IDAHO WRITER’S LEAGUE

OPERATIONAL PROCEDURES
(Revised September, 2010) 
In order to pursue and affect the purposes of this corporation and its responsibilities, the IWL membership provides these Operational Procedures. The Board of Directors may make necessary changes to the Operational Procedures at any time as needed with the approval of the Delegate Assembly. A majority affirmative vote of board members passes the motion. After adoption, the secretary will provide copies of the changes to all members and chapter presidents by mail, email, or through the Leagazette.

UNIT 01: OFFICER DUTIES:

Section 1. League Officers:
a The IWL President performs all duties normally associated with the head of an organization including:

1) Presides at all IWL business meetings, conduct them in accordance with Robert's Rules of Order. 

2) Act as the Registered Agent for the corporation and his or her home address will be used as the Registered Office for the corporation, unless the President is not a resident of Idaho. In such instances, the League 1st Vice President will be the Registered Agent and his or her home address will be used as the Registered Office.

3) Complete the Renewal of Corporation form upon receipt from the Secretary of State and submit it to the Secretary of State. 

4) The President is an authorized signer for the IWL checking account. 

5) Approves the distribution of funds upon request by the League Treasurer.

6) Arranges for an annual review of the Treasurer's records. 

7) Appoints an IWL member to perform the duties of the Secretary during the President’s term of office.

8) The President may appoint an IWL member to serve as Parliamentarian for any meeting, for the duration of one conference, or for the President's term of office.

9) Appoint an IWL member to complete the term of office when the 1st Vice President, 2nd Vice President, or Treasurer are unable to finish their term.

10) Insures that all business of the corporation is conducted in accordance to the corporate bylaws.
11) Receives written requests from members for business to be conducted at the annual Board of Directors meeting.

12) Receives written requests from any committees for business to be conducted at the annual Board of Directors meeting.
13) Prepares agendas for all Board of Directors meetings. The President distributes the agenda for the annual Board of Directors meeting to the local chapter presidents one month prior to the annual conference.

14) Presides over all meetings of the Board of Directors, including the annual Board of Directors meeting and any Special Board of Directors meetings.

15) Presides over all meetings of the Delegate Assembly, including the annual Delegate Assembly meeting and any Special Delegate Assembly meetings.

16) Presides over the annual Membership meeting.

17) Communicates on a regular basis with the other League officers and committee heads to insure that they are performing their duties.

18) Appoints chairpersons for all standing committees and any special committees not enumerated in the bylaws. 

19) The President is ex-officio member of all special committees. The President may be ex-officio member by invitation of any standing committee except the nominating committee.

20) The President has no vote except in case of a tie at the Board of Directors and Delegate Assembly meetings. The President may vote as a regular member during the annual membership meeting.

21) Submits a quarterly article to the Leagazette.

22) Upon completion of his or her term(s) of office, will serve as a consultant to the Board of Directors.

b The IWL 1st Vice President presides over the annual IWL Writing Contests:

1) Preside at meetings when the President is not present.
2) Assume the duties of the League President if the President is unable to complete his or her term of office.
3) Preside over the League writing contests. 

4) Receive and prepare for judges all Nonfiction Book and Novel Contest entries.

5) Provide chapters responsible for receiving Open and Assigned Contest entries with necessary information as provided in the Contest Receiver notebooks.

6) Insure that receiving chapters appoint a Contest Receiver by the December 15th deadline.

7) Provide Leagazette Editor and Webmaster with contest information including names, addresses, phone numbers, and email addresses of Contest Receivers; the titles and themes for the Assigned Title Or Theme Contest; and the current Rules for the writing contests by the December 31st deadline.

8) Provide Contest Receivers with necessary forms by the January 15th deadline.

9) Insure that judges for the Open, Assigned, and Book contests are selected by the April 30th deadline.

10) Be sure that Contest Receivers have sent all valid entries to the judges by the July 5th deadline.

11) Update the Contest Judges list and submit to the League Treasurer the information for the current judges so that the financial compensation may be mailed to the judges by the end of the judging period.

12) Make sure Contest Receivers have received all entries from the judges by the August 15th deadline and that all entries are sent to the League 1st Vice President.

13) Prepare certificates for all winning and honorable mention entries.

14) Submit all Vardis Fisher Award nominees to a separate judge for determining the Vardis Fisher Award winner. 

15) Prepare plaque for the Vardis Fisher Award winner.

16) Present Writing Contest awards at the IWL State Conference.

17) Provide chapter representatives with all remaining entries for the chapters at the end of the Awards Banquet.

c The IWL 2nd Vice President presides over the annual IWL Awards:

1) Preside at meetings when the President and 1st Vice President are not present.
2) Preside over the League Annual Awards. 

3) Receive and prepare for judges all nominations for Writer of the Year, Poet of the Year, and Lifetime Service Awards.

4) Provide Leagazette editor and webmaster with nomination information including his or her name, address, phone number, and email address and the current rules for the annual awards by the December 31st deadline.

5) Insure that judges for the annual awards are selected by April 30th.

6) Send all valid entries to the judges by July 5th.

7) Update the Contest Judges list and submit to the League Treasurer the information for the current judges so that the financial compensation may be mailed to the judges by the end of the judging period.

8) Receive all entries from the judges by August 15th.

9) Prepare plaques for Writer of the Year and Poet of the Year winners and suitable awards for the Lifetime Service Award winners.

10) Present the Writer of the Year, Poet of the Year, and Lifetime Service Award winners at the Saturday conference Awards Banquet.

11) Provide chapter representatives with all remaining nominations from the chapters at the end of the Awards Banquet.

d The IWL Treasurer oversees the IWL finances:

1) Receive and maintain all financial records of the corporation in an Idaho financial institution approved by the Board of Directors.
2) Receive requests from IWL members through IWL chapter Presidents for reimbursement of funds from the League.
3) Submit to the League President for his or her approval, all reimbursement requests.
4) Pay all League financial obligations.
5) Receive from chapter treasurers League dues for those renewing their IWL membership or for new IWL members.
6) Receive from League 1st Vice President’s chapter treasurer money from annual Nonfiction Book and Novel Contest fees for deposit to League account.
7) Deposit all League money in the approved financial accounts.
8) Receive from chapter treasurers the roster information for those renewing their IWL membership or for new IWL members. This information includes the member’s name, address, phone number if available, email address if available, writing related website if available, and any chapter or League offices held. Be sure that chapter treasurers submit this information by the November 30th deadline.
9) Submit to chapter treasurers initial 1st Quarter Roster for final approval by December 15th.
10) Provide 1st Quarter Roster and quarterly roster updates by the first week of each quarter to League officers, chapter officers, contest receivers, Leagazette editor, webmaster, and League committee heads.
11) “First quarter roster to be provided electronically to all members with e-mail. Chapter members may obtain a printed copy by contacting chapter officers.
12) Maintain perpetual roster with minimum of eight years membership information to validate eligibility of League officers and annual award nominees.
13) Receive semi-annual financial statements from all chapter treasurers.
14) Receive monthly bank statements from League’s financial institution.
15) Provide IWL Board with quarterly financial statements.
16) Provide the Board of Directors with an annual financial summary and current financial statement prepared by a qualified financial expert.

17) Submit to the Board of Directors a proposed budget for the coming fiscal year.

18) Submit to the Board of Directors a proposed treasurer’s calendar for the coming fiscal year.

19) Have financial records available at the annual conference for review by the Board of Directors and any IWL members.

20) Monitor League certificates of deposit to provide the best interest rates.
21) Utilize interest from League certificates of deposit as directed by the League officers.
22) Work with all chapter treasurers and provide assistance when needed.
Section 2. Appointees: The League President will appoint a member to perform the duties of Secretary during the League President's term of office. The League President may appoint a member to serve as Parliamentarian for any meeting, for the duration of one conference, or for the League President's term of office.

a The IWL Secretary maintains the permanent records of the corporation and records the minutes of IWL League meetings.

1) Provides copies of all League meeting minutes to all Board members after the annual conference.

2) Upon amendment by the Board of Directors and with the approval of the Delegate Assembly, the Secretary will prepare updated Bylaws and disseminate this information to all members as provided in Unit 09: Leagazette and Unit 10: IWL Website of the IWL Operational Procedures

3) Upon amendment by the Board of Directors and with the approval of the Delegate Assembly, the Secretary will prepare updated Operational Procedures and disseminate this information to all members as provided in Unit 09: Leagazette and Unit 10: IWL Website of the IWL Operational Procedures

4) Each year before December 31st, the secretary will send copies of minutes of all League meetings, committee reports, and treasurer's reports to the Idaho State Historical Society Library for inclusion in IWL's permanent repository.

5) The Secretary will have available minutes of all League meetings from the most recent three years as a resource for the Board of Directors at their meetings.

6) The Secretary will keep as part of the League records a copy of the League 1st Quarter and 3rd Quarter rosters provided by the League Treasurer.

7) The Secretary will keep copies of the Articles of Incorporation, the Amended Articles of Incorporation, the IRS Employer Identification Number information, the IRS 501 (c)(3) tax exempt status information, a copy of the current IWL Bylaws, a copy of the current IWL Operational Procedures, and all other legal documents pertaining to the IWL.

b. The Parliamentarian will attend Board of Directors, Delegate Assembly, and annual membership meetings. It will be the Parliamentarian's duty to determine if a quorum is present to conduct business at a given meeting and will assure the Bylaws and Roberts Rules of Order are followed.

c. The Secretary and Parliamentarian have no vote, except as regular IWL members at the annual membership election, unless he or she is also a member of the Board of Directors or Delegate Assembly.

Section 3. The League officers may accept on behalf of the corporation any contribution, gift, bequest, or device for any purpose of the corporation.

UNIT 02: MEMBERSHIP DUES:

Section 1. League dues are $15.00 per person. Where there is a household with a current member of the IWL and additional family members wish to join, League dues for additional members are $10.00. 
Section 2. Local chapters may charge chapter dues. League and chapter dues are received by chapter treasurers. Chapter treasurers forward League dues to the League Treasurer by deadlines listed in Unit 05: Calendar of Events.

Section 3. Out of state members send their combined League and chapter dues to the treasurer of the chapter they wish to be affiliated with, or to the League Treasurer who will forward the chapter dues to the chapter closest to the member.

UNIT 03: MEETINGS:

Section 1. Board of Directors Meetings: The Board of Directors will meet annually at the IWL annual conference. Other meetings may be conducted through any means that allow board members to receive input from other members and provide input of their own. The League President presides. Presence of two-thirds of the Board of Directors constitutes a quorum for conducting business. A majority affirmative vote passes a motion. 

Any member who has business to bring before the Board of Directors will send the League President a written request clearly describing the item(s) to be included on the meeting agenda. The League President will prepare an agenda for the Board of Director’s annual meeting and distribute it to the local chapter presidents one month prior to the annual conference. Special meetings of the Board of Directors may be called by the League President or by any three members of the Board of Directors in a written call to meeting sent to the League President. No other business may be conducted except that described in the call to meeting.

Section 2. Delegate Assembly Meetings: The League President presides. The business of the Delegate Assembly is to enact, enact with modifications, or veto bylaws changes recommended by the Board of Directors. The Delegate Assembly may meet at the Annual conference and conduct other meetings through any means that allow delegate members to receive input from other delegates and provide input of their own. Presence of delegates from two-thirds of IWL local chapters constitutes the quorum required to conduct business. A two-thirds affirmative vote of attending delegates passes a motion to amend the Bylaws. A simple majority vote passes motions to amend the Operational Procedures.

Section 3. Annual Membership Meeting: The League President presides. The purpose of the membership meeting is to announce the results of the election of League officers and to accept the proposed budget for the coming year. Incoming officers will be installed at the membership meeting.  Memorials for IWL members who passed away may be held at the membership meeting. 

Section 4. In the event of absence of the League President at any regular or special meeting, the meeting's leadership will rotate as follows: League First Vice-President, League Second Vice-President, immediate past League President.

UNIT 04: COMMITTEES: 

Section 1. Committees will have a committee head and any number of committee members as needed. Committees will meet as necessary to carry out their functions. Each committee will submit a written report to the Board of Directors at the annual meeting listing its members, its actions during the year, and the results obtained.

Section 2. If a committee desires the Board of Directors to take any action, it will submit written recommendations to the League President by August 1 and request that its recommendations be added to the Board of Directors annual meeting agenda.

Sections 3. The Nominating Committee is composed of three members in good standing with one member from each of the IWL regions. The Nominating Committee shall:

a. Submit a call for nominations to IWL chapters in the April issue of the Leagazette.

b. Accept nominations of eligible members from any IWL chapter by May 31. Nominations can include background information about the nominee including why they qualify for the position, biography information, and a photo. 

c. Where nominations are not submitted by chapters within the deadline period, the committee will contact IWL members to solicit their acceptance of a nomination to League office.

d. The committee will choose up to three members for each elected office with no more than one member from each IWL region per elected office.

e. The committee will present an election ballot for consideration for the annual elections. They will present the ballot of officers with nomination information and a picture of the candidate when possible to the Leagazette editor for the July Leagazette. 

f. Chapters will conduct elections during the months of July, August, and September, by any form of printed vote (election ballot, mailed ballot, faxed ballot, emailed ballot) and tabulate the results. Names of all chapter members casting votes will be recorded by chapter officers on an Election Roster form.

g. Following the elections held by each chapter the committee will receive the tabulated votes from the chapters with the Election Roster forms and determine the final outcome of the election.

h. During the Membership Meeting at the annual conference, the Nominating Committee chairperson or other committee member if the chairperson in unable to attend, will announce the election results and conduct the installation of officers.

i. The committee chairperson will submit a report of the committee’s activities to the Board of Directors by the December 1 deadline.

Section 4. The Conference Committee is composed of members of the host and assisting chapters as provided in Unit 06: Rotation of Chapter Duties. It chooses a specific date and site, plans activities and speakers, handles registration, and publishes conference information in the Leagazette, and on the IWL website as provided in Unit 09: Leagazette and Unit 10: IWL Website. After completion of the conference, the Conference Committee will submit a written report to the Board of Directors listing financial information, total attendance, other pertinent information, and recommendations to the Board of Directors and/or future conference chairpersons, a copy of which will be forwarded to the next Conference Committee for their information. This report is in lieu of submitting a written report to the Board of Directors during the conference.
Section 5. The Publicity Committee will be in charge of publicity for the League. They will be composed of chapter publicity representatives. The committee will use the website, brochures, press releases, and any other appropriate means to make Idaho residents aware of the IWL. Publicity Committee may put together a League Brochure to be funded by the League.
UNIT 05: CALENDAR OF EVENTS:
1st Reporting Period Quarter

	Date:
	~
	Event/Responsibilities:  Brown = Any Member, Chapter, or League Officer  Bright Green = Members  Blue = Chapters  Pink = Contest Receivers & Judges  Red = League Treasurers  Orange = League Officers  Aqua = Leagazette Editor  Violet = Committees  Gold = Secretary  

	October 1
	~
	New League officers assume office.

	October 5
	~
	League Treasurer sends Roster to chapter treasurers for verification of correctness.

	
	~
	Deadline for submissions to October Leagazette.

	October 10
	~
	Deadline for chapters to return verification of membership to League Treasurer.

	October 15
	~
	Send membership roster to League officers and Leagazette editor with updated and verified membership information. 

	
	~
	October issue of the Leagazette mailed or emailed to members.

	October 30
	~
	Annual membership dues payable on or before this date. Members are not eligible to enter contests until dues are paid. 

	November 30
	~
	Deadline for chapters to send coming year’s membership dues to League Treasurer. Members whose dues are received after this date will be considered as active and will be eligible to enter the contests. 

	
	~
	Deadline for election of chapter officers. 

	December 1
	~
	Deadline for submitting current bills to League Treasurer for the year. 

	
	~
	Conference Committee Report to Board of Directors due.

	December 10
	~
	League Treasurer sends Roster to chapter treasurers for final verification of correctness. 

	December 15
	~
	Deadline for League Secretary to send minutes, committee reports and other pertinent information to the permanent repository at the Idaho Historical Library. 

	
	~
	Old League President updates resident agent’s name, address, and phone number with the Idaho Secretary of State office. (Resident Agent is new League President if that person is a resident of Idaho. League First Vice President will be Resident Agent if League President is not a resident of Idaho.)

	
	~
	Deadline for chapter treasurers to approve final League roster information. 

	
	~
	Deadline for chapters responsible for writing contests to select contest receivers.

	December 30
	~
	Annual membership dues delinquent. Members whose dues are received by the League Treasurer after this date will be eligible to enter the writing contests or be nominated for annual awards. They will be considered active members, however, their names will not be included in the January Roster and their chapter will be responsible for providing them with a current roster and Leagazette.

	December 31
	~
	Deadline for submissions to January Leagazette.

	
	~
	Deadline for chapters to report list of officers to the League Treasurer, Leagazette editor and the webmaster. 

	
	~
	Deadline for contest receiver information to be reported to the Leagazette editor and the webmaster.


2nd Reporting Period Quarter

	Date:
	~
	Event/Responsibilities:  Brown = Any Member, Chapter, or League Officer  Bright Green = Members  Blue = Chapters  Pink = Contest Receivers & Judges  Red = League Treasurers  Orange = League Officers  Aqua = Leagazette Editor  Violet = Committees  Gold = Secretary  

	January 1
	~
	Annual roster to be emailed to all members.

	January 15
	~
	League Treasurer will provide League officers with a current financial report. 

	
	~
	January issue of the Leagazette mailed or emailed to members.

	
	~
	Deadline for League First Vice-President to provide Assigned Contest and Open Contest receivers with necessary forms for receivers and judges.

	
	~
	Chapter treasurers will submit the completed IWL Chapter Financial Report Form.doc for the year just ended to the League Treasurer for inclusion with the League’s filing of the IRS forms for the year.

	Feb. 1 through July 1
	~
	Assigned Title Or Theme Contest submissions accepted by receiver.

	
	~
	Open Contest submissions accepted by receiver.

	
	~
	Novel and Nonfiction Book Contest submissions accepted by League First Vice-President. Entry fees deposited to League First Vice-President’s local chapter account. Entry fees will be held in this account until the July 1contest deadline.

	
	~
	Annual Published Poet-of-the Year, Published Writer-of-the-Year and IWL Lifetime Service Awards nominations accepted by League Second Vice-President.

	March 31
	~
	Deadline for submissions to April Leagazette.


3rd Reporting Period Quarter

	Date:
	~
	Event/Responsibilities:  Brown = Any Member, Chapter, or League Officer  Bright Green = Members  Blue = Chapters  Pink = Contest Receivers & Judges  Red = League Treasurers  Orange = League Officers  Aqua = Leagazette Editor  Violet = Committees  Gold = Secretary  

	Feb. 1 through July 1
	~
	Assigned Title Or Theme Contest submissions accepted by receiver.

	
	~
	Open Contest submissions accepted by receiver.

	
	~
	Novel and Nonfiction Book Contest submissions accepted by League First Vice-President. Entry fees deposited to League First Vice-President’s local chapter account. Entry fees will be held in this account until the June 30 contest deadline.

	
	~
	Annual Published Poet-of-the Year, Published Writer-of-the-Year and IWL Lifetime Service Awards nominations accepted by League Second Vice-President.

	April 5
	~
	League Treasurer will prepare roster updates and send them to chapter presidents and treasurers for verification.

	April 10
	~
	Deadline for chapters to return verification of membership to League Treasurer

	April 15
	~
	League Treasurer furnishes board members, the League secretary, chapter treasurers, chapter secretaries, Leagazette editor, writing contest receivers, webmaster, and committee heads with new membership information.

	
	~
	April issue of the Leagazette mailed or emailed to members.

	April 30
	~
	Deadline to submit Bylaw amendments for Board of Directors review. 

	
	~
	Deadline for receivers and their chapter to select judges for writing contests and annual awards nominations. Send information to League First Vice-President for judges’ roster.

	May 30
	~
	Deadline to submit League officer nomination proposals to Nominating Committee.

	June 30
	~
	Deadline for submissions to July Leagazette, including changes to the Bylaws proposed by the Board of Directors.

	
	~
	Nomination Committee submits election ballot for coming year to be included in the July Leagazette.

	
	~
	New members whose dues are received by the League Treasurer after this date will not be eligible to enter the writing contests or be nominated for annual awards. They will be considered active members, however, their names will not be included in mid-year roster update.


4th Reporting Period Quarter

	Date:
July 1
	~
~
	Event/Responsibilities:  Brown = Any Member, Chapter, or League Officer  Bright Green = Members  Blue = Chapters  Pink = Contest Receivers & Judges  Red = League Treasurers  Orange = League Officers  Aqua = Leagazette Editor  Violet = Committees  Gold = Secretary  

Postmark deadline for writing contest and League award nominations.

	July 5
	~
	League Treasurer will prepare roster updates and send them to chapter presidents and treasurers for verification.

	
	~
	Contest Receivers submit all valid entries to judges. Judges have until August 15th to return entries to receivers.

	July 10
	~
	Deadline for chapters to return semi-annual roster verification to League Treasurer.

	July 15
	~
	League Treasurer furnishes board members, the League secretary, chapter treasurers, chapter secretaries, Leagazette editor, writing contest receivers, webmaster, and committee heads with new membership information.

	
	~
	July issue of the Leagazette mailed or emailed to members.

	
	~
	League First Vice-President’s local chapter issues check to League Treasurer for all Novel and Nonfiction Book Contest entries.

	July 15 to September 15
	~
	Chapters conduct annual election of League officers. Results submitted to Nominating Committee head.

	July 21
	~
	League President updates new directors' names, addresses, and phone numbers with the Idaho Secretary of State office.

	August 1
	~
	Deadline for written requests to League President to place business on the agenda of the annual Board of Directors meeting.

	
	~
	League President sends written agenda of Board of Directors meeting to all League officers, the League Secretary, and chapter presidents.

	August 15
	~
	Contest Receivers must have all entries from judges by this date. All entries must be sent to the League First Vice-President.

	August 20
	~
	League First Vice-President submits information on contest judges to League Treasurer for payment of judges.

	
	~
	League First Vice-President submits information on winning contest entries to League Treasurer for issuing winning checks.

	August 25
	~
	League Treasurer sends payments to contest judges.

	August 31
	~
	Deadline for chapter treasurers to submit their semi-annual financial reports to the League Treasurer.

	September Two weeks before Annual Convention
	~
	League Treasurer writes checks for contest winners. Deadline for submitting to the League Treasurer current bills for the year. Pay submitted bills. 

	
	~
	Deadline for chapters to submit results of League officer elections to the Nominating Committee head.

	September

Annual Conference.
	~
	Board of Directors meeting, Delegate Assembly meeting, Membership meeting and election results. Nominating, and Publicity Committee reports due. Preliminary Conference Committee report. Tentative dates for coming year’s conference established.

	
	~
	Presentation of Annual IWL Awards and Writing Contests’ results.

	
	~
	League Treasurer presents current financial report and updated membership roster to the Board of Directors meeting.

	
	~
~
~
	Membership dues collected after this date will be considered as paid for the coming year and will be added to the roster in January. Chapters may provide these members with the current roster and Leagazette.
Chapter memorials read at general membership meeting.
Host chapter will collect assigned theme and title suggestions. Next year’s conference host chapter will select and announce them at the banquet.


                              ~    League Officers will be installed at the banquet.
UNIT 06: ROTATION OF CHAPTER DUTIES:

	IDAHO WRITERS LEAGUE TEN YEAR ROTATION SCHEDULE

Approved May 21, 2004 at League Delegate Meeting
	

	YEAR
	CONFERENCE
	NEWSLETTER
	CONTEST 1
	CONTEST 2
	Nomination

Committee

	Transition Year
	Host

Assisting Co-Host
	Editor Chapter
	Assigned
	Open
	

	2004
	Coeur d’Alene
Sandpoint
	Idaho Falls
	Twin Falls
	Pocatello
	

	2005
	Pocatello
Idaho Falls
	Twin Falls
	Sandpoint
	Caldwell
	

	2006
	Caldwell
Twin Falls
	Coeur d’Alene
	Idaho Falls
	Sandpoint
	

	2007
	Sandpoint

Coeur d’Alene
	Pocatello
	Twin Falls
	Idaho Falls
	

	2008
	Idaho Falls

Pocatello
	Caldwell
	Coeur d’Alene
	Twin Falls
	

	2009
	Twin Falls
Caldwell
	Sandpoint
	Pocatello
	Coeur d’Alene
	

	2010
	Coeur d’Alene

Sandpoint
	Idaho Falls
	Caldwell
	Pocatello
	

	2011
	Pocatello
Idaho Falls
	Twin Falls
	Sandpoint
	Caldwell
	Coeur d’Alene

	2012
	Caldwell
Twin Falls
	Coeur d’Alene
	Idaho Falls
	Sandpoint
	Pocatello

	2013
	Sandpoint
Coeur d’Alene
	Pocatello
	Twin Falls
	Idaho Falls
	Caldwell

	2014
	Idaho Falls

Pocatello
	Caldwell
	Coeur d’Alene
	Twin Falls
	Sandpoint

	2015
	Twin Falls
Caldwell
	Sandpoint
	Pocatello
	Coeur d’Alene
	Idaho Falls

	Bold Type denotes Conference Host Chapter                                     
Italic Type  denotes Assisting Conference Host Chapter                    
	


UNIT 07: WRITING CONTESTS AND AWARDS:

Section 1. Annual Writing Contests:

a. Writing Contests:

(i) Four writing contests are held annually. The contests are the Assigned Title Or Theme Contest, hereafter referred to as the Assigned Contest; the Open Title Contest, hereafter referred to as the Open Contest; the First Chapter of a Novel Contest, hereafter referred to as the Novel Contest; and the First Chapter of a Nonfiction Book Contest, hereafter referred to as the Nonfiction Book Contest.

(ii) Contest submission postmark dates for all four contests begin February 1 and end July 1 during the contest year. Entries must be postmarked by July 1 or they will be disqualified and returned.

(iii) The League First Vice-President presides over and has responsibility for the four annual writing contests. The League First Vice-President will keep a running list of judges available for the chapters to use.

(iv) The Assigned Contest, Open Contest, Novel Contest, and Nonfiction Book Contest judges may, but are not required to award First, Second, and Third Place prizes and three honorable mentions. Monetary prizes awarded to First, Second, and Third place winners will be determined by the League officers each year. All award winners and honorable mention recipients will receive certificates.  Prizes will be presented at the Annual Conference, timing at the discretion of the current year’s host Chapter.

(v) Each chapter assigned to oversee the Assigned Contest and the Open Contest (see Unit 06: Rotation of Chapter Duties) will select one individual as the Contest Receiver. The League First Vice-President is the Contest Receiver for the Novel and Nonfiction Book Contests. The names and addresses of the contest receivers will be published in the January Leagazette and on the IWL website.

(vi) The Contest Receivers will log all entries, provide a judging sheet and a critique sheet for each entry, and forward these and the manuscripts to the selected judges.

(vii) Chapters and receivers responsible for the Assigned Contest and the Open Contest must select judges for each contest category. The League First Vice-President is responsible for selecting three judges for the Novel and Nonfiction Book Contests. Judges must not be current or former members of the Idaho Writer’s League or immediate family members of current IWL members.

(viii) At the end of the judging period, the Contest Receivers will log the results and forward all entries to the League First Vice-President.

(ix) Contest receivers will submit a copy of the contest logs to the League Treasurer.

(ix) The Contest Receivers will provide the names and addresses of all judges with the contest categories they judged to the League First Vice-President who will maintain a list of judges for future use.

(xi) The League First Vice-President will provide the League Treasurer with the list of judges for the Assigned, Open, Novel, and Nonfiction Book contests and the amounts due to them for compensation for their services.

(xii) The Board of Directors will determine the amount given to judges of the Assigned and Open contests as an honorarium.
(xiii) The current year’s conference Host Chapter will collect suggestions for the next year’s Assigned Titles and Themes.  The following year’s Host Chapter will select the Assigned Titles and Themes and announce them at the Conference.

b. Contest Submission Rules (All Contests):
(i) Only paid members of the IWL may enter.

(ii) New members must have their chapter president sign the cover sheet verifying that dues have been paid.

(iii) Entries must be mailed to the contest receiver during the contest period above (see section a (ii)). 

(iv) Entry must be the work of the author, not previously published (see section i Publication:) or contracted for publication at the time of submission, and not a previous winner in any IWL League contest (either monetary award or honorable mention).

(v) Cover Sheet: Each entry must include a cover sheet. The cover sheet will include in the upper left the author’s name, address, phone number, email address if any, chapter name, contest name (Assigned, Open, Novel, or Nonfiction Book), contest category (Assigned and Open Contests), title, number of pages (Novel and Nonfiction Book contests), words (Assigned or Open Contests fiction and nonfiction categories) or lines (Assigned or Open Contests poetry categories), and Genre’ (Assigned or Open Contests Adult Genre’ Fiction category). Each item must be on a separate line, double-spaced. Failure to include a cover sheet will disqualify the entry.

(vi) Manuscript format: Place the title about one-third down from the top margin, centered and in all caps. Drop four lines and begin the writing. Title and page number must be on the top right corner of every page after the first page. Author’s name must NOT appear ANYWHERE on the manuscript or the entry will be disqualified. Entries must be typed using Times Roman, Courier, or Arial font and double-spaced with one-inch margins all around. Poetry may be single or double-spaced. Do not staple manuscripts. Use paper clips or butterfly clips with manuscripts and synopsis pages.

(vii) Entries not complying with rules (i) through (vi) above will be disqualified and returned.
(viii) Judges’ decisions are final.

c. Additional Contest Submission Rules (Assigned Contest and Open Contest):
(i) Only one entry per Category per member is allowed in each contest. In the Assigned Contest, members may only choose one Assigned Title OR one Assigned Theme for each category. Only the first entry in any category will be accepted, additional entries will be disqualified. No duplicate entries may be used in the Open or Assigned Contests.

(ii) When using either of the Assigned Titles, the exact title must be used. Any changes to the title will result in disqualification.

(iii) Categories and word limits are as follows:

Adult Genre Fiction: 3,500 words. A story written in the romance, mystery, western, suspense, speculative, or any other genre, using the elements of plot, theme, character, tone, mood, and style.

Teen Fiction: 3,000 words. Concise, sharply focused work of fiction that explores a single idea or emotion, set off by conflict. Written for ages 13-18. The action and plot of the story should center around teenagers.

Children's Fiction: 2,500 words. A fictional prose narrative written for children. Indicate target group (under 8) or (8-12) under title when submitting.

Short Humor: 2,500 words. Fiction or nonfiction that is written to entertain.

Creative Nonfiction: 2,500 words. Nonfiction works that use fiction techniques such as dramatic description, dialogue, and an inner point of view to give the writing the feel of fiction.

Article: 2,500 words. An article is a nonfiction composition that deals with a single topic. It may be instructive, informational, or persuasive, and focuses on people, places, historical events, and personalities, new ideas, how-to, or personal experience. An article usually appears in magazines, newspapers and journals, and often involves research.

Personal Essay: 2,500 words. Nonfiction prose that expresses personal experiences and opinions dealing with aspects of everyday life. It can be entertaining or persuasive, varying from serious to light and humorous.

Light Verse: 100 lines. Is written mainly to entertain and features crispness and unexpected twists. Greeting card verse, limericks, whimsical short poems, etc. Any form, rhyming, or free verse.

Serious Verse: 100 lines. May be structured or prose-like, free verse or rhyming, in any meter, on a serious subject or written in a serious tone.

d. Additional Contest Submission Rules (Novel and Nonfiction Book Contests):
(i) Only one entry per member is allowed. Members may submit a joint entry, but may not submit an additional individual entry. Additional entries will be disqualified.

(ii) An entry fee of $30.00 payable to IWL is required with the entry. Personal checks or money orders are preferred. 

(iii) Submissions must include a synopsis for the book up to two pages single spaced and a manuscript up to twelve pages using the manuscript format (see b (vi) Manuscript format:). 

(iv) Synopsis pages must include the word “Synopsis” and the title in the upper right corner of each page. Each page after the first must include a page number after the title in the upper right corner. Author’s name must NOT appear ANYWHERE on the synopsis or the entry will be disqualified. If no Synopsis pages are included the entry will be disqualified.

(v) Manuscript pages must be numbered separately from the synopsis pages.

(vi) Three copies of the synopsis and manuscript must be submitted in the entry. Only one cover sheet is required. Entries with fewer than three copies of the synopsis and manuscript will be disqualified.

(vii) The contest receiver with their chapter will select three judges for the Novel and Nonfiction Book Contests. Judges must not be current or former members of the Idaho Writer’s League or immediate family members of current IWL members. Contest expenses such as awards and postage will be funded from the League general funds. The entry fees will be divided among the three judges as an honorarium. All entries will receive critiques. 

e. Vardis Fisher Award: Judges for each writing contest category will choose the most humorous entry and designate it for a separate judging for the Vardis Fisher Award. Only one entry per category may be submitted as a Vardis Fisher nomination. The League First Vice-President will select a judge outside of the League to pick one winner. No judge used to judge any of the Open or Assigned Categories shall be used to judge the Vardis Fisher nominations. The prize will be determined each year by the League officers.

Section 2. IWL Awards:
a. IWL Published Poet of the Year, Published Writer of the Year, and Lifetime Service Awards:
(i) The League Second Vice-President has the responsibility for the three IWL awards.

(ii) Any chapter or member may nominate one current IWL member per year for these awards. Nominees must have been a member of the IWL during the year prior to the nomination. Authors may be re-nominated if not selected. Previous Published Poet of the Year or Published Writer of the Year winners may be re-nominated. 

(iii) Three copies of all nominations must be mailed to the League Second Vice-President. Postmark deadline is June 30 for any nominations.

(iv) The League Second Vice-President selects three judges for Poet of the Year and Writer of the Year Awards. Judges must not be current or former members of the Idaho Writer’s League or immediate family members of current IWL members. A judge may judge one or both award nominations. The prizes will be determined each year by the League officers. Lifetime Service Award will be determined by a panel of three Board members representing each of the three regions, as chosen by the Second Vice-President.
(v) The awards may be presented in any given year to a worthy nominee or nominees, but do not need to be awarded every year.
b. IWL Poet of the Year and Writer of the Year Awards:
(i) Criteria for nomination:
(a) Publication (see i. Publication) of written work during the previous year.

(b) Nominee must be an IWL member during the year of nomination and the year prior to nomination.
(ii) Nominations must include:

(a) A completed Nomination form.

(b) A letter of introduction about the nominee.
(c) A resume of the writer's work published in the previous year (e.g., work published in 2004 for the 2005 award).

(d) Original copies or photocopies of work(s) published in magazines, journals, newspapers, etc., including the masthead of the publication showing the date of publication. Entire published books should be sent; these will be returned.

c. IWL Lifetime Service Award:
(i) Purpose for award

(a) The IWL Lifetime Service Award is established as the highest honor the League may bestow on any of its members. The award may be presented in any given year to a worthy nominee or nominees, but does not need to be awarded every year.

(b) The IWL recognizes that members make many sacrifices to provide leadership and service to the League and the chapters.
(c) The IWL presents this award in recognition of outstanding service given by members to the League, their chapter, and their community.

(ii) Criteria considered for nomination:

(a) Current member of the IWL with a minimum of eight consecutive years as a member of the IWL prior to the nomination.

(b) A minimum of five years of service to the IWL at the League and chapter level with two or more years as a League and chapter officer. Service must consist of any of the following:

(i) Any League elected officer position.
(ii) Any chapter officer position.
(iii) League or chapter secretary.
(iv) League committee chairperson.
(v) League or chapter newsletter editor.

(vi) League writing contest receiver.
(vii) Participation in IWL sponsored community service.
(c) Written works, whether published or not.

(d) Cannot be a previous Lifetime Achievement or Lifetime Service Award winner.
(iii) Nomination must include:

(a) A completed Nomination form.

(b) A cover letter from the nominator.

(c) List of years as a member of the IWL.

(d) Summary of IWL service at League or local level.

(e) Samples of written work. Minimum page limit 10; maximum 25.

d. Publication:
(i) Publication for all Contest and Awards categories include any of the following:

(a) Self-published books or booklets for sale to the general public (this includes vanity press).

(b) Published books or booklets for which the author received payment.

(c) Magazines, newspapers, literary and other journals, and any other publications which may or may not pay in kind or in cash, but which provide a byline for the author.

(d) Chapbooks of poetry, essays, articles, or short stories published by chapters, the author, or outside publishers which are for sale or are available to the general public, which may or may not pay in kind or in cash, but which provide a byline for the author.

(e) Electronic or other media which includes byline.

UNIT 08: ANNUAL CONFERENCE:

(a) The annual League conference will be held during September of each year, the exact date and location to be decided by the local chapter hosting the conference. See rotation schedule in Unit 06: Rotation of Chapter Duties above. 

(b) The IWL will provide up to $1000.00 seed money to the local chapter hosting the conference upon written request to the board. At the conclusion of the conference all or part of the seed money will be refunded to the IWL if sufficient funds from the conference exist.

UNIT 09: LEAGAZETTE:

(a) Editor duties will rotate yearly. See rotation schedule in Unit 06: Rotation of Chapter Duties above. Duties begin with the January issue and end after the October issue.

(b) The Leagazette editor acts as historian, printing information on current officers, contest winners, chapter news, Bylaws changes, operational procedures changes, and sends a copy of each Leagazette to the Idaho State Historical Society Library in Boise.

(c) The Leagazette will be issued in four issues each year: January, April, July, and October. Deadline for submissions is the last day of the month prior to publication.

(i) The January issue will include the yearly calendar of events and submission information for the Assigned Title/Theme Contest, Open Title Contest, Fiction Book Contest, Nonfiction Book Contest, and annual Awards nominations.

(a) No later than January 15th, a League roster suitable for copying will be mailed to all Board members, the League secretary, chapter treasurers, chapter secretaries, Leagazette editor, and writing contest receivers. The roster will include all League members whose membership fees have been received by the League Treasurer by the allotted deadline listed in Unit 05: Calendar of Events. Each chapter will be responsible for copying and distributing the League roster to those members renewing or joining after the above noted deadline.

(ii) The April issue will include conference information and an awards nomination form and checklist.

(iii) The July issue will include conference information and any proposed changes to the Bylaws scheduled for consideration at the next conference. If proposed changes are not printed in this issue of the Leagazette, they must be provided to all members at least sixty days prior to the conference. Nomination Committee submits slate of officers for coming year.
(iv) The October issue will include conference information, Bylaws changes, Operational Procedures changes, new League officers, contest winners, and the next year's rotation of chapter duties.

(a) Each year, the chapter responsible for the Leagazette will be responsible for its distribution to all members, being free to select the most economical method available in their area while staying within budget. Electronic distribution is the preferred method. Members not able to receive electronic versions of the Leagazette will have printed copies mailed to them. One printed copy is to be sent to the permanent repository at the Idaho State Historical Library in Boise.

UNIT 10: IWL WEBSITE:

(a) The website at http://www.idahowritersleague.com is the official website for the Idaho Writer’s League.

(b) The purposes of the IWL website is to:

(i) Promote the IWL as a whole by providing

(a) Information about the IWL

(b) Information about the IWL League Conferences

(c) Information about the IWL Writing Contests

(d) A copy of the current IWL Bylaws

(e) Contact information about the League Officers

(f) An annual calendar of events

(g) Copies of the Leagazette
(h) Other information as requested by the League President or Board of Directors members

(ii) Promote the IWL Chapters by providing

(a) Information about the Chapters

(b) Contact information about the Chapter Officers

(c) Meeting information about the Chapters

(d) Copies of Chapter Newsletters where available

(e) Other information as requested by Chapter Presidents

(iii) Promote IWL members by providing

(a) Links to member writing related websites

(b) Information about member books available for sale

(c) The webmaster will update the IWL website on a regular basis
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