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DUTIES 

 

OF 

 

OFFICERS & DIRECTORS 

 

OF 
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Edited January 4, 2017 

 
Result of a special committee appointed in 1998 by President Mary Maynard consisting of Past President Maurice Lindblom. Presented to the 
Board of Directors in 1999. Subsequently reviewed, edited, and approved by the Board. These Duties are not part of the By-Laws and can be 

changed at any time.  

 

 

DUTIES OF MWGCM OFFICERS 

 

 

President  

1. Serve for term of one year as President and then one year as Past-President.  

2. Preside at all meetings of the Board.  

3. Preside at all meetings of the Club.  

4. Oversee all business of the Club.  

5. Serve as general liaison with the public.  

6. Appoint all chairs and Board liaisons of committees.  

7. Inform the membership when an honor is bestowed on a deceased member by the Board. 

8. Pass on to the next President all the details of the office.  

 

 

Vice-President  

1. Serve for a term of one year as Vice-President and then one year as President.  

2. Will perform the President’s duties whenever the President is unable to perform them. 

3. Coordinate the Macy's Bachman's Flower Show event including the dinner prior to the event and 

arranging for the speaker at the dinner.  

4. Keep the Board and the Club membership informed of program plans for meetings.  

5. Secure the location of the Club’s monthly meetings for the next year and a contract for the catering.  

6. Take responsibility for the data projector.  Personally store it and bring to meetings as needed.  

7. Pass on to the next Vice-President all the details of the office.  
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Past-President  

1. Serve for a term of one year after being President for a year.  

2. Advise the incoming President as needed.  

 

 

Recording Secretary  

1. Take the minutes of each meeting of the Board and arrange for their submission to the Board 

members . 

2. Submit a summary of the minutes to be published in “The Garden Spray”. 

3. Send electronically copies of the minutes to any member upon request. 

4. Take the minutes of the Annual Meeting and any significant items in the general business meetings.  

5. Carry on correspondence for the Club as needed.  

6. Add all reports and records to the permanent history file and give the file to the next Secretary.  

7. Pass on to the next Secretary all the details of the office. 

 

 

Membership Secretary  

1. Generate and maintain the Club membership database.  

2. Process Membership Application of New Member.  

a. Notify the following of the new member contact information:  “Spray” Editor, 

Hospitality/Reservation Contact, Email Chair and Treasurer.  

b. Forward new member dues to Treasurer.  

c. Share new member application with Board members.  

d. Send Welcome letter to new member.  

e. Submit write-up to “Spray” profiling new member and introduce new member at club 

meeting.  

f. Provide new member with committee information and facilitate membership in a 

committee(s).  

g. If needed, follow up with new member to encourage attending programs/events. 

3. Designate “Greeters” from Membership committee for help greeting new members and visitors at 

programs and events. 

4. Carry out other projects to grow the membership and retain members, e.g., “Every Member Bring a 

Member”, free guest dinner, Table Topics at dinner, Guest/Visitor sign-up sheet for 3 months of the 

“Spray”. 

5. Place “Membership Renewal” article in Spray in October and carry out membership renewal with 

form completion at October meeting. Repeat both tasks in November and mail renewal forms to 

remaining membership.  

6. Prepare MWGCM Directory for dispersal at the January meeting and a subsequent mailing as needed.  

7. Operate within the approved budget. 

8. Pass on to the next Secretary all the details of the office.  
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Treasurer  

1. Receive all money taken in by the Club and make deposits.  

2. Pay all bills and keep receipt documentation.  

3. Balance the checkbook with the bank statement each month.  

4. Keep a record of the number of CDs and the amount, maturity date and interest rate for each. 

5. Keep a record of all income and expenses from special events and report these data to committee 

members and Board members (e.g., plant auction, FFF show, garden tours, and holiday party).  

6. Prepare a financial report for each meeting of the Board of Directors listing all income, expenses, 

CDs, petty cash and designated funds. 

7. Monitor committee expenditures and inform the committee chair and President of the Board if a 

committee exceeds the budgeted allocation.    

8. Keep a record of receiving and giving donations including memorials.  

9. Send a letter of receipt to all donors and when appropriate, add a paragraph thanking the donor for 

contributing to the general fund.  Inform the person(s) responsible for writing thank you notes. 

10. Record attendance at all club functions for Green Thumb awards.  

11. Each month prepare the Treasurer’s Snapshot for The Garden Spray.  

12. Renew annual club memberships and make donations as directed by the Board of Directors.  

13. Renew tax exempt status annually with the IRS and MN Secretary of State.  

14. Keep liability insurance current.  

15. In November set a budget for the following year with the President, the Vice-President, and any 

member who would like to help.  

16. Present the budget for membership approval at the Installation Meeting. 

17. Submit all financial records for the year and the January bank statement to the Audit Committee for 

the yearly audit. 

18. Pass on to the next Treasurer all the details of the office.  

 

 

Directors  

1. Attend all Board meetings and duly deliberate and vote on all matters before the Board.  

2. Take on special assignments as needed by the Board.  
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GOALS & DUTIES 

 

OF 

 

COMMITTEES 

 

OF 

 

MEN’S AND WOMEN’S GARDEN CLUB OF MINNEAPOLIS, INC. 
 

Adopted 1999 

Revised March 3, 2009 

Revised September 1, 2015 

Edited January 4, 2017 

 
Result of a special committee appointed in 1998 by President Mary Maynard consisting of Past President Maurice Lindblom.  Presented to the 

Board of Directors in 1999.  Subsequently reviewed, edited, and approved by the Board.  These Goals and Duties are not part of the By-Laws and 
can be changed at any time. 

 

 

The MWGCM committees are presented below in alphabetical order. 

 

 

Arbor Day Committee 

Goal: Plan and execute the annual Arbor Day project. 

Duties: 

1. Select the Arbor Day project and what, where and when it shall be planted. 

2. Coordinate the planting activities. 

3. Publicize Arbor Day activities to the MWGCM membership. 

4. Keep the Board of Directors informed of plans. 

5. Keep a record of activities to pass on to the next chairperson. 

6. Operate within the approved budget. 

 

 

Auditing Committee   

(This committee is established in the By-Laws, and shall have two or more members.) 

Duties: 

1. Audit the books of the Treasurer at the end of each year. 

2. Report the findings of the audit to the Board on or before the March Board meeting. 

3. Interim audits can be made at the Board’s direction. 
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Awards & Trophies  

Goal: Coordinate presentation of the yearly awards which acknowledge outstanding efforts by Club 

members or the community. 

Duties:  

1. Select the winners of the Industrial Beautification Award.  

2. Arrange for the engraving of the trophies, plaques and paper awards. 

3. Present the awards at the holiday party or other dinner meetings. 

4. Keep a record of activities to pass on to the next chairperson.  This would include a list of the 

winners in perpetuity. 

5. Operate within the approved budget.  

 

The annual awards and trophies given by the Club are: 

Albert R. Blackbourn Trophy 

Given to the Flower Sweepstakes winner of the Flower Show. 

Tom Foley Memorial Trophy 

Given to the Vegetable Sweepstakes winner of the Vegetable Show.  

Robert R. Smith Trophy 

Given to the best first time exhibitor of the Flower and Vegetable Show. 

Photography Sweepstakes Trophy 

Given to the Photography Sweepstakes winner of the Photo Show. 

The Lehman Gardens Trophy 

Given to a member for the best garden on the summer tours.  Selected by the members of the 

Tour Committee. 

Joseph T Cohen President’s Cup 

Given to a member who is not an officer for outstanding service to the President.  Selected by 

the President. 

The Bachman Award for Outstanding Service 
Given to a member for outstanding sustained service to the Club.  Selected by the last five 

Outstanding Service Medal winners.  

Industrial Beautification Award 

Given to a non-residential garden of distinction and selected by the Awards and Trophy 

Committee. 

Rookie of the Year Certificate 

Given to a member who in their first full year of membership has served above the norm.  

Selected by the Board. 
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Catering Committee (A subcommittee of the Hospitality Committee) 

Goal: Ensure there are quality meals for the club’s monthly meetings and other club events where the 

caterer is needed. 

Duties: 

1. Provide caterer an annual letter of agreement, specifying rate of pay for the catered event, 

dates/times for the upcoming catered events for the coming year and how the meals will be 

presented, e.g., buffet style, box lunch, etc.  Have Vice President approve and sign letter along 

with catering chair. 

2. Assist caterer in menu planning. 

3. Publish menu for the monthly dinner programs in the “Spray.” 

4. Review and keep a copy of the caterer’s invoice after each event; give the original to the 

treasurer. 

5. Encourage feedback on meal satisfaction from club members and take any necessary action. 

6. Keep a record of activities to pass on to the next chairperson. 

7. Operate within the approved budget. 

 

 

Flower, Food, & Foto Show Committee 

Goal: Plan and direct a flower, vegetable, floral design and photo show that provides an opportunity for 

Club members and the general public to:  1) receive recognition for gardening and photographic 

achievements, and 2) gain garden show experience in presentation of exhibits. 

Duties: 

1. Select a location for the show.  

2. Select judges for the show.  

3. Select the featured flower and vegetable of the year. 

4. Generate and publish the rules of the show and tabulate the results. 

5. Publicize MWGCM and its activities at the show.  

6. Keep the Board informed of event progress. 

7. Inform the Club of plans for the show in “The Garden Spray” before and after the event; provide 

copy to the “Spray” editor. 

8. Keep a record of the committee’s activities to pass on to the next chairperson.  

9. Operate within the approved budget. 

 

 

“The Garden Spray” Committee  

Goal: Publish the monthly newsletter of the MWGCM. 

Duties:  

1. The Managing Editor* will be the chair of the committee and will be responsible for: 

a. Content of the newsletter. 

b. Obtaining articles. 

c. Assignment of writing and typing duties. 

d. Generating an electronic copy for the Production Editor. 

2. The Production Editor* shall be responsible for:  

a. Final layout of the newsletter. 

b. Printing and distribution of the newsletter. 

3. Publish an annual list of the current year’s donors, the names of any persons honored by 

donations, and the club activities receiving the donations. 

4. Keep the Board informed of plans. 

5. Keep a record to pass on to the next editors. 

6. Operate within the approved budget.  

*If so desired the Managing Editor and the Production Editor can be the same person. 
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Historian Committee  

Goal: Keep all records of the history of the Club. 

Duties: 

1. Generate and store club records in an electronic format, including copies of “The Garden Spray”, 

and photographs of club events. 

2. Keep the Board informed of records and how to access them. 

3. Keep records and pass on to the next historians. 

4. Operate within the approved budget. 

 

 

Holiday Party Committee 

Goal: Plan and execute the annual Holiday Party. 

Duties: 

1. Select the date and location, and choose the menu. 

2. Arrange the program including the awards ceremony and any entertainment. 

3. Consider other activities such as: silent auction, drawings, and prizes. 

4. Inform the membership of the event in the “Spray”; provide copy and reservation information to 

the editor. 

5. Keep the Board informed of plans. 

6. Keep a record of activities to pass on to the next chairperson. 

7. Operate within the approved budget. 

 

 

Hospitality Committee 

Goal: Plan and execute monthly dinner meetings. 

Duties: 

1. Take advanced meal reservations for regular meetings. 

2. Manage the permanent meal reservation list and communicate changes to the “Spray” editor. 

3. Coordinate number of meals with the caterer(s). 

4. Set up tables as needed and assist caterer with tableware as needed. 

5. At close of meal service check caterer’s invoice to see that it jibes with treasurer’s tally.  Then 

initial invoice.  (Can delegate this function to the catering chair.) 

6. Manage the member and guest name tags. 

7. Welcome members and guests at all functions. 

8. Keep the Board informed of activities. 

9. Keep a record of activities to pass on to the next chairperson. 

10. Operate within the approved budget. 
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Lyndale Park:  Mixed Border Garden Committee 

Goal: Plant, design, and maintain the mixed perennial and annual border garden at Lyndale Park”:  

Mixed Border Garden in cooperation with the Minneapolis Park Board. 

Duties:  

1. Order and procure new plant materials. 

2. Create garden designs and plant new plant materials in the gardens. 

3. Maintain the gardens. 

4. Set up a schedule for regular participation of committee members in planting and maintenance. 

5. Maintain liaison with the Minneapolis Park Board.  Complete Park Stewards agreement forms 

and goals and tasks paperwork annually. 

6. Write a personal thank you note to donors recognizing gifts to the committee. 

7. Keep the Board informed of plans.  

8. Keep a record of activities to pass on to the next chairperson. 

9. Operate within the approved budget. 

 

 

Lyndale Park:  Native & Shade Gardens Committee 

Goal: To develop and maintain a garden of shade plantings contiguous with the Mixed Border Garden 

in Lyndale Park, and adjacent to a garden of native, pollinator-friendly plants, all supervised by 

the Minneapolis Park Board.  The purpose of the gardens is both beauty and education, providing 

a space where the public can learn about specific plants in these categories, how to design with 

them, and the ease of maintaining them. 

Duties: 

1. Assess the current plantings, design unplanted areas, and order plants to be obtained by the Park 

Board. 

2. Install new plants, weed, mulch, and maintain the area.  

3. Meet on a regular basis to do the above mentioned work. 

4. Work with Park Board employees to attain goals. 

5. Complete Park Stewards agreement forms and goals and tasks paperwork annually. 

6. Keep MWGCM Board informed of plans and work via Board representative.  

7. Record volunteer hours for Park Board. 

8. Operate within the approved budget. 

9. Keep a record of activities to pass on to the next chairperson and new committee members. 
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Marketing & Publicity Committee 

Goal: Promote and market the Club to gain public awareness of Club activities to recruit members and 

to retain current members.   

Duties: 

1. Ensure M & P Committee goals are aligned with Club goals and objectives.  

2. Activity Promotion: 

a. Promote Club activities to the public through print, broadcast, direct outreach, website and 

social media.  

b. Assist the Membership Committee in identifying likely membership individuals/groups and 

ways to retain current members. 

c. Collaborate with Club Committees to promote their defined activities.   

3. Promotional Materials: 

a. Produce marketing materials to support membership recruitment. 

b. Assist Club Committees in developing promotional materials related to their Committee 

functions.  

c. Review all Club print, broadcast, direct outreach, website and social media materials to 

ensure consistent MWGCM branding (defined as the promotion of the Club and its activities 

via advertising and distinctive design).    

4. Administrative: 

a. Inform the Board of Committee plans. 

b. Maintain a record of activities and duties for the next Chair.   

c. Operate within the approved budget.   

 

 

 

Membership Committee 

Goal: Promote the application of new members and find ways to retain the present members. 

Duties: Assist the Membership Secretary to accomplish the following: 

1. Generate and maintain the Club membership database. 

2. Process the membership application of a new member. 

3. Print green name tags for new members to help identify and welcome them.  Print white logo 

name tags for new members after they have been a member for 6 months to a year. 

4. Designate greeters from Membership Committee to help greet new members and visitors at 

programs and events. 

5. Carry out other projects to grow the membership and retain members, e.g., “Every Member Bring 

a Member”; free guest dinner; Table Topics at dinners; Guest/Visitor Sign Up sheet for 3 monthly 

issues of the “Spray.”  Also provide visitors written information about the Club, including a 

member application form. 

6. Send out membership renewal forms in October.  Place article in October “Spray” regarding 

membership renewal drive.  Repeat again in November “Spray.” 

7. Prepare the MWGCM Directory for distribution at the January meeting and a subsequent mailing. 

8. Operate within the approved budget. 

9. Keep a record of activities to pass on to the next membership secretary. 
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Nominating Committee  

(This committee is established in the By-Laws.) 

Duties: 

1. Members shall total five or more and be appointed by the President-Elect. 

2. The committee shall choose a slate of Officers and Directors that shall be published in the 

November “Garden Spray” for election at the November Annual Meeting. 

 

 

Photography Committee  

Goal: Promote photography of horticulture and of Club events. 

Duties: 

1. Arrange for pictures to be taken at all Club meetings and activities that will depict these events 

accurately. 

2. Judge the photo entries for the FFF, the annual flower and photo show. 

3. Keep the Board informed of plans. 

4. Keep a record of activities to pass on to the next chairperson. 

5. Operate within the approved budget.   

 

 

Plant Auction Committee   

Goal: Plan and execute the annual plant auction fund-raiser. 

Duties:  

1. Obtain the site for the auction. 

2. Obtain plants for the auction and the Country Store via purchases, gifts and donations. 

3. Set up the Country Store. 

4. Arrange for dinner. 

5. Arrange for an auctioneer. 

6. Collect money from sales and transmit to the Treasurer. 

7. Consider other activities such as: drawings, raffles, silent auctions, prizes, pre-ordering of plants, 

etc. 

8. Inform the Club of the event in the “Spray”; provide the copy for the editor before and after the 

sale. 

9. Keep the Board informed of event progress. 

10. Keep a record of the committee's activities to pass on to the next chairperson. 

11. Operate within the approved budget. 

 

 

Program Committee 

Goal:  Plan and execute the programs for the monthly dinner meetings. 

Duties:  

1. Assist the Vice President or Program Chair to accomplish committee tasks.  

2. Arrange for the speakers for the monthly dinner meetings. 

3. Keep the Board informed of the program plans. 

4. Inform the Club of future programs in the “Spray”; provide the copy of the current month’s 

program for the editor; publish the upcoming programs on the Club website. 

5. Coordinate the location of the Club’s monthly meetings for the next year with the Vice-President. 

6. Keep a record of the committee’s activities to pass on to the next chairperson. 

7. Operate within the approved budget. 
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Scholarship Committee 

Goal: Provide scholarships to college level students in horticulture programs at Minnesota educational 

institutions with the funds received from MWGCM general fund, Deane Fund and/or tax 

deductible donations. 

Duties: 
1. Develop and distribute instructions and application forms to Minnesota colleges and universities 

with horticulture programs.  Notify the Club Spray editor, website master and outside horticulture 

related organizations of application procedures.  Maintain a contact list for distributing 

information.  

2. In consultation with the Board of Directors, determine for the annual club budget the number and 

dollar amount of scholarships to be awarded each year. 

3. Evaluate the application forms and determine the recipients.  Notify each recipient of award and 

thank all the other applicants for their participation. 

4. Invite the recipients to the Holiday Party or to a Club meeting and recognize them at these events. 

5. Write a personal thank you note to donors recognizing gifts to the committee. 

6. Keep a record of activities to pass on to the next chairperson. 

7. Operate within the approved budget. 

 

 

Sunshine Committee 

Goal: Acknowledge Club members who are hospitalized or ill, or families of members who have passed 

away. 

Duties: 

1. Send cards and flowers to Club members who are hospitalized, ill, or confined to their home. 

2. Report activities monthly at Club meetings. 

3. Develop innovative ways to keep in touch with members who cannot get to meetings due to 

weather or other transportation problems. 

4. Send condolences by personal contact, a note or a card to families of members who have passed 

away. 

5. Write a personal note to the family of the deceased informing them of any memorial gifts to the 

club or honor bestowed by the club in memory of their loved one and expressing club 

condolences. 

6. Keep a record of activities to pass on to the next chairperson. 

7. Operate within the approved budget. 

 

 

Telephone/Email Committee 

Goal: Develop a plan to facilitate the notification of Club members, either by telephone or e-mail, in 

case of an emergency or other special circumstance. 

Duties: 

1. A notification of all members shall be made for: 

a. Death of a member or spouse. 

b. Change of a meeting date or time. 

c. Request by another committee for notification of a specific task or event. 

2. Keep an address list of people contacted. 
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Tour Committee   

Goal: Plan and execute the summer garden tours.  Club garden tours are usually held in July and 

August, with exceptions for the years public tours are held. 

Duties for club tours: 

1. Select the gardens. 

2. Plan the tour route, start and end points. 

3. Obtain buses; generate maps and directions for drivers. 

4. Arrange for a meal and beverages. 

5. Inform the Club of the event in the “Spray”; provide the copy for the editor before and after the 

event. 

6. Keep the Board informed of all plans. 

7. Keep a record of activities to pass on to the next chairperson. 

8. Operate within the approved budget. 

9. Choose the winner of the Lehman Trophy for best garden on the summer tours. 

 

Duties for public tours: 

Plan and hold a public tour in July of even years to generate funds for the club’s charitable 
activities.  It is suggested that a separate chair be selected for this tour.  Specific duties are the 

same as for club tours; additional tasks include managing tickets sales and publicity. 

 

 

Web Team 

Goal: Provide an electronic resource on the World Wide Web with information about MWGCM for 

club members and the public.  

Duties: 

1. Design, implement and maintain a website for MWGCM. 

2. Act as registrant for MWGCM Domain Name(s) and liaise with the website’s ISP. 

3. Keep information about the club current on the website. 

4. Provide an electronic repository for club documents. 

5. Explore emerging communications technologies to find other means to improve communications 

with members.   

6. Maintain a presence on Facebook with timely announcements of Club news and upcoming 

activities. 

7. Assist with publicity for Club activities of public interest on sites such as Craigslist. 

8. Maintain on the club’s web site a permanent, cumulative list of donors’ names, the names of s 
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