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Dear Chapter and District External Programming Vice Presidents: 

I am very excited to be serving as your External VP this year. I have been a 
member of the Glenville Women of Today for nearly 20 year. Last fall I went 
back to college for Business Administration with a HR degree. Recently, I 
started working for the Riverland Community College Foundation department 
and I love it! I have been married to my husband, Scott for 34 years and we 
have 3 adult children. Scott and the kids have been also active in WT with 
projects, activities and  Jenni is also a Women of Today member.

Last year, I served as the Living and Learning SPM  and it was a great 
experience that I will always treasure. I am confident that as we work

together we can help each other  become "Programming All Stars".

I am very excited to start the year with a very strong team in External Program-

ming. Our Community Connections SPM is Kathy Hansen who served as

District 6 Director last year. Her theme this year is “We're Hootin' Can 
You Hear Us? She will work with True Friends and promoting Family 
Promise Program. Youth of Today does not have an “official SPM”, but we do

have a perspective bidder coming up at Fall State. This area  promotes ideas 
and activities that allow youth to discover and experience the importance of 
volunteering. In our first year of a new priority area Jenise Teske will get us

going strong for Wishes and More. She was our Community Connections SPM 
last year and her theme is “Wishes From The Heart. This foundation works to 
grant wishes to children with terminal and life-threatening illnesses. I am still

looking for a Women’s Wellness SPM.  Please let me know if you or 

someone you know might be interested in taking on this position. You can 

learn more about these programming areas and the coinciding foundations in 

your SPM’s CIPs.  

I am really looking forward to a new journey this year as your EVP, and 

would love to hear from you! I plan to send out a newsletter each  trimester, so

I need your email or mailing address. You can email me at 

evp@mnwt.org and let me know if you prefer to receive it via email or in 

the regular mail. 

In Friendship!

Cindy Golbuff 
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What are the Duties of a Programming VP? 

Some chapters/districts have both an internal and an external vice president and some chapters 

have one person that oversees both areas. 

The job of programming vice president (PVP) is a vital part in the success of programming in your 

chapter. The responsibility is to be a manager of the local program managers, oversee their activity 

and to be a liaison between them and the local board/chapter. The programming vice president should 

have at least monthly contact with local program managers under the area (external or internal or 

both). 

 Complete your fast start.

 Some chapter/districts prepare a folder for each program area and include reporting forms, LPM

fast starts, certification forms, emphasis months, manuals, etc. These folders can be turned in at

the end of the year and used for the next year.

 Make sure that chapter information packets (CIPs) are delivered in a timely manner so that pro-

gram managers have time to prepare reports before general meetings. You may want to look

through the CIP and make some notes or suggestions in the margin before passing them onto your

program managers.

 Encourage program managers to complete reports in fun and interactive ways to promote interest

in your chapter.

 Encourage program managers to put articles in your chapter newsletter.

 Recognize outstanding local program managers monthly in each trimester. Some suggestions

would be completion of fast start, LPM of the month/trimester, program managers who have

given a report or submitted their trimester report.

 Nominate program managers for outstanding local program manager or  district program

managers to the state program managers for that area.

 Communication prior to a board/chapter meeting is very important to discuss the following:

1. How are things going.

2. Ensure there is a prepared written report for the general membership meeting.

3. If the LPM will not be attending the general membership meeting, give the report to you

so you can report on the area at the meeting.

4. What is coming up in their area.

5. Any new ideas or project to be presented to the board/chapter for approval.

6. Any projects that need a chair/co-chair.

7. Contact the chairpersons under the area to check on progress of projects and see that they

are prepared to report at the meeting.

8. Any motions to be made at the general member meeting.

9. Lend support and assistance when needed.

10. Any questions the LPM may have.

 Watch the IVP/EVP CIPs each trimester for tips on helping to make your job easier.
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FIRED UP AND 

OUTSTANDING 

NOMINATIONS 

It is easy!  Each SPM wants to 

recognize those members that are 

committed to the programming  

areas in their chapter or district.  

Please email the SPM with     

nominations for Outstanding    

Local Program Managers and 

Project of the Trimester.  These

forms are  located in the book of 

forms at www.mnwt.org or you 

can just email the SPMs the 

information. 

PROGRAMMING VICE 

PRESIDENT FAST START 

Here is your chance to get this year off to a great 

start!  It is simple to do and will help you start 

thinking about your year as a programming vice 

president (PVP).  My goal is to have AT LEAST 

10 programming vice presidents fast start.  Here

is your fast start:

Either an internal or external programming vice 

president may use this fast start.  Complete and send 

verification to the appropriate state vice president 

by July 15.  If you are managing both the internal

and external programming areas, you may send 

your Fast Start to both state VPs.  All PVPs will be     

recognized in the Fall State CIP and be entered into 
a drawing at the Fall State Business meeting.

1. Orientate program managers under your

supervision. (You, the chapter or district can

provide this orientation)Include an overview of
the new programming reporting guidelines/  Date

of Orientation:

2. Set three specific goals for your position.  Give

one copy to your chapter president or district

director and once copy to me at evp@mnwt.org

3. Write a letter of introduction to me at
evp@mnwt.org and list all programming
managers, including their name, address and
phone number.

4. Explain how you encouraged your program

managers to  complete their Fast Start.

5. List program managers who sent in first trimester

reports.

Please send e-mail verification to 

evp@mnwt.org 

Or 

mail verification to:Cindy 
Golbuff

76809 170th St. Albert Lea, MN 
56007

Join us at  " Take 
Me Out to the 
Project Fair" at  
Fall State 
Convention in St 
Cloud. 

Be sure to stop by the Project Fair at 
the Fall State Convention where each 
SPM will be promoting their 
programming areas with a "Home Run"
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New Programming Report Form

Where is it located?

It is located at: www.mnwt.org-Book of Forms-Program Manager Trimester Report

Why should we send them in? 

This report  help track the dollars and items donated by our chapters.  By compiling the

information from these “official receipts,” we are able to see how much money was 

donated statewide.  Careful records are maintained by the SPMs and the state treasurer 

to ensure funds are not counted twice.  

Who should fill them out? 

Each chapter will determine who will be responsible for filling out the transmittals (i.e., 

the treasurer, the project chair, etc.). However, as a PVP  or LPM, you can check to  ensure 

the report  has  been sent and/or offer to help to make it happen.

How can you submit?
1) Download the PDF File, Complete as a Chapter, Scan and Email the form to
evp@mnwt.org and ivp@mnwt.org. OR 2) Complete the Online version.

Examples of projects: 

A donation can be clothing or other items donated to a shelter or camp; books donated to 

the library; flowers planted in your community park; food shelf donations; donations to a  

foundation such as March of Dimes or Relay for Life; a Halloween party or event that 

you sponsor and pay for everything and do not charge to attend; donations supporting your 

local girl/boy scout troop; sponsoring a family or giving program at Christmas or 

Thanksgiving; monetary donations to school programs or projects.  

Helpful tips: 
You could  download the PDF form and fill it in at each general membership meeting to 
ensure that nothing is missed. Just remember: You don't have to complete this by yourself! 
Get together  after the meeting with your Local Program Managers to complete the form 
together. Then all you need to do is SUBMIT! 

Where do I send the money? 

If the donations were made locally, there would be no check to send. If you have 

raised money for a foundation, you may send the check directly to the foundation or to 

the state treasurer. All other checks are sent to the Financial Vice President (Treasurer). 
Make sure the check is made payable to the Minnesota Women of Today. 
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What counts as a service hour? 

Educating, fund raising, writing an article, giving a 

report, passing out information, and working on a 

project (everyone involved) count towards service 

hours. It is very important to report this information 

on your report whether it is an LPM (Local Pro-

gram Manager) or PVP (Programming Vice 
President) This is the only way the Minnesota

Women of Today (MNWT) is able to really 

know the impact we are having with the 

foundations we support. Service hours are 

always under re-ported. 

How do you figure service hours? 

Service hours should include time that ALL chapter 

members worked on a project. This includes com-

mittee work, planning meetings, set up, the actual 

project, clean up and preparing final reports. Figure 

service hours for everyone that worked on a project, 

not just the committee or chair. 

How are service hours  

calculated? 

Number of individuals working  

on a project times number of 

hours worked equals Service Hours. 

Example: Games in the Park-One project for Youth 

of Today (YT). 

Committee meeting: 5 members x 1.5 hours = 7.5 

Buy prizes: 2 members x 2 hours = 4 

Set up: 10 members x .75 hours = 7.5 

Running activity: 15 members/volunteers x 2 

Hours = 30 

Take down: 10 members x .5 = 5 

2 non-members: 2 hours each = 4 

Write up, report at meeting, newsletter article: 

1 member x 1 hour = 1 

Total Service Hours: 59 

Total money Raised $500.00 (report on transmittal) 

How do you track service hours? 

 Ask your chapter president to put an information

needed line on the meeting agenda. Information

needed can include the number of members par-

ticipating, service hours, dollars raised. When

the committee reports, information can be filled

in.

 Have the LPM reports available at each meeting.

Encourage the LPM’s to record any monthly

activity in their area during the meeting. At the

end of the trimester, use the Program Manager
Trimester Report.

 Encourage project report information to be in-

cluded in your chapter newsletter. All members

have use of this information to complete their

reports.

 At your meeting, define what area each project

should be reported under. Remember, there are

new members that are LPMs and they are not

always sure what area an activity or project

should be reported in.

It’s never too late to send in information! 

If your chapter missed reporting for a trimester, it is 

never too late to send information in! Either send a 

separate report for that trimester or include it in the 

trimester that you are reporting on. The only excep-

tion to this is in MAY’s reporting deadlines when 

we need a final year-end amount. We want all the 

work that chapters have been doing to count, so 

don’t hesitate to send in those hours and reports! 

FUNDS OR ITEMS DONATED ON  

NEED TO ALSO BE REPORTED ON 

THE PROGRAMMING REPORT 
FORM.
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Presidential Bonus Points 

(100 Points Maximum) 

$50 donation to the State Plan of Action (POA) (50 pts.) 

And/or  

Complete the Chapter Assessment Survey sent to the 
official chapter email by CMVP, Illeana Miller or 

complete the PDF copy attached to her CIP.(50 pts)

And/or 

Create a Facebook Event for membership social and tag 
MVP, Anna Nichols during the 1st trimester (50 pts)

And/or 

Submit a completed Programming Trimester Report for 
the 1st Trimester. (50points)

Additional Bonanza Bonus Points (100 pts) 

If ALL FIVE copies of the 

following are submitted: 

Sales and Use Tax Permit 

Articles of Incorporation 

Proof of Annual Registration filing for 2018(copy of

email confirmation from MN Secretary of State) 

Proof of Insurance for the current year 

Proof of 990 filing for the fiscal year  

June 1, 2017through May 31, 2018
(copy of email confirmation from IRS 

dated after June 1, 2018)

JUNE 

7-10

27

1 

14 

15 

15

1

1

12-18

11

 31

USWT  Annual Convention

Webinar

July 

Founder’s Day

Statewide Committes Meetings

LPM Fast Starts Due

Programming VP Fast Starts Due
AUGUST 

Programming Evaluations Due 

Day at the Diamond Ticket Orders Due

 Kid’s Week 

MNWT Foundation Meeting 

Programming Trimester Report Due 

IMPORTANT 

DATES 

1ST TRIMESTER 

SUCCESS BONUS 
POINTS 2018-2019

"These dates are part of the MNWT 
Official calendar that can be located at 
www.mnwt.org under the events 
section in both a PDF printable and 
online format. Please consult the full 
listing to ensure that other key dates are 
not missed."




