflgring copies of brochure and any campaign
materials to the RL{or approva)

State officemominationapplication form dudfor regional vice presidential candidates
not elected at RD)C

Sate & nationalofficer candidate verksheetsdue

State& national officer declaration forms due

350 copies of approved state and national officer candidate brochdies
State Leadership Conferend&fjsconsin Del|sWI

FBLAState Officer TrainingMadison, WI

State Officer MeetingNashville, TN

Institute for Leaders; Nashville, TN

National Leadership Conferendéashville, TN

Fall Leadership Labs; LocasdrBA

Fall Executive Boatdeeting; potentially at theRadisson Paper Valley HoieAppleton

National Fall Leadership Conferes@eNov 56 in Des MoineslA, Nov12-13in New
Orleans, LA, and Nd-20in Washington, D@ G | (1 S a@té@hdakhc® SohNEyaired

All CTSO Legislative Day/SLC Planning; Madison, WI
Spring Eecutive Board Meeting; Appleton, WI
State Leadeship Conference; Applen, WI
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FREQUENTLY ASKED QUESTIONS
What does astate officer do?

State2 FFAOSNE Fdzf FAfE (g2 RAAGAYOUG NRE S Stdiel®@AMNAE § =
our association. As such, they are called upon to gather and provide inpytrogram development,

event planning, membership recruitment efforts, and other activities that directly impact student
members.

Second, thestate officers are key ambassadors #isconsirFBLA. They travel to state conferences;
represent thestate assaiation to businesses and other professional organizations; and spread the word
aboutstate &national programs and member benefits through articles, newsletters, the Internet, and
other communication tools.

How much time is required to be state officer?

This will vary greatly depending on the time of year and the activities that are going on. Although there
are no hard and fast guidelines, an officer generally needs to plan on spextdaast 510 hours per
weekto keep up on his/her correspondenaeports, and other ongoing duties.

State officers also travel. Sta@fficer Training requires four daysearly summerFall Leadership Labs,
as well as other fall programming, are required events for state offickttendance at RLC & SLC is also
required.

How much does it cost to be state officer?

Campaigning fostate office should notbe expensive Printing of campaign brochures, the development
of signs & posters and/or chapter campaign materials should be lethat a minimal costBe

creative and try to find ways toef) your message out during the RLC/814€ do not require
expenditures.

Once you are electedomeof the expenses are covered bYisconsin FBLAach state officer is
expected to purchase their official state apparel.isTihcludes the official FBLA blazer, pants and/or

skirts, dress shirts, polo, dress socks or nylons, shoes, etc. Average total costs are approximately $225.

Other expenditures and reimbursemerdse outlined on pages-8.
Who will I be working with athe State Offic&
Depending on the project or activity that you are working on, y@aywork withtwo members of the

statestaff. The primary liaison fatate officers at the State OffiéeJennifer Wegner, State Adviser
She can be reached @08-266-23480r by email atjennifer.wegner@dpi.wi.gav

13
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As a rule, applicants can be disqualified from ¢dady if they miss a required session, unlessStete
Adviserfeels that you have a reasonable excugelvance notification is required & expected.

Do state officers have an official uniform?

Yes, thestate officers are expected to represent the imagithe association in their dress when
participating in official activities. You will be provided with the official tie/scarf and name badge. You are
responsible for providing a singlgeasted blue blazer with the FBEBL patch, white shirt, tan/khaki

dlacks (guys) or skirts (girls), and the appropriate polished shoes. You will also be provided with a
business casual outfit consisting of a team polo for informal functions. You will need to provide
tan/khaki slacks to go with this polo.

Do | have to aend the FBLAPBL Institute for Leaders?

Yes, it is a requirement fatate officer applicants to attend this training. However, registration fees are
covered for newly elected state officers

Will I have any assignments or work to complete before tBate Officer Training?

Yes! It is common for thBtate Adviser and/or leadership traingr assign preparation activities prior to
the first official meeting itummer Assignments will be mailexdt e-mailed outto newly electedstate
officers followinghe SLC

Is formal wear required for newly elected officers for the installation ceremony that is held during the
Officer Installation and Awards Ceremofly

Formal wear is not required for newly elected officers during the installation ceremony. Ousgjaiag
officers do wear formal attire, but it is up to the officer candidate whether or not he or she wishes to
dress in formal attire. Business attire is appropriate for@fécer Installation and Awards Ceremdny
which this installation takes place.

a® FTNASYRAa |yYR Tl YAt 8tateieagesship GoBerehce, thid waintdo kad@ No& G 2
to contact me. Where can | tell them to call?

Your family members should definitely know, prior to your departure, the name, address, and phone of
the hotd youwill be staying at during theL. €.

I would like to use door hangers and slip brochures under the doors of conference attendees for my
campaign. Is this permitted?

No. This is not permitted for two reasons. First, for the safety of all confereteedates, the rooming
lists cannot be distributed to candidates or any other person. Second, for the protection of other hotel
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guests and the hotel itself, campaign materials are not permitted to be distributed. No campaigning is
allowed on the sleeping roo floors.

Can | be a voting delegate and still be a candefaAlso, can | compete at thd §7?

Yes. Candidates are members and are not disqualified from assuming the roles of local voting delegates.
It is preferred; however, that if at all possible, ydocal chapter choose oén members to serve as local
voting delegates. Similarly, candidates can compete in any @ltkkzcompetitivevents. However,

keep in mind that campaigrelated events cannot be rescheduled to accommodate other
commitments, intuding competitive events.

When | write articles or send out official correspondence, who will help me proof material?
Youradvisemwill be responsible for viewing your articles and letters and to help you craft your
messages. Both your local and yoiate adviser should also approve argriespondence before it is
sent Expect a threeday turnraround time before you are required to mail thenThe method

preferred for sending articles, letters;reail distributions, newsletters, etc. the State Offie is email.

CanState Officers compete at the National Leadership Conference?

Yes state officers can compete at the National Leadership Conferémed#l competitive events
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TIPS FORTATOFFICER CANDIDATES

Start planning early.Effective campaigsnrequire sufficient time to prepare for and to complete all
pre-conference and conference responsibilities.

Consult with current and formestate officers. They are a valuable resource for campaign tips,
suggestions, and advice.

Develop a campaign timae with deadline dates for application, campaign, budget, printing, etc.

Create a distinguishing and creative campaign therbksethe theme throughout the entire
campaign to establish a link of identification for conference delegates.

Develop a fact sket or brochurehighlighting your ideas, goals, and qualifications.

Choose a dependable person to be your campaign managke campaign manager should be
someone who knows you well and can speak well.

Select a committedo organize the campaign.

Practice, practice, practicéhe campaign speeabf 3 minutes (5 minutes for PresidentiRemember,
costumes and props are not allowed.

Candidate introductions/nominations also are a part of the campaign speechsaddo practice
and prepare accordingly.

Prepare for a great variety of campaign questiordonsult a good interviewing book to get some
possible questions. Be prepared to be asked about FBIAprograms!

Carefully read the FBL-RBLChapter Management HandbogIState Officer Candidate Guide, @ah

other association publicationsThe FBL-RBL Pledge, Creed, Goals, and @ddthics are the

foundation of the association and the source of many questions for candidates. Look at various state
websitessuch asttp://dpi.wi.gov/fbla/ for Wisconsin FBLA.
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Appendix A: Wisconsin FBLA Bylav#e® Edition, Article VIII

Section 6 Officers and Elections.

A.

B.

State Officers. The state elected officers of FBLA shall be a president, vice president, vice

presidents represeting the respective regions, a secretary, treasurer, and a reporter.

Quialifications for State Office.

1. Only active members are eligible to hold state office.

2. Only those applicants who are present at the leadership conference and officially
certified by the officer screening committee shall be eligible for nomination.

3. To be considered for an office in FBLA, a candidate shall:

a. have at least one full year remaining in his/her secondary business program,

b. be recommended by the chapter and endordsdhis/her local chapter adviser,
parents, and school official,

C. file an official application before the deadline established by the State Office.
Candidates for secretary must have completed, or will complete,
typewriting/keyboarding by the end of theurrent school year and possess the
ability to take minutes according tw 2 6 SNIi Qa wdz S 2F. h NRSND
Candidates for treasurer must have completed, or will complete, one year of
accounting, bookkeeping, or record keeping by the end of the dchear of
their nomination.

Nominations

1. Candidates who have filed an official application prior to the established deadline will be
presented at a general session of the leadership conference. In the event there are no
candidates for an office, after th8tate Leadership Conference nominations will be
accepted by mail by the State Office, and elected by mail plurality vote.

2. In the event that there are no candidates for an office at the State Leadership

Conference, candidates may choose to run for thatceffprior to the officer screening

providing they are qualified for that office.

3. Only candidates approved by the officer screening committee shall be nominated.
Elections
1. The president, vice president, secretary, treasurer, and reporter shall be eleatedal

at a general session of the State Leadership Conference by the local voting delegates.
The regional vice presidents shall be elected annually at their respective regional
conferences by the local voting delegates and shall be installed at the [Statkership
Conference.

2. These officers shall be elected by a ballot vote of voting delegates. A majority vote shall
be required for election. If no candidate for an office receives a majority vote on the
third ballot, the candidate receiving the lowesumber of votes for that ballot shall be
dropped from the fourth ballot. If necessary, the candidate receiving the lowest
number of votes shall be dropped from each subsequent ballot until one candidate
receives a majority of the votes. In the eveneté is only one candidate for an office,
the candidate may be elected by a standing vote.

3. The order of elections shall be president, vice president, secretary, treasurer, and
reporter.
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Wisconsin FBLA Bylag€ontinued

4.

No two state officers shalbbe elected from the same local chapter. Officers may
succeed themselves in the same office.

Term of Office.

State officers shall be elected for one year or until their successors are elected or appointed, and
their term of office shall begin at the closéthe State Leadership Conference.

Vacancy in Office

1.

A vacancy in any office, other than that of president or regional vice president, shall be
filled by the candidate receiving the next highest votes and meeting qualifications of the
office. (EXAMPLEThe reporter candidate receiving the second highest number of
votes becomes the state reporter should the fipdace elected reporter be unable to
fulfill his/her officer responsibilities.)

In the case of no qualified candidates for the office, the offigi#l be chosen in order of
election and highest votes. (EXAMPLE: No qualified candidates for the office of
treasurer remain. The second highest scoring presidential candidate, qualifying for the
office of treasurer, then becomes the state treasurer.)

If there are no qualified candidates to fill a vacancy, an officer will be appointed by the
state staff. (EXAMPLE: If no one meets the typing and transcription qualifications for
the office of state secretary, or all candidates left already have aneoffrom that
school, and officer is then appointed by the state staff.)

Should the office of president become vacant, the vice president shall automatically
become president.

Should the office of regional vice president become vacant, the adviser fromoiteit
chapter shall first try to appoint another regional vice president from his/her own
chapter. If the adviser is unable to find another regional vice president in his/her own
chapter, he/she will then contact the candidate receiving the next highestber of
votes to fill this position. Should the candidate refuse the office of region vice
president, or if there is already an officer from that school, the State Office will assist in
the selection of a new regional vice president. The new regioisel president and
his/her adviser will accept executive board duties.

Appointment of Parliamentarian

The underclassperson scoring the highest on the parliamentary procedure written objective test
at state competition and who has completed the state offiagplication, declaration and
candidate worksheet in accordance with deadlines shall become the parliamentarian and shall
be installed at the State Leadership Conference.

Section 7 Duties of FBLA State Officers.

A.

The president shall:

aprwNPE

serve as chgperson of the state executive board,

preside over the executive board meetings and business meetings of FBLA,

appoint appropriate committees and committee chairpersons,

serve as an egfficio member of all committees,

perform other duties forthe promotion and development of local, state, and national
FBLA,
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established by the national staff or officers, and

7. serve as a voting delegate at the NLC.
B. The state vice president shall:
1. assume the duties and responsibilities of the presidency should that office become

vacant due to resignationratherwise,

2. assume primary responsibility for developing the Wisconsin Annual Business Report,

3. assist the president in the promotion and development of FBLA,

4, be responsible for coordinating the state service projects, and

5. serve as a voting dedate at the NLC.

C. The regional vice presidents shall:

1. assist the president in the promotion and development of FBLA in the regions which
elected them,

2. plan and preside over Regional Leadership Conferences,

3. appoint a secretary to record the mites for regional meetings, and

4. serve as liaisons between the executive board, the State Office, and all FBLA members in
their respective regions.

D. The secretary shall:

1. keep an accurate record of all business meetings of the State Leadership @oafere
and the state executive board, and

2. supply one (1) photeseady copy of the minutes of these meetings (including amended
minutes) to the State Office within ten (10) days following the meeting. Duplication and
distribution will be handled by the S&Office.

E. The treasurer shall:

1. present the financial reports of the Wisconsin FBLA Chapter at the State Leadership
Conference and executive board meetings. All budgeting and monetary responsibility is
maintained at the State Office; however, the &irer will receive information as to the
accounting system and method of operation,

2. initiate memorandums and secure information relative to the use of the state approved
fund raisers and shall promote the use of such fund raising projects by locaérhap

3. be responsible for obtaining and distributing the medals and plaques for the six (6)
Regional Leadership Conferences held in February, and

4. be responsible for obtaining and/or maintaining and distributing promotional items,
such as road signgaiding pins, etc.

F. The reporter shall:

1. be responsible for publishing four (4) editions of the Wisconsin FBLA eBulletin during
the FBLA year,

2. serve as primary photographer for Wisconsin FBLA,

3. be responsible for helping to maintain the FBLA Stagadership Conference video
scrapbook, and

4, assist the state president in submitting appropriate items to the editor of the national

FBLA publicatior 2 Y2 NNR 6 Q& . daAySaa [ St RSND
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G. The parliamentarian shall:
1. serve as the official parliamentarian at all business sessions of the Wisconsin FBLA
Chapter and advise the president on the orderly conduct of business in accordance with
FBLA Bylaws avd2 6 SNl Qa wdzf Sa 2,8Bndh NRSNE bSgfe wSga:
2. shall serve as a voting mber of the state executive board.
H. These officers shall serve on the state executive board, perform the duties prescribed in the
bylaws, and perform such other duties as are directed by the president and the state staff and
not inconsistent with theseydaws or other rules adopted by FBLA.
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Appendix B: Nomination Application for 2009 Regional Vice President

Wisconsin Department of Public Instruction INSTRUCTIONS:

This form must be received by December 15, 2008, at:
NOMINATION APPLICATION FOR WISCONSIN FBLA STATE OFFICE
2009 REGIONAL VICE PRESIDENT ATTN: ERIK SITTS

125 S, WEBSTER ST.

{Rev. 11/08) MADISOMN, WI 53703

GENERAL INFORMATION
Chapter Number: Chapter Name: Adviser Name: Adviser E-mail:

Candidate’s Name: Current Average: Grade Point:
School Address: Street, City, State, Jp School Telephone: AreaNo.
( ) -
Office Desired: Regional Vice President for Check One Candidate's E-mail Address:
[1 Regionl [ Regionll [J Regionlll [J RegionlV [1 RegionV [] RegionVl

PLEASE NOTE THE FOLLOWING:

1.
2.

8,

This application form must be received at the State Office by December 15, 2008.

Candidates must submit a letter from, and signed by, the school administrator of the proposed site for the regional conference, stating the
availability of the site on the designated date for next year's conference (all regions will be February 6, 2010). This letter must be received at the
State Office by December 15, 2008.

Due to scheduling difficulties, regional vice presidential candidates will not meet with an officer screening committee prior to beginning campaigns.
However, to compensate or this, each regional vice presidential candidate must submit two (2) letters of recommendation with his/her application
form and related materials. One letter of recommendation must be written by a school official (principal, superintendent, administrator, etc.), and
one must be written by the local chapter adviser. Each must direct content to the following: sincerity of the candidate, evidence of knowledge of
FBLA, svidence of having the necessary time to fill the office succassfully, and personal commitment. Both letters of recommendation must be
received at the State Office by December 15, 2008,

Each regional vice presidential candidate must complete the FBLA Officer Candidate Worksheet. The candidate may download the worksheet
fraom the FBLA website or request via electronic mail from the state office operations associate. The worksheet must be received at the State
Office by January 9, 2009.

The State Office must approve the candidate campaign brochure before distribution; please provide one copy to the State Office no later than
January 9, 2008.

Each candidate must submit 100 copies of the approved campaign brochure to their regional vice president no later than January 23, 2009.

Regional vice presidential candidates may also apply for a state or national office. |f elected regional vice president, the application for a state or
national office will be pulled from further consideration. If regional vice presidential candidates would prefer to submit an application for a state or
national office after the results of the regional elections, they may do so. The application materials must be received at the State Office no later
than February 15, 2009. No additional officer candidate worksheet is required with this submission.

Please ses the State Officer Candidate Guide for a complete list of criteria for officer candidates.

SCHOOL ACTIVITIES
Completed by candidate’'s Adviser

Summarize the candidate’s FBLA involvement (include offices held, years as a paid member, committee assignments, etc.)

Summarize the candidate’s involvement in other organizations (school, community, church, etc.)

Summarize the candidate's work experience (jobs held, position, length of employment, etc.)

Business subjects completed and/or enrolled in:
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Appendix Bdontinued

Page 2

PLATFORM
Completed by candidate

If elected to the office | have selected, | would strive to achieve the following persenal goals and would strive to accomplish the following goals for
Wisconsin:
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Appendix Bdontinued

Faqe 3

State Officer Candidate of the Wisconsin Future Business 2. Attendance at the state officer training session in June
Leaders of America. in Madison, Wisconsin.

3. Full attendance and participation at the fall and spring
| RECOGNIZE that the following obligations are a part of an executive board meetings and other meetings as
officer's responsibilities and | agree to perform, to the best of scheduled. ) ) )
my ability, these and other duties of the office to which | may 4. Leadership in arranging, f’mendlﬂg and cundluctmg
be electad. Summer & Fall Leadership Labs for local officers and

members in the state.
| have read the State Officer Campaigning and Voting 5. Leadership in arranging and conducting sectional
Procedures and the Responsibilities of Wisconsin FBLA State chapter leadership meetings with officers and
Officers and their Advisers from the Competitive Events mernbers of the local chapters. .
Guidelines and understand their contents. 6. Speaking, whenever invited and possible to do so, at

FBLA functions held within my geographic area.
A. Personal Growth and Conduct

1. Become knowledgeable with the state FBLA program C. Cooperation With Others .
s0 as to be able to discuss it with chapter officers and 1. Notify a member of the FBLA State Office staff of all
others. invitations, other than those attended by all state
2. Observe standards of dress and total personal officers, to represent the state chapter. Thus avoiding
grooming, as well as standards of personal conduct, duplication of representation or other difficult
as established and demonstrated by the national FBLA situations.
officers and others. 2. Report activities conducted as a representative of
3. Avoid expressing personal opinions regarding political Wisconsin FBLA in a responsible and punctual
and confroversial problems when representing the manner.
Wisconsin Chapter of FBLA. 3. Work very closely with my local adviser and state staff
on all matters relating to FBLA, seeking their counsel
B. Service to FBLA (REQUIRED) on all but the most routine matters.

1. Full attendance and participation at the annual
Mational, MNational Fall, and State Leadership

Conferences.
Signature of Parent or Guardian Date Signed
Signature of Officer Candidate Date Signed
Signature of Adviser Date Signed
Signature of School District Administrator Date Signed
Signature of School Principal Date Signed

1. Any action on any alleged viclation must be approved by the FELA Executive Board.

2. Allegations of violations of the State FBLA Officer Code of Conduct should be brought to the Executive Board for hearing.
3. Investigations, including gathering facts from irvolved parties and witnesses, shall be conducted.

4. Following a hearing, based on study of facts, the Executive Board will make a final determination wheather or not the violations warrant the removal
of the offending officer from office.

5. The student officer, his or her adviser, and school official from the officer's school be notified simultaneously as soon as possible after Board
action is taken.
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Appendix Bdontinued

Page 4

| AGREE to follow the State FBLA Officer Code of Conduct while | am representing the Wisconsin Chapter of FBLA as one of its team
of state officers.

1.

| shall not posses or consume any alcoholic beverages or illegal controlled substances of any kind or in any form.

2. |shall follow established curfew. Curfew means | am quiet and in my own room unless | am conducting official business at the
instruction of the state FBLA staff.
3. Official conferences and activities begin when | leave home for the event and end when | return home. Therefore, this code is in
effect throughout this entire period of time.
4. lwill always conduct myself in a professional mannear as a representative of a career and technical student organization.
5. |shall apply appropriate leadership principles at all times.
6. | shall refrain from the use of tobacco in any form, especially while representing FBLA.
7. | shallwear appropriate dress at all official functions.
8. |shallimmediately remove myself from all situations that could compromise my professional image.
9. | shall refrain from dating fellow State FBLA Officers while | am in office.
10. | shall not deface public property. | will be responsible for any damages caused to rooms or facilities | am responsible for.
11. | shall keep the state FBLA staff or local chapter adviser informed of my whereabouts and activities at all times, where the
activities are an official function of my office, or while 1 am in his‘her charge.
12. | shall be prompt and prepared at all times.
13. |shall carry out my duties and responsibilities to the best of my abilities.
14. | shall attend all official conference activities. In case of an emergency, prior approval to be absent is required from state staff.
15. | shall keep my local chapter adviser informed of all official correspondence. | shall forward a copy of all official correspondence
written by me to the state office.
16. | shall follow my local school policies where they are more restrictive than the state policies and guidelines.
17. | shall not be engaged in any inappropriate or illicit behavior.
18. | am responsible for reporting any violations of these codes of conduct committed by myself or by fellow officers.
19. If other situations arise that are not coverad by the Code of Conduct for State FBLA Officers, | shall use my best judgment in the
situation. Above all Iwill try to act in such a way that | will reflect positively on the Wisconsin Chapter of FBLA.
Signature of State FBLA Officer Candidate Date Signed
Signature of Local Chapter Adviser Date Signed
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