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INTRODUCTION 
 

CONGRATULATIONS!  You have been selected by your fellow FBLA members to fulfill 
a role of leadership for this school year.  This role of leader may or may not be new to 
you, but it is a challenging one.  You no longer must be told what to do, but instead will 
be working with the other chapter officers and adviser(s) to inspire, motivate, and 
challenge your members to carry out the chapter’s program of work for the year.  You 
should be knowledgeable of the purpose and goals of FBLA and be able to discuss 
these goals with both members and non-members.  You must understand and believe 
in the FBLA Creed and be able to interpret it to others. 
 
This handbook for local officers has been developed to aid you in your duties and is not 
intended as a complete guide.  Additional information concerning FBLA programs 
and/or procedures may be found in the State and National FBLA Handbooks.  Each 
chapter adviser should have a copy of these handbooks.  You, as a local officer, should 
also be familiar with the contents of these manuals. 
 
Remember that you are now a member of your chapter’s leadership team.  The 
members are looking to this team to inspire, direct, and influence the actions of the 
chapter so that it can function actively and successfully as a group.  Therefore, your 
objective should be to develop the ability to understand and carry out the duties and 
responsibilities of your office and to service effectively as a member of the FBLA 
leadership team. 
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LEADERSHIP DEVELOPMENT 
 
 

The first stated goal for members of the Future Business Leaders of America is to 
“develop competent, aggressive business leadership.”  As an officer, you are expected 
to possess or develop the qualities of leadership and to help develop these qualities in 
your members.  Therefore, it is important that you evaluate yourself as a leader, and 
then strive to improve your leadership qualities. 
 
The following pages briefly describe leadership, types of leaders, and qualities of 
leadership.  Analyze this material in terms of your own leadership ability.  Then set your 
own goals for your personal leadership development.  Achievement of these leadership 
goals should continue throughout your life. 
 
What is Leadership? 
 
Leadership is the ability to handle people, to inspire or influence the actions of others, to 
make decisions, or to move a group to action. 
 
Types of Leaders 
 
There are three basic types of leaders found in today’s society: 
 

1. Autocratic:  This “boss” type has been outmoded for a good many years, but is 
still found far too frequently.  There is only one occasion where a leader might 
have to act in an autocratic manner, and that would be in a time of emergency. 

 
2. Laissez faire:  This type of supervisor is really no leader at all, as they allow 

their followers to do as they please, while the supervisor fails to stimulate and 
guide them toward desirable goals. 

 
3. Democratic:  This type is the true leader.  They think in terms of “we” and plan 

how to stimulate cooperation and teamwork in accomplishing their goals. 
 
Formal and Informal Leadership 
 
There are two general kinds of leadership situations: 
 

1. Formal Leadership:  Officers who have been elected or appointed by their 
organization have formal leadership roles.  The duties, responsibilities, and 
authority of formal leadership are usually stated in the constitution and bylaws of 
the organization, as is the case with FBLA. 

 
2. Informal Leadership:  Leaders of an informal situation are not elected.  They 

become the leaders because their fellow group members respect their ability and 
readiness to lead; they look to them for leadership.  Persons possessing strong 
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qualities of informal leadership are persons of influence; their views and actions 
carry much weight in determining the action of others. 

 

CHARACTERISTICS OF A GOOD LEADER 
 
A LEADER SHOULD: 
 

 BE KNOWLEDGEABLE—KNOW the goals of your group.  KNOW what is going 
on in the world around you.  KNOW parliamentary procedure.  KNOW the job to 
be done. 

 

 TAKE THE INITIATIVE—Get tasks started and see them through to their 
completion. 

 

 BE GROUP MINDED—Regard yourself as part of a democratic group.  Say “we” 
instead of “I”; don’t try to run the crowd.  Instead, be guided by the crowd’s 
wishes. 

 

 BE A HARD WORKER—Don’t ask anyone to do something that you would not 
be willing to attempt yourself. 

 

 BE OPTIMISTIC, ENTHUSIASTIC—Believe that group action can overcome 
obstacles and solve problems.  Work within the group with “zest” and enjoyment. 

 

 BE OPEN-MINDED—Do not claim to have all the answers; seek the opinions of 
the group and accept and support them if they seem best for the group.  Be 
willing to compromise on issues. 

 

 HAVE STRENGTH OF CONVICTION—“Take a stand” and be counted, yet be 
willing to be convinced otherwise if evidence is presented that leads you to know 
you are in the wrong. 

 

 LIKE PEOPLE—Be understanding and friendly. 
 

 BE COURTEOUS—The words “please” and “thank you” pay dividends.  Use 
them often. 

 

 BE SENSITIVE—You must be aware of the individual personalities and needs of 
your group. 

 

 THINK AHEAD—Know members’ opinions and be ready to meet changing 
situations. 

 

 GET THE FACTS—Analyze the situation before you draw conclusions. 
 

 TAKE ADVICE—Leaders capitalize on the experience and the leadership of 
others.   
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 BE CLEAR—Express yourself effectively. 
 

 BE POISED—Don’t let irritations and distractions bother you. 
 

 HAVE HUMILITY—Be confident, but not cocky.  Don’t be afraid to reveal that 
you don’t know everything. 

 

 BE NEAT—Always be neat in dress and personal appearance. 
 

 BE RESPONSIBLE—Live up to your word and duties. 
 

 BE STRONG—As a leader you become a symbol of the group you represent.  
You must refrain from any actions which would reflect poorly on your group. 

 
 Try to remember that a good leader does not say “Get going!”  Instead he says 

“Let’s go!” and leads the way.  He does not walk behind with a whip; he is out 
front with a banner!  The good leader assumes that his followers are workers 
with him, not for him.  He considers them partners in the work and sees to it that 
they share in the rewards. 

 
            --by Wilfred A. Peterson in “The Art of Living” 

 
A TEN-STEP PLAN FOR LEADERSHIP 

 
1. Establish goals. 

2. Communicate understanding of goals to people involved. 

3. Justify the effort and response requested. 

4. Provide a roadmap to the goals. 

5. Set resources into motion. 

6. Keep oriented toward the goal. 

7. Provide enthusiasm and answers. 

8. Evaluate and improve. 

9. Recognize and commend progress. 

10. Reward goal achievement appropriately. 
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AN INTRODUCTION TO 
FUTURE BUSINESS LEADERS OF AMERICA 

 

The Future Business Leaders of America is a national organization for students in high 
school programs who are enrolled in business or business-related classes.  The 
purpose of FBLA is to provide, as an integral part of the instructional program, additional 
opportunities for secondary students (grades 9-12) in business and/or business-related 
fields to develop vocational and career supportive competencies and to promote civic 
and personal responsibilities.  It operates as an integral part of the business program 
under the guidance of business teachers, the state staff of business education, school 
administrators, and businesspersons. 
 
Local and state chapters of FBLA operate under charters granted by FBLA-PBL, 
Incorporated.  Each chapter, with its own constitution and bylaws, carries on activities, 
projects, and programs within the framework of the national and state organizations. 
 
FBLA’s acceptance as an organization of value for the student is evidenced by the fact 
that it is on the Approved List of National Contests and Activities of the National 
Association of Secondary School Principals.  It is also supported by the U.S. Office of 
Education and the Kentucky Department of Education. 
 
The state office of FBLA is located in Frankfort.  The national headquarters is 
maintained in Reston, Virginia.  The FBLA-PBL National Board of Directors establishes 
FBLA policies in line with the vocational needs of students in business education. 
 
The activities of the Future Business Leaders of America provide opportunities for 
business students to further prepare for business occupations.  Members of FBLA learn 
how to lead and participate in group discussions, preside at meetings and conferences, 
work effectively within committees, and engage in practical problem solving and 
decision making.  Members learn the value of competition on local, regional, state, and 
national levels by experiencing the responsibility of success as well as the challenge of 
defeat. 
 
Through contact with teachers, advisers, employers, and interested businesspersons, 
FBLA members develop confidence in their own abilities and learn that to develop them 
to their fullest is a responsibility as well as an organizational goal.  FBLA provides 
members with opportunities to: travel to regional, state, and national conferences and 
other leadership conferences; participate in an officer leadership development camp; 
visit other chapters and business and industrial enterprises; and associate with 
successful businesspersons. 
 
One of the major objectives of FBLA is to develop self-confidence and strong, 
aggressive business leadership so that these future businesspersons may participate 
more effectively in the business and community life of which they will soon become an 
integral part.  FBLA also serves as an effective means of bringing students together to 
deal with vocational preparation, national problems, community improvement, and 
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worthwhile relationships with local, state, and national groups interested in the welfare 
of youth. 
 
A more complete picture of FBLA can be derived from studying closely its purpose and 
goals, creed, code of ethics, and pledge. 

 
ALL ABOUT FBLA 

 
As an officer of the Future Business Leaders of America, it is important that you 
understand the organization—its structure, goals, benefits, and operation.  As an officer, 
you must be able to describe the organization to other members, students, faculty, the 
school administration, businesspersons, and community leaders.  When people hear 
the term “FBLA” and say, “What’s that?” you should be able to explain it to them. 
 
To gain a broader understanding of the national organization, study the FBLA-PBL 
Chapter Management Handbook and each issue of Tomorrow’s Business Leader.  
Inform your members of the scope of FBLA at the national level. 
 
FBLA Purpose and Goals 
 
One of the best ways to describe FBLA is through use of the goals of the organization.  
All officers and members should understand the goals; the chapter should exist to fulfill 
the goals.  It is important that the officers be able to interpret the purpose and goals of 
FBLA to others. 
 
Read each goal carefully; revise it and put it into your own words.  In what activities and 
programs might your chapter engage in order to accomplish the FBLA goals? 
 

FBLA PURPOSE AND GOALS 
 

The purpose of the Future Business Leaders of America is to provide, as an integral 
part of the instructional program, additional opportunities for secondary students in 
business education to develop vocational and career supportive competencies and to 
promote civic and personal responsibilities. 
 
The goals of FBLA are: 
 

 develop competent, aggressive business leadership 
 

 strengthen the confidence of students in themselves and their work 
 

 create more interest in and understanding of American business enterprise 
 

 encourage members in the development of individual projects which contribute to 
the improvement of home, business, and community 

 

 develop character, prepare for useful citizenship, and foster patriotism 
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 encourage and practice efficient money management 
 

 encourage scholarship and promote school loyalty 
 

 assist students in the establishment of occupational goals 
 

 facilitate the transition from school to work 
 
FBLA Creed 
 
Another important tool for promoting and interpreting FBLA is the FBLA Creed.  The 
Creed identifies the beliefs of FBLA members and what they strive to achieve.  Have 
you read each stanza of the Creed and thought about its meaning?—or do you just 
recite the words?  If the officers and members of your chapter believe in the Creed and 
operate the chapter according to those beliefs, your chapter should be an important 
integral part of your business program, school, and community. 
 
Carefully read the FBLA Creed.  Emphasize to your members the significance of the 
Creed.  Share it with business and community leaders when seeking their support.  
Most importantly, conduct your activities according to the beliefs stated in the Creed. 
 

FBLA CREED 
 

I believe education is the right of every person. 
 
I believe the future depends on mutual understanding and cooperation among 
business, industry, labor, religious, family, and educational institutions, as well as 
people around the world.  I agree to do my utmost to bring about understanding 
and cooperation among all of these groups. 
 
I believe every person should prepare for a useful occupation and carry on that 
occupation in a manner that brings the greatest good to the greatest number. 
 
I believe every person should actively work toward improving social, political, 
community, and family life. 
 
I believe every person has the right to earn a living at a useful occupation and 
that this right should not be denied because of race, color, creed, sex, or 
handicap. 
 
I believe every person should take responsibility for carrying out assigned tasks 
in a manner that brings credit to self, associates, school, and community. 
 
I believe I have the responsibility to work efficiently and to think clearly.  I promise 
to use my abilities to make the world a better place for everyone. 
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FBLA Pledge 
 
Every member should know and understand the FBLA Pledge.  It is brief enough to be 
used as part of the opening ceremonies of the local chapter meeting.  A condition of 
membership could be the memorization of the Pledge.  As with the FBLA Creed, it is 
important that the members understand what they recite. 
 

FBLA PLEDGE 
 

I solemnly promise to uphold the aims and responsibilities of Future Business 
Leaders of America and, as an active member, I shall strive to develop the 
qualities necessary in becoming a responsible business leader. 

 
FBLA SONG 

 (To the tune of “The Notre Dame Fight Song”) 
 

   We all belong to FBLA 
   We’ll be the business leaders some day 
   F is for FUTURE, may it be bright 
   B is for BUSINESS, conduct it right 
   L is for LEADERS, that’s what we’ll be 
   A is for AMERICA, loyal to thee 
   When we combine them we will see— 
    The FBLA Ideals!!  Ra! Ra! Ra! 
 
FBLA Code of Ethics 
 
While the FBLA Creed and Pledge are often used as a part of chapter meetings, the 
FBLA Code of Ethics is often neglected.  The Code of Ethics sets high standards toward 
which FBLA members should strive.  Be sure that your members are aware of them and 
encouraged to use the code as a standard for living.  These personal qualities are 
important assets for any successful, happy person—and particularly important for FBLA 
members. 
 

FBLA CODE OF ETHICS 
 

I will be honest and sincere. 
 
I will approach each task with confidence in my ability to perform my work at a 
high standard. 
 
I will willingly accept responsibilities and duties. 
 
I will seek to profit by my mistakes and take suggestions and criticisms directed 
toward the improvement of myself and my work. 
 
I will abide by the rules and regulations of my school. 
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I will exercise initiative and responsibility and will cooperate with my employer 
and fellow workers. 
 
I will dress and act in a manner that will bring respect to me and my school. 
 
I will seek to improve my community by contributing my efforts and my resources 
to worthwhile projects. 

 
Terminology  
 
In discussing FBLA with others, it is important to use correct terminology to describe its 
activities.  First, don’t always use the initials FBLA.  Many people are not familiar with 
the organization and would not know what the initials stand for; therefore, it is important 
to frequently use the full name of the organization, Future Business Leaders of America. 
 
Listed below are some of the terms to use and to avoid in discussing FBLA: 
 
  Say CHAPTER—not CLUB 
  Say STUDENT ORGANIZATION—not YOUTH ORGANIZATION 
  Say COMPETITIVE EVENTS—not CONTESTS 
  Say ADVISER—not SPONSOR 
  Say CONFERENCE—not CONVENTION 
  Say CO-CURRICULAR—not EXTRA CURRICULAR 
 
 
Organizational Structure 
 
In interpreting FBLA to others, you must understand the scope of the organization.  
Many members think they are just part of a local business club.  They do not realize that 
the local chapter is part of a much larger organization, with regional, state, and national 
levels.  It is important that members, the school administration and faculty, and the 
business community be aware of the larger scope of your activities. 
 

FBLA-PBL, Inc. – The National office, FBLA-PBL, Inc., in Reston, Virginia, is 
responsible for directing the activities and work of the organizations at the 
national level.  The national staff receives direction from the National Board of 
Directors, the National Executive Council, and the National Advisory Council.  
These groups determine the policies and guidelines for FBLA-PBL; the national 
staff then attempts to carry out the program and to coordinate the activities 
through the member states.  They are responsible for publications, 
communication with the state and local chapters, membership, and planning and 
implementing the National Leadership Conference (NLC). 
 
State Board of Directors – The State Board of Directors in Kentucky consists of 
the State Chair, State Adviser, Adviser to State Officers, and one adviser from 
each Region.  The State Board of Directors is responsible for working with the 
state and regional officers, the State and Regional Executive Councils, and the 
local chapters in planning and implementing the state activities and in 
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coordinating state and national activities.  Major responsibility for this is placed 
with the State Adviser.   
 
State Executive Council – The State Executive Council (SEC) consists of the 
six elected state officers (President, Vice President, Secretary, Treasurer, 
Reporter and Historian), the State Parliamentarian, six Regional Presidents, and 
adviser(s) to each officer.   
 
The SEC plans the Program of Activities for the state organization.  They 
determine the theme, goals, projects, and special activities and are responsible 
for seeing that the program is communicated to the local chapters.  They are also 
responsible for planning the State Leadership Conference (SLC). 
 
Regional Executive Council – Each FBLA region elects regional officers to 
direct the activities of the region.  The Regional Executive Council (REC) 
consists of the four elected officers (President, Secretary, Treasurer and 
Reporter), the Regional Parliamentarian, and adviser(s) for each.  The primary 
responsibilities of the REC are to coordinate the activities of the region with those 
of the state and to plan and implement the Regional Fall Leadership Conference 
and Regional Leadership Conference.  Each Regional President and his/her 
adviser(s) serve on the State Executive Council. 
 
Local Chapters – The foundation of the organization is the local chapter, for 
which all of the others exist.  The local chapter plans and implements the local 
activities and coordinates those activities with the state and national goals and 
activities.  The local chapter consists of active members, associate members, 
and advisers who are the teachers in business education programs.  Many local 
chapters have Business Adviser Councils; have a businessperson who serves as 
an adviser; or become members of the local Chamber of Commerce.  These 
contacts give the local chapter a closer link with the business world.  
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FBLA STRUCTURE IN KENTUCKY 
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BENEFITS OF FBLA 
 

Through facilitating and encouraging personal and leadership development, FBLA 
activities provide the following benefits to members: 
 

 Develops and improves leadership abilities 
 Learns to work together as a team 
 Learns when to follow and when to lead as part of a team 
 Facilitates the transition from school to work 
 Facilitates intelligent career choices 
 Provides information about employment opportunities 
 Improves communication skills—written, verbal, nonverbal, and listening 
 Develops problem-solving and decision-making competencies 
 Facilitates an understanding of the American business system 
 Develops poise, self-confidence, and personal responsibility 
 Provides opportunity for self-expression 
 Develops positive work attitudes 
 Learns the value of competing, rather than emphasizing winning or losing 
 Directs activities of the office to which elected 
 Associates with leaders in education and business 
 Provides opportunities for travel through chapter projects; regional, state, and 

national leadership conferences; and fields trips to business and industrial 
enterprises as well as historical sites 

 
The FBLA organization provides the following benefits to chapter advisers: 
 

 Strengthens student-teacher rapport 
 Emphasizes job performance standards 
 Keeps in touch with the business community 
 Receives supportive information from chapter projects for curriculum and course 

content planning 
 Facilitates a close, informal involvement with students 
 Facilitates a more student-centered teaching attitude 
 Develops and improves leadership abilities 

 
The activities of FBLA provide these benefits to the school: 
 

 Improves knowledge and skills through practice and application 
 Develops vocational and related competencies 
 Operates as an integral part of the school program 
 Provides opportunities for practical application of classroom theory 
 Teaches organizational skills 
 Provides experiences for application of economic concepts 
 Encourages scholarship 
 Promotes school loyalty 
 Strengthens the business education program 
 Enhances the curriculum with practical experiences 
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FBLA Activities enhance the chapter-school-community relationship through these 
benefits: 
 

 Promotes social and economic awareness 
 Develops positive member attitudes toward social responsibility 
 Learns to respect the rights, abilities, and dignity of others 
 Engages in services to the community 
 Instills a sense of business ethics and moral responsibility 
 Develops the qualities of civic leadership and patriotism 
 Improves employability 

 
FBLA LEADERSHIP CONFERENCES 

 

Regional Leadership Conference (RLC) 
 
Each FBLA Region conducts an annual Regional Leadership Conference in the spring.  
The RLC includes competition in approved events, election of regional officers, awards 
presentation, workshops and/or speakers, and other activities.  The activities vary by 
region and conference location.  The RLC is usually held at a state university. 
 
Each local chapter may enter all competitive events at the RLC.  Each chapter is 
entitled to voting delegates based on chapter membership, as follows: 

 
1-50 members—two voting delegates 

51-100 members—three voting delegates 
101 and up—four voting delegates 

 
These voting delegates cast the chapters’ votes for regional officers. 
 
Because of limited facilities, it has become necessary for some regions to limit the 
number that can attend the RLC.  In all cases, however, a chapter may bring enough 
contestants to enter all events. 
 
Individual and chapter awards are presented for all regional events.  First- through third-
place winners are eligible to compete at the State Leadership Conference. 
 
State Leadership Conference (SLC) 
 
The FBLA State Leadership Conference is a three-day conference held in April.  The 
conference consists of competitive events, election and installation of officers, speakers, 
and social and recreational activities. 
 
Every active local chapter may have representation at the SLC.  The following are 
eligible to attend: 

 

 Voting delegates, based on chapter membership (see above) 

 1st, 2nd, and 3rd place winners in individual and team events at RLC 
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 Regional winner and alternate in Smith and Plock Scholarship events 

 Representatives for each 1st, 2nd, and 3rd place winner in chapter events at RLC 

 Candidates for state office  

 Current state and regional officers 

 Chapter advisers and chaperones 
 
Individual and chapter awards are presented for all state events.  First-, second-, third- 
and fourth-place winners in objective test; and first-, second- and third-place winners in 
all other events conducted at the State Leadership Conference are eligible to represent 
Kentucky at the NLC, except for events that are regional and state only. 
 
National Leadership Conference (NLC) 

 
The FBLA National Leadership Conference is usually held in June or 
July. The site varies from city to city.  The NLC is a four-day 
conference that includes competitive events, election and installation 
of national officers, outstanding speakers, workshops, social activities, 

and tours. 
 
The Kentucky FBLA treasury pays some of the expenses of the newly-elected state 
officers and of the first-place members who will represent Kentucky in the national 
competitive events.  However, members and advisers from any local chapter are 
welcome and encouraged to attend the NLC at their own expense.  Members may 
attend without their own adviser if an adviser from another chapter will agree to be 
responsible for them. 
 
The NLC is an exciting conference that provides motivation and enthusiasm for 
members and advisers who attend.  Chapters are particularly encouraged to attend with 
members who have time remaining in FBLA.  It provides an excellent learning 
experience. 
 
Kentucky Leadership Development Camp 

 
Each summer, the Kentucky FBLA State Chapter conducts a 
leadership training conference primarily for state, regional, and 
local officers and for local advisers.  The conference includes 
training in duties and responsibilities for each chapter office, 
parliamentary procedure, planning and implementing the FBLA 
program of work, and other activities related to FBLA.  In 

addition, there are many hours of recreational and social activities. Camp is normally 
held at the Kentucky FFA Leadership Camp in Hardinsburg, KY. 
 
FBLA camp is well attended, so space is limited.  Reservations are accepted on a first-
come, first-served basis.  Regional and State officers and their advisers are required to 
attend.   
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Regional Fall Leadership Conference (RFLC) 
 

The Regional Fall Leadership Conference is a one-day event designed for leadership 
development and officer training. Members have the opportunity to meet others from 
across their region and gain new ideas which they may implement in their local 
chapters. This is usually held during the months of either September or October on a 
college campus. 
 
Student Leadership Day 
 
Student Leadership Day is held the second Tuesday in February.  State Officers will 
come to Frankfort on Monday evening to spend the night and meet with legislators on 
Tuesday.  All other FBLA members who attend will begin their day on Tuesday with a 
program at a designated location in the morning and will spend their afternoon visiting 
with legislators.  This activity is an excellent opportunity for students to meet with 
legislators and learn about the Legislative Branch of State Government.  Student 
Leadership Day is optional but highly encouraged.  

 
National Fall Leadership Conference (NFLC) 
 
Each fall, leaders and advisers from chapters across the nation gather for one of four 
conferences designed to guide and motivate their success for the year. This conference 
includes workshops, seminars, exhibits, and general sessions, as well as the benefit of 
networking among their peers from other cities and states. 
 
NFLC is a two-day conference usually held in November. State Officers are required to 
attend.  The Kentucky FBLA treasury pays a certain portion of the expenses of the state 
officers. 
 

 MEMBERSHIP PROCEDURES FOR  
STATE AND NATIONAL FBLA 

 

According to the FBLA state bylaws, any secondary school student who is taking at 
least one business or business-related class is eligible for active membership in FBLA 
if the school has an active FBLA chapter.   
 
All members must pay national, state, and local dues.  They may not belong to just 
one level of the organization.  Advisers are not expected to pay dues. 
 
An Active Chapter is one that pays state and national dues.  If the chapter does not 
pay membership dues for a year or more, it is considered INACTIVE and must pay a 
reactivation fee to the national office when the chapter renews its membership. 
 
Initial membership dues for each chapter must be paid by October 20 of each 
year.  Additional dues may be submitted as they are received during the remainder of 
the year.  To be eligible for regional and state competition, members must show state 
and national dues as paid on the National FBLA website by February 1.. 
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National Dues 
 
National dues are currently $6 per member.  The membership forms are online at 
http://www.fbla-pbl.org.  The check should be made payable to FBLA-PBL, Inc. and 
mailed to the NATIONAL OFFICE.  Membership cards are provided by the national 
office after dues are received. 
 
Kentucky FBLA Dues 
 
Kentucky FBLA dues are currently $3 per member.  This amount is calculated into the 
total due on the Statement generated when members are registered online through the 
NATIONAL MEMBERSHIP REGISTRATION at fbla-pbl.org.  The check payable to 
FBLA-PBL, Inc. and mailed to the NATIONAL OFFICE will include State dues along 
with the membership dues.  There will NOT be a separate check for Kentucky dues.   
 
All dues must show as being paid on January 25 to avoid a $50 late processing fee and 
to be able to compete at the Regional and State Conferences.  Remember that all 
dues are sent to the National Office; then they forward the Kentucky dues back to 
our state. 
 
Chapter Reactivation 
 
If a chapter does not pay dues for one or more years, it is considered to be inactive.  To 
reactivate the chapter is very simple—just pay membership dues in the usual manner 
as described above. Follow the membership procedures outlined above and found on 
the national website, http://www.fbla-pbl.org. 
 

PLANNING FBLA LOCAL CHAPTER ACTIVITIES 
 

A well-organized FBLA chapter has a variety of activities.  The activities are designed to 
capitalize on the different interests and abilities of the members.  The activities must be 
varied to carry out the purpose of FBLA. 
 
A good program of activities for the year is well-planned in September and evaluated in 
May.  A good program is a well-balanced program.  This means that the chapter will 
divide its time proportionately between (a) activities that increase business knowledge 
and skills, (b) school and community service activities, (c) financial activities, (d) social 
activities, and (e) FBLA leadership and promotional activities.  Having a variety of 
activities is a big factor in keeping a member interested and involved. 
 
Good publicity depends on having a good program to publicize.  Good public relations 
with school and community is important.  No matter how outstanding a chapter may be, 
no one will know it unless there is a good public relations program at work.  Good 
publicity brings prestige to your chapter; every chapter should actively seek good public 
relations. 
 

http://www.fbla-pbl.org/
http://www.fbla-pbl.org/
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A.  Activities That Increase Business Knowledge and Skills 
 
1. Panels composed of business people and students discussing various topics 

of interest to FBLA members. 
2. Former FBLA members speak to the chapter about their work. 
3. Model interviews given by a personnel director and a business student. 
4. Preparation and publication of school newspaper or chapter newsletter. 
5. Clerical services 

a. For school administration and faculty members 
b. For school organizations 
c. For community organizations 

6. Businessmen or women speak to groups on appropriate business topics. 
7. Field trips within and outside of the local community to acquaint members 

with various industrial methods, business offices, and office equipment. 
8. Office equipment demonstrations by experts—the various equipment 

companies usually have experts who will give demonstrations for you. 
9. Videos and speakers relating to latest technology in business. 
10. Skits 

a. “Proper Dress for the Job” 
b. “Applying for a Job” 
c. “A Comedy of Office Errors” 

11. Videos on business careers or free enterprise 
12. Bulletin boards and other displays, regularly and on special days and weeks, 

such as: 
a. American Education Week 
b. Administrative Professionals Week 
c. FBLA Week 
d. Career Day 
e. Free enterprise system 
f. Leadership traits 

13. Publish student directories 
14. Collect, compile, and file guidance information for use by chapter members 

and teachers 
a. Compile a directory of offices in the community 
b. A follow-up story of former FBLA members and business department 
      graduates 
c. Self-analysis sheets 
d. Job application banks 

15. Many financial activities offer good training for business careers (See 
Financial Activities) 

16. Operate a school bank 
17. Job placement service for business department 
18. Publish business department bulletin 
19. Handle the financial records of the school yearbook, senior play, etc. 
20. Participate in activities leading to regional and state events 
21. Attend meetings at local, regional, state, and national leadership conferences 
22. Participate in local Chamber of Commerce activities 
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B. School and Community Service Activities 
 

1. Publish a school or chapter newspaper or student directory 
2. Provide Clerical Services for school and community 
3. Community service such as working with local committees on March of 

Dimes, Cystic Fibrosis, and other appropriate drives 
4. Present assembly programs on parliamentary procedure, free enterprise, or 

other topics related to FBLA 
5. Operate a school bank 
6. Establish a teenage employment agency 
7. Enter floats in school and community parades 
8. Operate a used textbook sale 
9. Prepare Thanksgiving or Christmas baskets for needy families 
10. Plan parties for underprivileged children 
11. Take charge of the school bulletin board 
12. Address envelopes for charitable organizations, community organizations, 

etc. 
13. Provide hosts and hostesses for school events 
14. Assist other clubs in decorating for school dances, homecoming events, 

student government activities, school programs 
15. Provide activities to assist senior citizens 
16. Design and maintain websites for school and/or community organizations 

 
C. Financial Activities 
 

1. Publish and sell a school newspaper 
2. Provide clerical and accounting services to school and community 
3. Publish and sell student directories 
4. Sponsor a talent show 
5. Sell school supplies, used textbooks, etc. 
6. Sales activities 

a. FBLA  sponsored fundraisers 
b. Baked items 
c. Candy and cookies 
d. Scrap paper, aluminum, and glass collection 
e. Magazine subscriptions 
f. Faculty vs. student games 
g. A “Ms./Mr. _____________” event 
h. Rummage or yard sale 
i. Book store and school supplies 
j. Concessions at games or other school activities 
k. Christmas cards 
l. Kit sales 
m. Stuffed toys 
n. Jewelry 
o. Holiday candles and decorations 
p. Key chains 
q. Special household items 
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7. Dances 
8. Stage a variety show or style show 
9. Address envelopes for businesses or community organizations 
10. Develop and maintain websites for local businesses 

 
D. Social Activities 
 

1. Social events for businesspersons and their future office employees 
2. Chapter party (pizza, skating, holiday, etc.) 
3. Refreshments after meetings 
4. Employee-Employer Banquet 
5. Joint program and social meetings with FBLA chapters in nearby schools and 

with other organizations in school 
6. Reception for businesspersons, new members, teachers, cafeteria personnel, 
      others 
7. Party honoring graduating members 
8. FBLA Awards/Installation Program 
 

E. FBLA Leadership Activities – Promotion, Training, Publicity 
 

1. Invite business teachers and students from other schools to meetings to 
interest them in organizing an FBLA chapter 

2. Write letters to schools to interest them in FBLA 
3. Send an installation team to activate and install a new chapter 
4. Study and practice good parliamentary procedure 
5. Compile a local chapter annual business report 
6. Public speaking activities 
7. Organize a Speakers’ Bureau for FBLA (to appear before the school and 

community groups to tell about FBLA or the business department) 
8. FBLA newspaper publicity 
9. Radio and TV programs over local stations or cable channels 
10. FBLA booth at fairs or carnivals 
11. Conduct induction service and party for new members 
12. Attend local, regional, state, and national leadership conferences 
13. Participate on local, regional, or state committees 
14. Study leadership characteristics 
15. Review lives of business leaders 
16. Understand the meaning of the FBLA Creed 
17. Interpret the goals of FBLA 
18. Prepare for competitive events 
19. Run for election to local, regional, or state offices 
20. Discuss the FBLA Code of Ethics 
21. Use social media to promote FBLA 
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EFFECTIVE USE OF COMMITTEES 
 

 

Definition of a Committee:  A committee is a member or group of members, elected or 
appointed to consider or make plans for one particular purpose or event. 
 
Needs for Committees:  The most active FBLA chapters have been those who use 
several committees and use them most effectively.  The use of committees to plan 
activities is desirable for such reasons as these: 

1. Gives responsibility and leadership experience to more members and 
spreads the work load. 

2. Gives more members an opportunity to take part and therefore gets more 
accomplished. 

3. Makes chapter meetings smoother and more efficient by having specific ideas 
present for consideration. 

4. Concentrates effort on a problem. 
5. Gets people qualified to work on specific problems together. 

 
Purposes of Committees:  Committees can serve three general purposes: 
 

1. To Investigate – Committee gathers information and reports its findings back  
      to the group. 
2. To Plan – Committee makes recommendations based on information it has 

gathered.  It must submit its plans back to the group for approval. 
3. To Take Action – Committee has permission from the group to take needed 

action.  When the job is done, it reports back on what has been done. 
 
Standing Committees:  These are permanent committees that are active throughout 
the year.  There are many types of standing committees that may be needed.  The 
needs of each chapter may be varied, but these are some that may be considered as 
permanent committees: 
 

1. Social 
2. Community Service 
3. School Service 
4. School and Civic Club Programs 
5. Finance  
6. Education 
7. Activity 
8. Refreshment 
9. Membership 
10. Recreation 
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Special Committees:  These are established to handle specific problems or events.  
Special or temporary committees are needed frequently for work that is not continuous 
during the entire year, such as: 
 

1. Nominating 
2. Parade 
3. Banquet 
4. Party 
5. Special activities not covered by permanent committees 

 
Getting Action:  Mere appointment of committees will not get the work done.  The 
president and vice president should check with committee chairs to see that they hold 
committee meetings; they should meet with committees as often as possible.  Each 
committee should be called on for a report at every meeting so that committees will see 
the necessity for functioning efficiently.  This will encourage more action from 
committees. 
 
Committee Reports:  Committee reports should be submitted in writing to become a 
permanent part of the secretary’s records.  A brief report should be given at the chapter 
meeting. 
 
Usually a written committee report is not addressed or dated.  A good committee report 
should always be worded in the third person; for example, “the report of the Finance 
Committee” or “the report of the committee to which was referred (stating the subject).” 
 
A committee report should begin with an identification of the committee submitting it.  
For example:   
 
 For a Standing Committee: 

The committee on…wishes to report that…(or, “submits the following 
report:…”). 

 
 OR, 
 
 Report of the committee on …. 
 
 For a Special Committee: 
 The committee appointed to (stating the purpose) reports that…(or, 

“submits the following report:…”). 
 

OR, 
 The committee to which was referred (stating the subject) reports (or 

recommends) that…. 
 
If a committee report is of considerable importance, it should be signed by all committee 
members.  Otherwise, the committee can authorize its chair to sign the report alone, in 
which case the word chair is added after the signature. 
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DUTIES OF A COMMITTEE CHAIR 
 

 Arrange in advance a meeting time and place and see that each committee 
member is informed of the meeting. 

 
 Call the meeting to order.  Introduce the members unless everyone is 

acquainted. 
 
 Appoint one member to serve as secretary for the committee. 
 
 State the purpose of the committee and the goal toward which the group is to 

work. 
 
 Ask the group how the committee can go about suggesting solutions to the 

problems. 
 

 Give every member a chance to participate 
 

 Solicit opinions 
 

 Keep the discussion on the subject 
 
 Summarize each point after the group has agreed on the action to take. 
 
 Review, in closing, the points decided. 
 
 Thank all members of the committee for their help. 
 
 Get the secretary’s notes.  Write out the committee report. 
 
 Make a duplicate copy of the report.  Give the second copy to the chapter 

secretary or to the president, as directed. 
 
When called on for the committee report: 
 
 Give the committee members credit.  (When possible, call each name.  Ask the 

members to stand unless the group is acquainted.) 
 
 Be prepared to give the report orally to the chapter unless detailed figures are to 

be given. 
 
 Offer some suggestions to the chapter at the conclusion of the report. 
 
Example:  IF the committee reaches a favorable decision, the chair may conclude the 
report with an appropriate motion which, if adopted, would implement the 
recommendations of the committee. 
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EFFECTIVE COMMITTEE MEMBERS 
 

Effective group discussion depends upon the extent to which the resources of all 
members are used.  You may be a more effective group member if you remember and 
use the following suggestions: 
 

1. Speak your mind freely; discussion is based on the exchange of ideas. 
 
2. Listen thoughtfully.  Try to understand the other’s point of view—seek out the 

experiences and reasoning on which it rests. 
 

3. Strike while the idea is hot.  Don’t wait to be called upon. 
 

4. Let the other person talk, too.  Don’t speak longer than a minute or so at a time. 
 

5. Don’t fight over the ownership of ideas.  Once you have given an idea, let it 
become group property. 

 
6. Don’t let the discussion get away from you.  If you don’t understand what is being 

said, say so. 
 

7. Stay on the subject.  Digressions hinder progress.  Keep remarks relevant.  Don’t 
repeat. 

 
8. Make discussion pleasant.  Don’t be a sad sack or don’t get angry.  Have fun and 

help others have fun. 
 

TIPS ON 
PARLIAMENTARY PROCEDURE 

 

The purposes of parliamentary procedure are: 
 
1. to enable a group to conduct business with efficiency and harmony 
 
2. to protect the rights of each individual 

 
Accordingly, there are some basic principles to consider in achieving the above 
purposes: 
 

1. Only one person may claim the attention of the meeting at one time. 
 
2. Each motion is entitled to full and free debate. 

 
3. Every member has equal rights. 

 
4. The will of the majority must be carried out, and the rights of the minority will be 

preserved. 
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WHAT’S ON THE AGENDA? 
 

Every group should adopt a standard order of business for meetings.  Listed below is a 
suggested order which you may follow.  You can adapt this to your group’s needs. 
 

1. Call to order: 
“The meeting will come to order.” 

 
2. Reading and approval of minutes: 

“The secretary will read the minutes of the last meeting.” 
“Are there any corrections to the minutes?” 
“There being no corrections, the minutes will stand approved as read.” 

 
OR 

 
If there are corrections:  “Are there any further corrections to the minutes?”  
“There being no further corrections, the minutes will stand approved as 
corrected.” 

 
3. Treasurer’s report:  

After the report is presented by the treasurer, the chair asks:  “Are there any 
questions on the treasurer’s report?  (Pause for questions, if any.)  The 
treasurer’s report will be placed on file.” 

 
4. Committee reports: 

The presiding officer and committee chairs should inform each other in 
advance of the meeting as to whether a particular committee will report.  For 
those wishing to do so, the chair simply calls on the chairs of the committees 
for their reports in the order to which the committees are listed in the bylaws 
(if they are standing committees) or in the order of their creation (if they are 
special committees).  “The _____________ committee will not report.” 
 

5. Unfinished business: 
The chair DOES NOT ask for unfinished business.  All items of unfinished 
business are a matter of record (postponed from the previous meeting or not 
reached) and, therefore, the chair automatically mentions such items without 
asking.  “The motion to purchase a laptop was postponed to this meeting.  Is 
there any further discussion on the motion…?  (State motion exactly as 
moved at previous meeting.) 
 

6. New business: 
“Is there any new business?” 
(Members may propose new business.  Each proposal must be disposed of 
before a new one is considered.) 
 

7. Program (if any) 
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8. Adjournment 
When the agenda has been concluded, the chair may declare the meeting 
adjourned by general consent without taking the time for a formal motion and 
vote. 
 
“Is there any further new business?”  (Pause for any main motions on new 
business.)  “Since there is no further new business, the meeting will be 
adjourned.”  Pause for announcements, etc.) After pause, “The meeting is 
adjourned.” 

 

HOW TO MAKE A MOTION 
 

1. Member rises to address the presiding officer by his or her title. 
(Chair is used only if the presiding officer has no other title.)  “Mr. (or Madam) 
President” or “Mr. (or Madam) Chair 

 
2. Member is recognized by the presiding officer: 

Chair states his or her name or nods to the member.  The member “has the 
floor.”  He or she is the only member entitled to present or discuss a motion at 
this time. 

 
3. Member proposes a motion: 

Introduce the motion by saying, “I move that…” followed by a state of the 
proposal.  The motion is not to be discussed until it has been seconded by 
someone and stated in full by the presiding officer. 
 

4. Another member, without rising or addressing the chair, may say, “I second the 
motion.”  If no one seconds the motion, the chair may ask, “Is there a second to 
the motion?”  If there is none, he or she must declare, “The motion is not before 
the assembly.” 

 
5. The presiding officer states the motion in full. 

When the motion has been properly made and seconded, the chair repeats it 
to the group or “states the motion.” 

 
6. The members discuss or debate the motion. 

After the motion has been stated by the chair, any member may discuss it.  
He or she must be recognized by the chair as was the maker of the motion.  
The maker of the motion is recognized first if he or she wishes to speak. 

 
7. The presiding officer takes the vote of the motion. 

When all members have finished discussing the motion, the chair “puts the 
motion to a vote”.  Ask, before taking the vote, “Is there any further 
discussion?”  If no one wishes to speak, the discussion is closed. 
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The chair will take the vote by announcing, “All in favor of the motion (STATE 
THE MOTION) say ‘Aye’.”  Following response from the members, the chair 
says, “Those opposed say ‘No’.”  If the chair cannot determine from the 
volume of voices how the majority has voted, he or she says:  “The chair is in 
doubt.  Those in favor of the motion please rise.”  After counting, the chair 
says, “Be seated.  Those opposed, rise.  Be seated.” 

 
8. The presiding officer announces the result of the vote. 

The chair states, “The ayes have it and the motion is carried” or “The noes 
have it and the motion is lost.”  As soon as the vote has been announced by 
the chair, another motion is in order. 

 
 

HOW TO CHANGE A MOTION 
 

When you want to change a motion that is on the floor, you say, “I move to amend the 
motion by (and state your change precisely).” 
 

1. Three ways to change a motion: 
a. By adding or inserting. 
b. By striking out. 
c. By striking out and inserting. 

 
An amendment must be germane to the motion—that is, it must have direct bearing 
on the main motion. 

 
2. Type of amendments: 

a. First degree (primary) – an amendment to a main motion. 
b. Second degree (secondary) – an amendment to the amendment. 

 
The secondary amendment must modify and relate directly to the primary 
amendment and NOT to the main motion. 

 
3. Order of voting: 

Amendments are voted upon in order before the group can consider the main 
motion. 
a. The amendment to the amendment (secondary) is discussed (if necessary) 

and voted on. 
b. After discussion (if necessary), the vote is taken on the amendment to the 

motion (primary).  If the secondary amendment passed, then the primary 
amendment as amended is considered. 

c. After discussion (if necessary) the original motion as amended is voted on.  
If the primary amendment passed, the vote is taken on the main motion as 
amended. 
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COURTESY 
 

ENHANCE FBLA IMAGE 
 
 

“Life is not so short, but that there is always time for courtesy.” 
--Ralph Waldo Emerson 

 
Courtesy at Regional and State Conferences 
 

1. In general sessions, special interest sessions, and any other meeting where 
attention is requested, there should be no talking, eating, drinking, blowing 
bubbles, cell phone/electronic device use or other disruptive behavior.  If 
participants are not interested in what is being said, they can at least permit 
others to listen. 

 
2. No group should get up and leave a meeting until it is adjourned.  This is very 

disruptive, particularly to the officers who are presiding.  
 

3. During general sessions, all participants should be in attendance.  If they don’t 
intend to attend the meetings, they should be left at school. 

 
4. Conference attire must conform to that listed in the Code of Conduct and 

General Regulations.  If a member shows up improperly dressed, they should 
not be permitted to attend. 

  
Hotel Courtesy 
 

Staying in a hotel can be an enjoyable, as well as educational, 
experience.  Attendance at an FBLA conference may be the first time 
some members have had an opportunity to stay in a hotel.  Therefore, 
they may appreciate some pointers. 
 

1. All guests in a hotel/motel have a right to expect to be able to 
get a restful night’s sleep.  The sleeping areas are off limits for 
loud talking or parties or congregating in the halls.  Doors 
should be kept closed. 

 
2. Music, TV’s etc., should be kept at a low enough level that it does not disturb 

others in adjoining rooms. 
 

3. For safety, doors should be kept closed and strangers should not be admitted to 
a room. 

 
4. Elevator manners are important.  Always allow passengers to depart the elevator 

before trying to enter.  Only the button for the desired floor should be pushed.  
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Don’t crowd onto an already-full elevator.  Do not ride the elevator unnecessarily, 
and do not leave cans and other trash on the elevator.   

 
5. Most housekeeping staffs in hotels are instructed not to throw anything away that 

is not in the trash container; therefore, it is the responsibility of all individuals to 
pick up after themselves and to keep the bath and bedrooms reasonably neat. 

 
6. Towels and washcloths must remain in the room.  Towels are available at the 

swimming pool at most hotels. 
 

7. It is poor taste to go barefoot anywhere in the hotel except your room.  Never go 
into the lobby area without shoes or when you are wearing a bathing suit.  Wear 
cover ups in going from sleeping room to the pool. 

 
8. During a large convention, the hotel’s switchboard and security staff are very 

busy.  There should be no prank calls or other disturbances. 
 

9. It is a criminal offense to set off a fire alarm except in the case of an actual fire.  It 
is also very annoying to hotel guests and staff. 

 
10. If using room service, pay at the time of delivery.  At the FBLA conference, room 

service charges will not be accepted.  Remember, too, that a tip is expected for 
delivering room service. 

 
Restaurant Courtesy 
 

1. All patrons in a restaurant have the right to expect to be able 
to eat their meal with little disruption or disturbance.  Keep 
talking and laughter low enough not to disturb others. 

 
2. In most restaurants, it is proper to wait to be seated by a 

host or hostess. 
 

3. If separate checks are desired, tell the waiter/waitress when placing the orders. 
 

4. Remember that a tip of fifteen percent of the total check is anticipated for good 
service.  This is not absolutely required if poor service has been given, but don’t 
penalize the server because the kitchen staff is slow! 

 
5. If several people are waiting for tables, it is impolite to sit at a table for a long 

time after all have finished eating.  
 
Thanks for cooperating to make our FBLA regional and state conferences even better—
and for enhancing the image of Future Business Leaders of America. 
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DUTIES AND RESPONSIBILITIES 
OF 

CHAPTER PRESIDENTS 
 

 

An important requirement for a successful FBLA chapter is a 
well-qualified set of officers.  Officers must remember that 
they were selected to lead the chapter for one year.  In 
accepting the office of president, you assumed the 
responsibility of doing everything possible to make the 
chapter a stronger, better organization than it was when you 
were installed as president. 

 
You may feel that you lack training to do the job of president.  However, if you believe in 
the purpose and goals of FBLA and are willing to work and learn, you will be a credit to 
your FBLA chapter, school, and community. 
 
The major responsibilities of the local chapter president are:  
 

 To lead the local chapter through a successful program of activities in 
cooperation with other officers and adviser 
 

 To assist the chapter in setting goals that are consistent with the State Program 
of Activities and the purpose and goals of the organization 
 

 To communicate the local, state, and national goals to the members in order to 
secure their involvement in carrying out these objectives 
 

 To establish committees to help provide the mechanism for achieving the 
objectives and to serve as ex-officio members of the committees 
 

 To represent FBLA to the administration, faculty, students, and community 
 

 To preside at chapter meetings 
 

 To participate in the successful completion of all chapter activities 
 

 The material that follows should provide assistance in carrying out these 
responsibilities. 
 

As chapter president, you will need access to the FBLA National and State Handbooks, 
and Robert’s Rules of Order, Newly Revised.  A good chapter president is familiar 
with the local, state, and national constitutions and bylaws; understands the purposes of 
FBLA; understands the organization and operation of an FBLA chapter; and 
understands the basic rules of parliamentary procedure. 
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As president, you must realize that you cannot assume the responsibility of doing 
everything yourself.  Your job is to direct and guide.  The ability to delegate 
responsibility without being bossy is essential.  As ex-officio members of all committees, 
you can help them over rough spots when needed.  Your primary responsibility is to 
keep the chapter running smoothly while accomplishing the local, state, and national 
goals and objectives of the organization. 

 
At times you will need to appoint committees.  Shift the responsibilities of serving on 
committees by giving such jobs to several members, rather than using the same 
members over and over.  Use some newer members, along with experienced members.  
Committee work provides opportunities for leadership development. 

 
The president will need to work with the adviser and executive committee in planning 
chapter meetings.  Meetings of officers and chairs of all standing committees are a 
valuable aid in planning.  The president presides over such meetings and directs the 
discussion. 
 
Local chapter presidents are often called upon to represent the chapter at civic clubs, 
the PTA, the Chamber of Commerce, to business and industry, and other community 
organizations.  Speaking at meetings is a common assignment.  Knowledge of FBLA, its 
purpose and goals, structure, and facts about the local, state, and national 
organizations will be very helpful in making such presentations. 
 
The following are some responsibilities of chapter presidents, with suggestions to assist 
in carrying them out effectively. 
 

1. Preside at meetings 

 Understand the basic rules of parliamentary procedure. 

 Secure chapter approval of minutes of previous meetings. 

 Follow a definite order of business. 

 Direct the discussion and refrain from talking too much. 

 Recognize a speaker only when they are standing and have properly 
addressed the chair. 

 Confine discussion and motions to business that is before the house. 

 See that motions and amendments are properly understood 

 Require a second to motions and amendments before proceeding. 

 Call on individuals when you think they can make valuable contributions. 

 See that all members are given the privilege of speaking.  

 Encourage timid members to take part in the meeting. 

 Be sure that all members understand the motion and the consequences 
before calling for a vote. 

 Conduct the vote so that all members will feel free to vote as they choose. 

 Call for a standing vote whenever it seems that the members might be 
dissatisfied with your count or if the vote is close. 

 Make every matter of business a democratic expression of the chapter. 

 Ask for the adviser’s opinion when it will benefit the chapter. 

 Call for order when necessary. 
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2. Appoint committees 
 

 If possible, consult the individuals before appointing them, rather than just 
saying “you have been appointed”.  Give consideration to the individual’s 
ability and willingness to accept responsibility. 

 Keep in mind the nature of the work to be done by the committee. 

 Use as many different members as possible to serve on committee. 

 Use younger members on committees with experienced members. 

 Distribute responsibility and opportunity to serve among all members. 

 Be sure the committee understands its task and when it is to be 
accomplished or reported. 

 Serve as an ex-officio member of committees. 
 

3. Leading the chapter 
 

 Along with an officer team and Adviser, develop a complete program of 
activities to achieve the goals of the FBLA chapter. 

 Show interest in the total program of activities and be optimistic about its 
success. 

 Inspire interest and optimism in others. 

 Maintain the respect of the chapter as to your ability and willingness to 
work. 

 Attempt to involve the total membership in activities. 

 Show tolerance for the sincere convictions of others. 

 Be sympathetic toward the problems and difficulties of others. 

 Be willing to accept responsibility and to share responsibilities with others. 

 Be pleasant and cheerful so that others are glad when you are around. 

 Keep the school administration informed of chapter activities. 
 
Planning a Chapter Meeting 
 
Good FBLA meetings do not “just happen”.  All details are planned well in advance.  
Well planned regular chapter meetings are essential in order to hold member interest, to 
secure attendance, and to conduct the business of the chapter. 
 
Check with the other officers and the committee chairs several days in advance to be 
sure that all details are worked out.  Be familiar with each item of business to be brought 
up at the meeting.  Clarify the role that the other officers will assume in the meeting.  
Check to see that the room is properly arranged. 
 
There is no standard order of business required for use in FBLA meetings.  The 
following is a suggested agenda that could be used to provide a businesslike meeting: 
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Suggested Agenda 
 

Call to order     Unfinished Business 
Opening ceremony (optional)  New Business 
Roll call     *Program 
Reading of minutes    Announcements 
Treasurer’s report    Adjournment    
Other officer reports    Standing committee reports 

 Special committee reports  
*May be placed other places on the agenda. 

 
Parliamentary Pointers for Presidents 
 
Parliamentary procedure is not an end in itself; it is merely an aid in expediting the 
business of a group efficiently, smoothly, and fairly.  Keep in mind that there is usually 
more than one right way of doing things.  It is important to combine a basic knowledge 
of parliamentary rules with a generous measure of common sense.  A large chapter or 
group calls for more formal techniques when presiding.  With a small group, the 
presiding officer may be more informal but must retain control of the situation. 
 
Presiding officers should remain as neutral as possible on all issues before the group.  If 
they feel they must speak for or against an issue, the procedure is this:  After a motion 
is made and seconded, the presiding officer should ask the vice president to assume 
the chair; ask for permission to speak; then remain out of the chair until the motion is 
put to vote.  Do not return to the chair until the vice president (who is then the presiding 
officer) states the result—that the motion carried or lost. 
 
Conducting a Meeting 
 
In successfully conducting a chapter meeting, the president should: 
 

1. Prepare a complete agenda in advance. 
2. Call the meeting to order ON TIME. 
3. Know the general rules of parliamentary procedure. 
4. Complete every motion.  For most motions, the order is:  the motion, a second, 

discussion, the vote, and a statement by the chair that the motion is carried or 
that it is lost. 

5. Maintain an impartial position on all matters before the group.  If he/she wishes to 
express an opinion, the president should relinquish the chair to the vice 
president. 

6. Refer doubtful points of procedure to the chapter parliamentarian.  A presiding 
officer should never feel embarrassed to ask for advice.  However, after the 
parliamentarian expresses an opinion, it is the presiding officer who makes the 
ruling. 

7. Be firm, fair, kind, and maintain a sense of humor. 
8. Require committee chairs to present reports to the membership when due. 
9. Before each meeting, contact all officers and chairs from whom reports are 

expected so that each report may be given quickly, accurately, and concisely. 
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10. Listen to the vote of the minority, but obey the will of the majority. 
11. Be non-partisan, impartial, and neutral when presiding. 
12. Stand when calling the meeting to order, when stating motions, and when making 

announcements. 
13. Be sure that all members understand the motion and the consequences before 

calling for the vote. 
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DUTIES AND RESPONSIBILITIES 
OF THE 

CHAPTER VICE PRESIDENT 
 

In a properly organized FBLA chapter, the vice president 
assumes one of the most important roles in the organization.  
As vice president, you will be faced with varied 
responsibilities.  You must be familiar not only with your 
responsibilities, but also those of the president.  Your work as 
FBLA vice president can be very rewarding and should be an 
asset to you throughout life. 
 

The duties and responsibilities of the FBLA chapter vice president will vary a little from 
one local chapter to another, depending on the organizational structure of the chapter.  
A typical organizational structure is illustrated below.  The discussion of the vice 
president’s role in this handbook is based on this structure. 
 
Briefly, the primary duties and responsibilities of vice presidents may be to: 
 

1. Assist the president in carrying out his/her responsibilities. 
2. Preside in the absence of the president 

a. In official chapter meetings, the vice president should preside in the absence 
of the president or whenever the president temporarily vacates the chair. 

b. If the president should be absent for an extended period of time, the vice 
president may exercise the duties of the president while acting in his/her 
behalf. 

3. Assist in planning the chapter program of activities, then assume responsibility 
for carrying it out. 

4. Be responsible for installation ceremonies. 
 
Based on these responsibilities, it is necessary that the vice president be 
knowledgeable of all aspects of FBLA.  You should: 
 

1. Study and understand the president’s section of this handbook. 
2. Understand local, state, and national constitutions and bylaws. 
3. Be familiar with local, state, and national structure. 
4. Understand and be able to explain to others the 

a. FBLA purpose and goals 
b. FBLA Creed 
c. FBLA Code of Ethics 

5. Be familiar with basic rules of parliamentary procedure. 
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Planning and Implementing the Chapter Program of Work 
 
Good chapter activities don’t just happen—they must be well planned!  It is up to the 
local officers to plan a program of activities that will achieve the goals of FBLA and 
provide interesting and enjoyable experiences for the members.  Study carefully the 
section in this handbook on planning the program of activities.  It gives suggestions on 
how to plan your program. 
 
After the program of activities is planned, the vice president is often given major 
responsibility for seeing that it is implemented.  Committees will be established to carry 
out the various activities planned.  All members should be given the opportunity to serve 
on committees.  Study carefully the section in this handbook entitled “Effective Use of 
Committees.” 
 
The vice president should work closely with committee chairs.  Begin early and impress 
upon the committee chairs the importance of each committee and the necessity of 
careful planning.  The vice president should be available to work with individual 
committees at any time.  After the activities are planned, follow up with the committee to 
see that they are implemented and, at their completion, evaluated as to their success. 
 
Responsibility as Program Chair 
 
The vice president is often appointed program chair, and as such, is responsible for 
planning the formal program at chapter meetings.  This may include getting speakers, 
videos, panels, entertainment, etc.  In carrying out this responsibility, complete planning 
and follow-up is essential.  Planning must be based on the goals of the organization and 
the program of activities. 
 
In performing duties as program chair, you are responsible for seeing that the meeting 
facility is properly set up, meet and greet the speaker, introduce the program, and 
perform any other activity to assure that the program runs smoothly. 
 
Planning Installation Ceremonies 
 
Many chapters delegate to the vice president the responsibility of planning installation 
ceremonies.  This may include installation of officers, members, and new chapters.  If 
this is your responsibility, you will need to do the following: 
 

1. Be sure that the room is properly set up and that all paraphernalia (candles, 
holders, matches, etc. are in place.) 

2. Provide instruction to all participants in advance. 
3. Know your part in the ceremony, and check to see that the other participants 

know theirs. 
4. Conduct the ceremony with dignity and in a businesslike manner. 

 
Installation ceremonies are in the FBLA National Handbook which your adviser has and 
may also be found on the national website.  They may be altered if necessary to suit the 
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occasion.  Formal ceremonies can add greatly to your chapter programs if well planned 
and conducted with dignity and in a serious manner. 
 
Presiding in the Absence of the President 
 
The vice president frequently must act in the place of the president at meetings and 
other functions.  Therefore, it is essential that you understand the duties of the president 
and how to perform them.  You must know how to plan, organize, and conduct a 
business meeting, including knowledge of the basics of parliamentary procedure.  You 
must keep up to date on the status of activities in the event that you have to replace the 
president.  Therefore, it is essential that you study carefully the “Duties and 
Responsibilities of Chapter Presidents” in this handbook. 
 
Obviously, the vice president of a local FBLA chapter can play a very important role in 
the success of the chapter.  Know your responsibilities and carry them out in a 
responsible manner.  Assure the president and the adviser that you are willing to 
assume these responsibilities and any others that might be delegated to you.  You will 
find that the vice president is no longer the “forgotten” person in the organization. 
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DUTIES AND RESPONSIBILITIES 
 OF THE CHAPTER SECRETARY 

 

A successful FBLA chapter always has a well-qualified set of officers.  No one officer 
has an easy job if the duties are performed well.  The office of secretary is certainly no 
exception.  The secretary is the life blood of the organization.  Too much emphasis 
cannot be given to the proper functioning of this office.  A good secretary will usually 
know the correct answer to any question regarding activities of the chapter.  Some of 
the attributes of a successful secretary follow: 
 

 A sincere interest in FBLA 

 A desire to work cooperatively in the chapter 

 Legible handwriting 

 The ability to record minutes and to transcribe them accurately 

 The ability to read clearly and distinctly 

 Willingness to devote sufficient time to perform the responsibilities of the office 

 Ability to compose and key business letters 

 Ability to keep a neat, accurate, and complete secretary’s book 

 A knowledge of parliamentary procedure 
 
The secretary will need certain items to carry 
out assigned responsibilities.  The following 
is a partial list of materials needed: 
 

1. The secretary’s book 
2. Immediate past secretary’s book 
3. Pad and pen/laptop 
4. A copy of the chapter, state, and 

national constitution and bylaws 
5. A complete membership roster 
6. Portfolio for keeping material and a 

place to keep the portfolio 
 
The secretary, assisted by the vice president or another officer, may have the 
responsibility of making the final copy of the chapter’s program of activities.  This 
program of activities, when completed, should become a part of the official secretary’s 
book.  All entries in the book should be keyed. 
 
Following completion of the program of activities, the yearly schedule for chapter 
meetings should be completed.  The executive committee composed of the officers and 
chairs of the standing committees should go over the program of activities and list times 
for consideration each month in the appropriate place on the yearly schedule for chapter 
meetings. 
 
Another often-assigned responsibility is to record accomplishments of the chapter on 
the program of activities pages as the activities are completed and report to the chapter.  
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Committee chairs should submit brief and accurate reports of their activities to the 
secretary.  The secretary is in constant touch with the program of activities.  Without the 
help of an efficient, interested officer in this position, the chapter will not be the smooth-
working organization that it should be. 
 
A week before a regular meeting, the president and secretary should check the yearly 
schedule for chapter meetings to find items that need to be considered by the entire 
chapter.  These items and others not in the yearly schedule should be included in the 
business of the next meeting.  These should be posted on the bulletin board several 
days in advance. 
 
The Secretary should keep a list of all members putting their last name first and add 
other requested information.  In order to keep a neat book, the secretary should develop 
a system of tracking the members in attendance at the meetings and keep the minutes 
of the meetings in their final form in the book.  
 
As soon as membership cards are received from the national office, the secretary 
should take responsibility for getting them distributed to the membership as soon as 
possible. 
 
The secretary should have the following items for each meeting: 
 

 A copy of the agenda for the meeting, arranged in correct order 
 Lists of committees and committee reports 
 A copy of the minutes of the preceding meetings.  They should be in a form 

that can be corrected and should be unsigned until approved by the chapter. 
 The secretary’s book 
 Any letters or correspondence of interest to the chapter 
 Paper, pen, etc., for writing minutes 
 Portfolio for keeping material 

 
At the time of the regular meeting, the secretary should read the minutes of the previous 
meeting and record any corrections.  The order of business should be read when called 
for by the president.  When a rising vote is taken, count and record the vote.  With the 
president’s help in stating, it is the responsibility of the secretary to record each motion, 
as made and seconded, and state whether it passed or was defeated.  Any 
correspondence of interest should be read to the chapter at the proper time on the 
agenda. 
 
As soon as possible following the meeting, rewrite the minutes of the meeting in correct 
order, using the form suggested.  The adviser should help edit the minutes.  Following 
their approval at the next regular meeting, the minutes should be placed into the official 
book.  A well-kept secretary’s book will contain a complete record of meetings for the 
FBLA year.  A good chapter secretary will keep the records up to date.  The secretary’s 
book is a history of the chapter activities throughout the year. 
 
The secretary should be able to write a good business letter, using official chapter 
stationary and keeping a copy for files.  A list of the people most likely to be 
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corresponded with during the year is essential.  The correct titles and addresses of 
these people should be included.  A current listing to the state officers, the state chair, 
the state executive secretary, and the state adviser will aid the secretary in 
corresponding for the chapter.  An up-to-date list of the names and addresses of 
companies furnishing FBLA supplies is essential. 
 
The chapter secretary should have a supply of chapter stationary and stamps.  All 
correspondence should be keyed in correct business form.  Much of the 
correspondence will be with the State FBLA Staff.  If the outgoing secretary has not left 
a mailing list, one should be prepared immediately.  The correspondence should be 
neat and correct, including all grammar and spelling.  The secretary and the chapter will 
be judged by the quality of the work performed.  All letters should be answered as soon 
as possible. 
 
When the term of office expires, the secretary should turn the completed secretary’s 
book over to the incoming secretary and work with the newly-elected officer to help in 
the performance of newly-assigned duties. 
 
IN SUMMARY, THE CHAPTER SECRETARY 
 

 Takes accurate notes and prepares adequate minutes of each regular and called 
meeting of the chapter. 
 

 Takes notes and prepares minutes of each executive committee meeting. 

 Answers all incoming chapter correspondence. 

 Keeps a proper file of copies of all outgoing and incoming correspondence. 

 Prepares all incoming chapter correspondence. 

 Is responsible for the posting of items of common interest and benefit on the 
classroom and/or school bulletin boards. 
 

 Protects any and all permanent records of the local chapter. 
 

 Reads letters and/or other communications at chapter meetings. 

 Keeps a proper record of votes cast, especially on important issues. 

 Is prepared at every regular meeting to give chapter information about any 
unfinished business or any new business. 
 

 Has available at each regular meeting:  minutes of previous meetings, record of 
committees and their past reports, the chapter’s program of activities, and a copy 
of the constitution and bylaws. 
 

 Checks the roll of members. 
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 Keeps proper files related to the progress of the chapter’s program of activities. 

 
 Incorporates into the minutes the following: 

o Kind of meeting (regular, special, executive committee) 
o Date of meeting (including year), time and place 
o How minutes are disposed of (approved as corrected) 
o Business that was transacted; omit discussion or options. 
o Maker of main motion and exact wording of motion as finally adopted or 

lost. 
o Sign the minutes simply with name and office, not using the phrase, 

“Respectfully submitted”. 
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BASIC RULES FOR RECORDING MINUTES 
 

1. Minutes should be headed with the name of the organization, the date, and the place. 
 
2. Caption minutes for ready reference. 

 
3. Minutes are written in the third person, using correct grammar and spelling.   

 
4. Minutes should be brief; opinions are not recorded—only actions. 

 
5. State whether the meeting was called to order by the president, vice president, or temporary chair 

and give the name. 
 

6. Give the name of the person who was appointed secretary pro-tem if the regular secretary was 
absent. 

 
7. Include a statement as to the numbers present—(A complete attendance record should appear 

elsewhere in the secretary’s book). 
 

8. Motions should be exactly stated including the name of the maker of the motion and the action 
taken—whether it carried or failed. 

 
9. Key the minutes to be presented to the chapter. 

 
10. One copy of the minutes should be given to the President in time to prepare the agenda for the 

next meeting. 
 

11. Correct signature for all official minutes is as follows: 
 

______________________ 
                Secretary 

 
__________________________ (Date) 

                              Approved 
 
 

12. Any corrections should be noted in the left margin. 
 
13. A bound book should be used for keeping minutes. 
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(Sample of minutes with side headings) 
SOMEWHERE FBLA 

CHAPTER 444 
MINUTES OF MEETING 

 
      March 24, 20--    .            Room 101     . 
       (Date Held)                 Place 
 

CALL TO ORDER. The regular March meeting of the Somewhere FBLA Chapter was called 
to order with the opening ceremony at 2:30 p.m.  President John Smith 
presided. 

 
ROLL CALL. The roll call showed thirty members and two guests present.  Guests 

were Mr. Lee Cantrel and Mrs. Donna McAnelly of the State FBLA/PBL 
office. 

 
APPROVAL OF MINUTES. The minutes of the February meeting, which had been sent to the 

members and officers of the chapter, were approved as read by the 
secretary. 

 
OFFICER REPORTS. The treasurer reported receipts of $69.50, and distribution of $37.16 

since the last meeting, leaving a balance of $212.14. 
 
COMMITTEE REPORTS. The Fund Raising Committee reported the results of their investigation of 

fund raising activities.  Clurry Pale and Don Deohers were selected by 
the Committee for consideration by the chapter. 

 
GUEST SPEAKER. Mr. Sam Smith presented a very interesting program on Wise Use of 

Credit. 
 
UNFINISHED BUSINESS. The motion “that the chapter sponsor a Job Interview Day on August 20” 

which was postponed from the previous meeting was taken up.  After 
debate and amendment, the motion was adopted as follows “that the 
chapter sponsor a Job Interview Day on August 25.” 

 
NEW BUSINESS. Joe Johnson moved “that the chapter purchase a camera to be used by 

the chapter reporter.”  The motion was adopted. 
 
 After debate and amendment, a motion by Alice Thompson was adopted 

as follows, “that all officers attend the Kentucky FBLA Leadership 
Development Camp with two-thirds of their expenses to be paid by the 
chapter.” 

 
DATE OF NEXT MEETING. The next meeting will be held on Tuesday, April 14, in Room 101, at 2:30 

p.m. 
 
ADJOURNMENT. The meeting was adjourned at 3:30 p.m. 
 
 

______________________ 
                Secretary 

 
__________________________ (Date) 
                    Approved 
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(Sample minutes in paragraph form) 
 

 The regular monthly meeting of the Chaotic Chapter of FBLA was held on 
Tuesday, September 7, 20--, at 3:00 p.m., in the school library, the President being in 
the chair and the Secretary being present.  The minutes of the last meeting were read 
and approved as corrected. 
 
 The Treasurer reported a receipt of a bill from the Inadequate School Supply 
Company for the amount of $150 for the stationary purchased for use by the Chapter.  
The question put by the chair “that the bill is paid” was adopted. 
 
 The report of the Membership Committee was received and placed on file. 
 
 The special committee that was appointed to investigate and report on a cook-
out reported, through its chair, Ruby Lipps, a motion which, after debate and 
amendment, was adopted as follows:  “that the Chapter have a cook-out at Wild-Time 
Park, on September 15, 20--, from 4:00 to 9:00 p.m.  The food will be hot dogs, 
hamburgers, potato chips, pickles, relish, onions, mustard, catsup, and soft drinks.  Cost 
will be $3.00 per person.” 
 
 The motion relating to the use of the Chapter’s library by non-members which 
was postponed from the last meeting was then taken up.  After amendment and further 
debate, this motion was not adopted. 
 

Harry Leggs moved “that the Chapter undertake the establishment of its own 
summer leadership training camp for its members in the vacant buildings adjacent to the 
school property.”  Bobby Pinn moved to amend this motion by striking “Members” and 
inserting “Officers”.  On motion of Pearl Ring, the motion to establish the camp, with 
pending amendment, was referred to a committee of three to be appointed by the chair 
with instructions to report at the next meeting.  The chair appointed Mr. Leggs, Mr. Pinn, 
and Miss Ring to the committee. 

 
The Program Chair introduced the guest speaker, Mr. Jack Rabbit, whose 

subject was, “Where are the Best Cabbage Patches in Kentucky?” 
 
The meeting adjourned at 7:00 p.m. 
 
 
       Peg Board, Secretary 
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DUTIES AND RESPONSIBILITIES 

OF THE 
CHAPTER TREASURER 

 

CONGRATULATIONS!  You have been selected by your 
fellow FBLA members to fulfill a role of leadership for this 
school year—that of Chapter Treasurer.  The role of a 
leader may or may not be new to you, but it is a challenging 
one.  You no longer must be told what to do, but instead will 
be working with the other chapter officers to inspire, 
motivate, and challenge your members to carry out the 
chapter’s program of activities for the year. 
 
Although the title TREASURER denotes responsibility for 

keeping the financial records of the chapter, there are many other responsibilities.  The 
treasurer must be an active member of the executive council as it plans and carries out 
the year’s activities.  The treasurer, like all officers, should be knowledgeable of the 
purposes and goals of FBLA and be able to discuss these goals with both members and 
non-members.  The treasurer must understand and believe in the FBLA Creed and be 
able to interpret it to others. 
 
In short, the treasurer is a member of a leadership team that has been selected 
because of the respect the members have for their ability and readiness to lead.  The 
members are looking to this team to inspire, direct, and influence the actions of the 
chapter so that it can function actively and successfully as a group. 
 
Therefore, the objective for the Chapter Treasurer is to develop the ability to effectively 
understand and carry out the duties and responsibilities of the office and to serve 
effectively as a member of the FBLA Leadership Team. 
 
A good Treasurer contributes much to the efficiency of the chapter.  The treasurer 
should be accurate, prompt, resourceful, enthusiastic, creative, and innovative.  
Although they will vary from chapter to chapter, the basic responsibilities of the 
treasurer are to: 
 

 Serve as an active member of the FBLA Executive Council 
 Inventory and keep track of all chapter equipment 
 Submit a budget for chapter approval 
 Keep an accurate membership list 
 Work with Adviser to send state and national dues along with the membership 

lists to the proper place by October 20 
 Keep official treasurer’s book neatly, accurately, and up to date 
 Supply financial information and reports when requested 
 Study and recommend ways and means of raising funds for the chapter 
 Serve as chair of the Finance or Ways and Means Committee 
 Encourage proper money management and thrift among the members 
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First Step 
 
One of the first responsibilities of the treasurer is to learn from the adviser how the 
chapter’s funds are handled—whether through a private bank account, a central school 
office, a regional business manager, etc.—and what types of records, receipts, and 
reports are necessary.  This will vary with the kind of school. 
 
Make an effort to meet the person with whom you will be dealing most in handling the 
funds, whether a school secretary or banker.   Emphasize that, although you as 
treasurer will not actually handle the money, you must have a systematic method of 
maintaining accurate financial information for the chapter. 
 
Preparing the Budget 
 
The treasurer is the key person in preparing the chapter budget.  The Budget 
Committee, assisted by the adviser, works out the annual budget using past records as 
guides.  Careful attention must be given potential expenditures for the year.  Some 
expenditures common to most chapters include state and national dues, chapter 
secretary and treasurer books and supplies, stationary and stamps, jewelry, photo 
processing and other scrapbook expenses, refreshments for meetings, awards, regional 
and state conferences, etc. 
 
The Budget Committee should estimate the chapter receipts for the year such as local, 
state, and national dues, contributions, sales of candy, and other sources of income or 
special projects to be carried on by the chapter.  The standing committees need to give 
an estimate of their anticipated expenses. Using these sources of estimated receipts 
and expenditures, the Budget Committee should prepare its budget.  The treasurer 
should then endeavor to have the chapter live within this budget. 
 
State and National Dues 
 
The treasurer should know the correct amount for local, state, and national dues and 
should encourage all members to pay them as early as possible so that initial state and 
national dues can be received by the proper official before October 20.  Dues must be 
shown as paid by February 1 in order for members to compete in regional and state 
competition; however, a $50 late fee will be assessed for any dues posted as paid after 
January 25. 
 
Receipts 
 
Receipts should be issued for all money received.  A duplicate copy or a receipt stub 
should be kept with the treasurer’s records.  Each receipt should be carefully and 
accurately completed and numbered in sequence. 
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Checks for Disbursement and Vouchers 
 
If a chapter bank account is maintained, all chapter bills should be paid by 
check, co-signed by the treasurer and chapter adviser.  All checks should 
be carefully and accurately written, and check stub records should be 
kept up to date. 

 
If the chapter adviser authorizes the school treasurer to pay bills from the central school 
account, the adviser should make the request on a disbursement voucher provided by 
the school.  A copy should be kept in the treasurer’s record for each disbursement 
voucher. 
 
Any monies that are sent to the state organization such as donations to FBLA 
Scholarship Fund or advertisement monies for the state program should be 
accompanied by a completed Kentucky FBLA Financial Remittance Form as indicated 
on the following page. This form can also be found on the state website, 
www.kyfbla.org. 

https://webmail.ky.gov/exchange/VickiK.Whitaker/Inbox/Officer%20Handbook.EML/1_multipart_xF8FF_2_officer%20handbook.doc/C58EA28C-18C0-4a97-9AF2-036E93DDAFB3/www.kyfbla.org


FBLA Officer Handbook Page 47 



FBLA Officer Handbook Page 48 

The Treasurer’s Report 
 
A report by the treasurer on the current financial status of the organization is part of the 
agenda of any meeting.  This report should include the balance on hand from the 
previous report, the receipts since the last report, the disbursements since the last 
report, and the current balance on hand.  A copy of each report should be filed with the 
treasurer’s book.  
 
Following the same form, a complete financial report for the entire year (July 1-June 30) 
should be prepared and included with the books for the new treasurer. 
 
Study the sample treasurer’s report below. 
 
 

SAMPLE TREASURER’S REPORT 
 
 

KENTUCKY FBLA CHAPTER 
 
 

Treasurer’s Report 
October 4, 20-- 

 
Balance on hand, September 20, 20--      $29.70 
 
Receipts 
 
 Dues     $49.00 
 Bake Sale    $35.00 
 
 Total Receipts        $84.00 
 
        Total           $103.70 
 
Disbursements 
 
 Secretary’s Book   $2.00 
 Refreshments for Meeting  $8.60 
 
 Total Disbursements       $10.60 
 
 
Balance on-hand, October 4, 20--       $93.10 
 
 
         Jane Smith, Treasurer 
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YOUR RESPONSIBILITY AS CHAIR  
OF THE WAYS AND MEANS COMMITTEE 

 
 

When you direct a Ways and Means program for your chapter, you are going into 
business.  It may be for only a few hours, for several days, or it may be year-round. 
 
First ask yourself and your members two questions:  “How much money do we need to 
raise?”  and “Why are we raising it?”  Answers to these questions are important.  
Examine your fund-raising goal first.  Do you think it is realistic to expect your chapter to 
raise the amount set?  If the goal should be changed, now is the time to do it. 
 
How much money will be raised in routine ways, such as dues from the membership?  
How much money will you need to raise in other ways?  How many members can be 
counted on to give time, talents, and cash if you stage a big event?  Would a number of 
small projects carried through the year be a better solution for your chapter?  Is it better 
to achieve several modest goals than to fail at one big goal? 
 
Next analyze why you are raising money.  Will the money cover costs of things that 
benefit members only?  For example, your chapter may want to send a delegate to the 
National Leadership Conference.  Projects to raise this money should be carried on by 
all members. 
 
Many chapters also support causes that have broad public appeal.  The greater the 
number of people who stand to benefit, the greater the public response.  The March of 
Dimes was one of the greatest fundraising successes in history.  Every person who ever 
sent in a dime (and many millions did) shared the thrill of success when Dr. Jones Salk 
first discovered the polio vaccine. 
 
Be sure your members understand what your goal is, the work the chapter is 
supporting, and what the funds raised will accomplish. 
 
Present your program to the chapter with enthusiasm.  Gaining the support of members 
is a strong step to success, for members can be a combination work crew, sales force, 
and public relations staff. 
 
You may decide to repeat a successful benefit.  If so, be sure to add some new 
features.  Improve and upgrade the entire project as much as possible. 
 
As you move toward deciding on fund-raising projects, keep these things in mind:  What 
are the costs involved?  Will the people in your school and community support your 
project at the price you have to charge in order to make a reasonable profit?  Does your 
chapter have the manpower needed to do the job well? 
 
In addition to planning everything carefully, make provisions for what isn’t planned—
emergencies.  Be sure extra people are available to fill in for last minute illnesses and 
other unavoidable absences, and to run errands. 
 



FBLA Officer Handbook Page 50 

After the project is over, clean up well.  Leave the premises as neat and orderly as you 
found them.  Return borrowed and rented equipment. 
 
Write thank you notes to major contributors and committee chairs.  These courtesies 
are minimum good manners.  They also may serve to open doors to you the next time 
around. 
 
Provide complete and accurate records of your program for future use.  Ask each 
committee chair to prepare a report.  Complete the record with a summary from the 
general chair and suggestions for improvements and new attractions to consider next 
time. 
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DUTIES AND RESPONSIBILITIES 
OF THE 

CHAPTER HISTORIAN 
 

The FBLA Historian is one of the most important positions in the 
local chapter.  You have the responsibility of recording the 

chapter activities in an historical manner to be kept as a 
permanent record.  As the historian, you should maintain a 
complete history of the chapter for the year.  Your dedicated 
efforts will assure an accurate and complete record of the 
chapter’s activities.  This history will become even more 
important in the years that follow. 
 

Historical events are recorded in written form, pictorial form, and by using illustrations.  
The historian’s responsibilities may include preparation of a scrapbook, but should 
involve the use of other types of historical documents as well. 
 
Even though the office of historian may be new to you and you feel that you do not 
possess all the qualifications needed, you will be able to handle the position 
satisfactorily if you are willing to do your best in the following areas: 
 

 Be interested in FBLA activities, be familiar with the State and National FBLA 
Handbooks, and determine the responsibilities of your office. 
 

 Spell correctly, write legibly, and key accurately. 
 

 Strive to accurately and completely record the events and activities of the chapter 
during your tenure of office. 

 

 Be neat and accurate in your work. 
 

 Be a good photographer or have someone available to make good pictures of 
chapter events. 

 

 Be familiar with and be a participant in the chapter program of activities. 
 
Primary Responsibilities 
 
The chapter historian is first to act as a working, participating member of the local 
executive council.  Working with the other officers for the good of the local chapter is the 
primary goal.  In carrying out the duties of the office, the effective historian: 
 

 Utilizes the services of a scrapbook committee and lets other members of the 
chapter assist in the many tasks associated with the office. 
 

 Writes interesting and descriptive captions for the pictures used. 
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 Identifies the essential activities of the chapter and makes appropriate recordings 
of these activities. 

 

 Records the historical materials accurately and neatly. 
 

 Uses originality in arranging the materials. 
 

 Keeps the history of the chapter in correct chronological order. 
 

 Studies all materials and documents concerning the past history of the chapter. 
 

 At the end of tenure in office, turns over the completed scrapbook and other 
materials to the newly-elected historian. 

 
Classifying Activities 
 
An active historian will learn to identify the essential activities of the chapter and make 
appropriate recordings of these activities.  The following items are sometimes 
considered historical in nature: 
 
 Local Constitution and Bylaws   Financial Reports 
 News Releases     Chapter Program of Activities 
 Activities (in Pictorial Form)   Samples of Programs 

Minutes of Meetings     Other Historical Information 
 
Scrapbook Preparation 
 
Probably the greatest responsibility of the chapter historian is the preparation of the 
chapter scrapbook and keeping it up to date.  The reporter can be of assistance by 
providing copies of all items published during the year which deal with chapter activities.  
These should be filed until the actual compilation of the scrapbook begins.  Along with 
these, materials that should be filed include:  snapshots, important letters, catalogs, 
programs, and other evidence of chapter accomplishments. 
 
Supplies and Equipment Needed 
 
If a local chapter expects the historian to prepare a neat, complete, and informative 
scrapbook, the members must realize that it will cost a substantial sum of money.  Even 
when several pictures are contributed by the individual members, there will still be 
essential supplies to purchase.  The historian must have access to a space in which to 
keep these supplies, and it should be reserved for the use of the historian. In addition to 
a camera, some of the basic needs will probably include: 
 
 Paper of various kinds    Jars of rubber cement 
 Pen and pencil     Scissors 
 Speed ball pen     Scrapbook cover 
 Ink of different colors    Scrapbook filler pages 
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The following supplies should also be available in the event an electronic scrapbook 
would be prepared: 
 
Digital Camera 
Computer Access 
Appropriate Software 
 
 
Photography 
 

The chapter historian can preserve the history of the chapter through 
the use of pictures.  No specific type of camera is 

recommended.  However, a digital camera will be 
beneficial for many inside pictures or in settings of low 

light.  Regardless of the type of camera you may use, 
be aware of its limitations, what it can do, and how to 
use it to obtain the best results. 

 
Making good pictures is an art.  You can learn to make good pictures if you apply 
yourself to the task at hand.  These suggestions may be helpful to you: 
 

 Follow camera manufacturer recommendations regarding distance and lighting. 
 

 Be sure there is a good background for the pictures; look for natural situations. 
 

 Eliminate foreign objects in the foreground. 
 

 Pose the subjects when necessary.  Normally, use no more than three or four 
subjects in one picture.  Keep them close together; have them looking at 
something or doing something; action pictures tell a better story. 

 
 Once the suitable pictures have been selected, caption each one identifying the 

people in the picture and write a brief explanation of the event and the date. 
 

 Label and file all photos or CD’s for future use. 
 

 Plan your pictures in advance.  Decide the kinds of pictures you need for 
historical reference early in the year and take them under good conditions. 

 
 Remember that a good, sharp, well-posed picture tells a better story than a long, 

written article. 
 

 Don’t guess!  Learn to make good pictures. 
 
Good pictures will help you do a better job as chapter historian.  There are people in 
your school and community who will be glad to help you with your photography 
problems.  Don’t be hesitant about asking other chapter members to help you with the 
pictures. 
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Suggestions For The Scrapbook 
 
The chapter activities should be recorded in an 
historical manner to be kept as a permanent record 
of the chapter.  This record should portray the 
history in a manner that persons unfamiliar with the 
organization would be able to gain a clear and 
concise understanding of the objectives, purposes, 
activities, and scope of the organization.  The 
scrapbook should show originality, be neatly 
arranged, and be free of typographical errors.  All 
pictures should be properly captioned. 
 
For purposes of competition, the scrapbook should 

contain the history of the chapter from one regional conference to the next regional 
conference.  After the State Leadership Conference, the historian should update the 
scrapbook so that it contains the history of the chapter activities for the entire year. 
 
An effective scrapbook requires careful planning and good workmanship in construction 
and organization.  A theme, developed and followed throughout the scrapbook, makes 
the historical document more interesting to the reader. 
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SCRAPBOOK CONSTRUCTION IDEAS AND SUPPLIES 

 
I. Scrapbook Cover – order the official FBLA scrapbook cover from: 

FBLA Marketplace--http://www.fblamarketplace.com/ 
 

II. Scrapbook Content 
a. Fillers 

i. Construction Paper 
ii. Poster Board 
iii. Plastic Cover Sheets 

b. Mounting 
i. Picture Corners 
ii. Rubber Cement 
iii. Mounting Mats 

 
III. Supplies and Equipment Needed 

a. Paper (different kinds) 
b. Scissors 
c. Straight Edge 
d. Paper Cutter 
e. Paper Punch 
f. Rubber Cement 
g. Glue 
h. Pencils (assorted colors, types) 
i. Pens 

i. Speed Ball 
ii. Felt 

j. Brushes 
k. Ink 
l. Tempera Paints 
m. Lettering Brush 
n. Tape 

i. Scotch 
ii. Masking 
iii. Double Stick 

o. Hole Protectors 
p. Camera 

i. CD’s/Memory Card 
ii. Batteries 
 

IV. Lettering 
a. Types of Lettering 

i. Old English, Gothic, Script 
ii. Roman, LeRoy 

b. Spacing of Lettering 
c. Guidelines 
d. Computer 
e. Printer 

http://www.fblamarketplace.com/
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DUTIES OF RESPONSIBILITIES 
OF THE 

CHAPTER REPORTER 
 
Your position as reporter is one of the most important 
positions in the local chapter.  You will serve as the chapter’s 
public relations director.  Your work as reporter will determine 
your organization’s image in the mind of the public.  Therefore, 
you will want to do everything possible to see that its image is 
positive. 
 
Even though the office of reporter may be new to you and you 
may feel that you do not possess all the qualifications needed, 
you will be able to handle the position satisfactorily if you are 
willing to do your best in the following areas: 

 
 Be interested in FBLA; be familiar with the FBLA State and National Handbooks; 

and determine the responsibilities of your office. 
 
 Spell correctly, write legibly, and key accurately. 

 
 Write clear, concise, and informative news releases or stories on chapter 

activities. 
 

 Be a good photographer or have someone available to make good pictures of all 
newsworthy events and use these photographs in news releases and other areas 
of public relations. 

 
 Be neat and accurate in your work. 

 
 Establish a working relationship with the local newspaper editor, radio and/or TV 

news director. 
 

 Be familiar with the chapter program of activities. 
 

 Utilize every opportunity to get news of the chapter or its members before the 
public by the use of local and school newspapers, radio, or television.  Exhibits or 
displays in local businesses should also be utilized. 

 
 Keep a file of all news releases and publicity received. 

 
 Cooperate with the chapter historian by contributing copies of relevant materials. 

 
 Utilize the services of a public relations committee and let other members of the 

chapter assist you. 
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 Improve your writing skills at every opportunity through participation in classes 
and workshops. 

 
 Send news articles to the regional and state FBLA reporters, state executive 

staff, and national office. 
 

 Keep a file of pictures used.  Pictures should be properly captioned. 
 

 Take full advantage of your school’s facilities such as bulletin boards, school 
papers, announcements over the school intercom, etc. 

 
The following activities are examples of news that may be reported by the local chapter 
reporter. 
 
 Election of Chapter Officers  FBLA Leadership Development Camp 
 Installation Ceremony   Projects 
 Regional Leadership Conference  Chapter Tours 
 State Leadership Conference  Members Receiving School Honors 
 National Leadership Conference  Civic Club Programs 
 Community Service Activities  Local, State, National FBLA Week 
 National Fall Leadership Conference  
 
Working with Editors 
 
Kentucky’s newspaper editors, for the most part, are very cooperative once they know 
reporters and understand the true purpose of an FBLA chapter and its relationship to 
the business program.  Reporters must accept the fact that the editors do earn their 
living from selling advertising in their papers.  This may mean that part or all of a news 
release may be omitted.  By submitting articles well in advance of the date of the 
activity, the reporter can give the editor sufficient time to plan the article on the day 
when the most space is available. 
 
Writing News Releases 
 
News is not a routine happening such as a regularly scheduled chapter meeting.  
However, if anything different or unusual happens at the chapter meeting, that may be 
news.  A guest speaker or the election of officers is usually news. 
 
News releases, to be interesting and used by an editor, should consist of three main 
parts, the “lead”, “body of the story”, and “additional information”. 
 
Good, interesting news stories, written as editors and readers like them, tell the most 
important things first.  The writer may use one or two paragraphs to do this.  A summary 
of the important facts at the beginning of the story is called the “lead”.  The “lead” has 
two main objectives:  to grab the reader’s attention and to give the “heart” of the story in 
summarized form.  “Leads” usually tell WHO, WHAT, WHEN, WHY, WHERE, AND 
HOW.   
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The “body” of the news story serves two main purposes:  to give the reader more 
information on facts presented in the lead and to mention points not included in the 
lead. 
 
To write a good news story, use the lead as a guide for writing the rest of the story.  The 
most important point in the lead is also the most important point in the body of the story.  
The third part of the news story is “Additional Information”.  This includes facts not 
mentioned in either the lead or body of the story.  It is included because it supports or 
further explains information already presented.  Should the editor have limited space, 
this part of the story will be cut first.  Prepare all news stories neatly.  These are good 
suggestions to follow: 
 

 Key copy whenever possible. 
 
 Double or triple space between lines. 
 
 Have at least one inch of margin on all parts of the page. 
 
 Write only on one side. 
 
 If the story takes more than one page, indicate by “more” at the bottom. 
 
 Indicate the story’s end by the figure “30”. 

 
Proofread all stories carefully, then ask yourself the following questions: 
 

 Is the story accurate? 
 
 Is the story complete? 

 
 Are all names and words spelled correctly? 

 
Short, simple, and clear are the three key words to good news writing.  They should 
apply to each word, sentence, and paragraph. 
 
Some other general suggestions to use in writing news releases are: 
 

 Use short sentences.  Two short sentences are better than one long one. 
 
 Use short paragraphs. 

 
 Don’t use a long word if there is a good short one available. 

 
 Be absolutely sure your facts are accurate. 

 
 Be sure that the names of all persons are spelled correctly. 

 
 State only facts; leave out personal opinions. 
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 “You, we, and I” are seldom used except in direct quotations. 

 
 Omit slang. 

 
 Use action verbs to give the story more punch. 

 
 Spell out “Future Business Leaders of America” in the first reference to the 

organization, then it is permissible to use the initials, FBLA. 
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NEWS RELEASE 
               
LOCAL STUDENTS TO ATTEND 
          
NATIONAL CONFERENCE IN MIAMI BEACH          
(Glossy print of chapter members who     
will attend the conference in Miami     
Beach is recommended to accompany          
this suggested news release.)      

 
       

 Seven members of the __________________ chapter of Future Business Leaders of  
(Chapter) 

America will leave June 29 for Miami Beach, Florida to attend the twenty-ninth annual Future 

Business Leaders of America National Leadership Conference.  Approximately 3,000 secondary 

school members and advisers from throughout the United State are expected to be in 

attendance. 

 Friendly competition will be generated at the conference in the election of national 

officers for the 20— school year and in a series of competitive events among state delegations.  

Events include impromptu and public speaking, parliamentary procedure, word processing, 

accounting, business math, business communications, plus other skills, and the selection of  

Future Business Leader.  Awards for national winners will be presented at the Awards program 

on _______. 

 A scenic boat cruise has been planned for the conference.  This cruise will take in the 

famed Miami Beach.  “Leadership Dynamics for the Next Generation,” a multi-media 

presentation, will be one of the highlights of the conference.  Special entertainment will be 

provided by Maroon 5. 

Members of the ______________ will be participating in various events, discussion    
                                       (Chapter) 

groups, business meetings, and general sessions. 
 
 Future Business Leaders of America is the national organization for secondary school 

students who plan to enter careers in business.  The national organization has chartered 5,691 

active chapters in the United States and has membership of 228,462 students. 

-30- 
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DUTIES AND RESPONSIBILITIES OF 
CHAPTER PARLIAMENTARIANS 

 
 

For a chapter to function successfully, it is essential to 
have a well-qualified set of officers. Officers must 
remember that they were selected to lead the chapter for 
one year.  In accepting the office of parliamentarian, you 
assumed the responsibility of doing everything possible to 
make the chapter a stronger, better organization than it 
was when you were elected. 
 
The major responsibilities of the local chapter 
parliamentarian may include: 

 
 To assist chapter members in understanding the fundamental purposes of 

parliamentary procedure. 
 

 To be prepared to advise the presiding officer and other members on 
points of parliamentary procedure. 

 
 To have reference materials pertaining to parliamentary procedure 

available for each meeting. 
 

 To call significant irregularities in parliamentary procedure to the attention 
of the presiding officer. 

 
 To be prepared to explain any irregularities and their effect on the rights of 

all chapter members. 
 

 To be knowledgeable of the Local FBLA Bylaws, Kentucky Bylaws, and 
the National FBLA Bylaws. 

 
 To be familiar with Robert’s Rules of Order, Newly Revised. 

 
 To encourage local chapters to organize parliamentary procedure teams 

for competition. 
 
The chapter parliamentarian is a member of the executive council and should be a 
contributing, participating member in directing the work of the chapter.  The 
parliamentarian can serve very effectively in working with or serving as a member of 
various committees. 
  


