PREFACE

We are pleased to present the Kentucky FBLA Adviser’s Handbook to the members, officers, and advisers of Kentucky FBLA. We hope it will be useful in organizing local chapters, planning chapter activities, and carrying out the many varied programs that your chapters will undertake.

The Kentucky FBLA Adviser’s Handbook should not be used alone. It is intended as a supplement to the Chapter Management Handbook, which was mailed to each chapter from the national office and should be placed at the back of that binder. The Chapter Management Handbook is excellent! It contains information such as the pledge, creed, goals, and purposes—information that is the foundation of our organization—as well as installation ceremonies, information about national programs and publications, national structure, etc.  Therefore, rather than repeating the same information, there are references to the Chapter Management Handbook in the Kentucky FBLA Adviser’s Handbook.

The Kentucky FBLA Adviser’s Handbook contains primarily that information which applies to Kentucky FBLA. It includes topics such as the history of Kentucky FBLA, running for office, conducting a chapter meeting, etc.  An appendix including bylaws and various forms and policies to which you may need to refer during the year is also a part of this handbook.

A strong Kentucky FBLA chapter depends on strong local chapters throughout the state.  Making your FBLA chapter the best it can be is a challenging goal.  Using this handbook, along with the Chapter Management Handbook, should make that goal easier to achieve as you continue the tradition of excellence for which Kentucky FBLA is known!
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HISTORICAL HIGHLIGHTS OF KENTUCKY FBLA

Kentucky’s first FBLA chapter was chartered at Murray Training High School by Vernon Anderson and granted charter number 43 on February 24, 1943.

Two Kentucky FBLA chapters, Bourbon County and Ahrens Trade, were represented at the first FBLA National Conference which was held in Chicago, Illinois, at the Conrad Hilton Hotel in May, 1953.

The Kentucky State Chapter of FBLA was organized on March 24, 1953.  It was sponsored by the Kentucky Business Education Association under the direction of Vernon Anderson and by Esco Gunter at Murray State University.

The first Kentucky FBLA State Conference was held in 1953 at Murray State College, with 106 members and 10 advisers present. High schools represented were: Ahrens Trade, Bourbon County, Caldwell County, Farmington, Heath, Hopkinsville, Morganfield, Murray Training, Sturgis, and Valley. A constitution, prepared by Murray Training School, was adopted at the first convention.  Officers elected were President, Patricia Hinkle, Bourbon County; Vice President, Nancy Payton, Valley; Secretary, Naomi Dempsey, Sturgis; Treasurer, Nancy Wedel, Heath; Reporter, Jo Ann Roland, Morganfield.

Mrs. Ethel M. Plock, of Ahrens Trade High School in Louisville, became the first Kentucky FBLA state director in 1953 and served in that capacity until 1958. Eugene Smith, FBLA adviser at the Murray Training School, then became state director and served in that capacity until his death.  Mrs. Plock resumed the position, which she continued to hold until 1970, when she was named state adviser.

In 1970, Kentucky FBLA came under the auspices of the Bureau of Vocational Education in the Kentucky Department of Education.  The State Committee was named and consisted of the following:  Charles Bright, State Chairman; Kara Burkett, State Executive Secretary; and Ethel M. Plock, State Adviser.  Lee Cantrel was named State Executive Secretary in July 1971, and served in that capacity until his retirement in 1991.  Steve Small became State Executive Secretary in December 1991.  Charles Young was named as State Adviser in 1982.

The first State Leadership Development Camp was held at the FFA Center in Hardinsburg in July, 1991, and the first regional leadership conferences were conducted in the spring of 1972.  Because of the rapid growth of Kentucky FBLA, the state organization was expanded to five regions in July, 1972, and to six regions in 1980.

Sharon Holland of Heath High School became Kentucky FBLA’s first national president.  Since 1970, Kentucky FBLA has been prominent at the national level of FBLA, with the following national officers:


1970-71
So. Region VP
Cliff Simmons, Carlisle County


1974-75
President
Bobby Baumgarten, Warren East


1977-78
President
Dianne Burr, Franklin-Simpson


1981-82
Secretary
Kim Barnes, Warren East


1984-85
President
Tommy Wade, East Hardin


1985-86
So. Region VP
Dan Lee, Warren East

Charles Young, State Adviser and Adviser at East Hardin High School, was elected to serve on the FBLA-PBL National Board of Directors from 1984-1987. Lee Cantrel, State Executive Secretary, was elected to serve on the FBLA-PBL National Board of Directors from 1989-93; he was elected to serve as Chairman of the Board of Directors during 1991-92. Sarah Jackson, adviser at Boone County High School, was selected to serve a three-year term on the National Awards Program Committee from 1990-1993, and was elected as its chairman for 1992-93.

Kentucky hosted the National Fall Leadership Conference for the Southern Region in Louisville in 1974, 1980, 1987, 1996, and 2000.

In 1989, Kentucky FBLA implemented the first Pre-NLC Workshop at Eastern Kentucky University as a motivational activity for all contestants competing at the National Leadership Conference and for FBLA state officers.  Because of the positive results shown by Kentucky participants in national competition, this Pre-NLC Workshop as become an annual activity.

The regional and state leadership conferences have achieved consistent growth, with annual attendance of approximately 4,800-5,000 at the regional conferences and 1,300-1,350 at the state conference.

Membership in Kentucky FBLA has grown from 3,551 members in 81 local chapters during 1970, to ________ members is ______local chapters in 2001-02.

The Kentucky FBLA Bylaws were revised at the State Leadership Conference in 1992 which changed the structure of the FBLA State Committee. The committee positions were changed to state chairman, state adviser, and associate state adviser.  It was changed again in _________ to include an Adviser to the State Officers. Filling these positions for 2001-2002 are: State Chairman Karen Bothun, State Adviser Steve Small, Adviser to the State Officers Ruth Ann Hammer.

In 2000, an FBLA State Board of Directors was added. Serving on this board are: Kerry Elliott, Bourbon County HS; Elizabeth Whitson, Warren Central HS; Kriste Membella, __________________; Leigh Anne Smith, _____________________; Connie Witt, Estill County HS; _____________________, 

PAST FBLA STATE PRESIDENTS

FBLA records prior to 1970 are incomplete; therefore, the following list of past FBLA state presidents begins with that year:


1970-71
Cliff Simmons
Carlisle County High School


1971-72
Joe Joiner
Reidland High School


1972-73
Tommy Cole
Warren Central High School


1973-74
Bobby Baumgarten
Warren East High School


1974-75
Thelma Barnett
Henry County High School


1975-76
Tim Devore
East Hardin High School


1976-77
Tim Smith
Henry County High School


1977-78
Dianne Burr
Franklin-Simpson High School


1978-79
Brad Hobbs
Carlisle County High School


1979-80
Melinda Moore 
Warren East High School


1980-81
Aaron Patterson
East Hardin High School


1981-82
Tom Mitchell
Warren East High School


1982-83
Stephen Duggan
Carlisle County High School


1983-84
Jennifer Burrell
Franklin-Simpson High School


1984-85
Tommy Wade
East Hardin High School


1985-86
Wes Reynolds
Boone County High School


1986-87
Eugene Cline
Warren East High School


1987-88
Daryl Pepper
East Hardin High School


1988-89
Karen Wooley
Lone Oak High School


1989-90
Donald Smith
East Hardin High School


1990-91
Jarrod Pyles 
South Hopkins High School


1991-92
Jennifer Rhew
Graves County High School


1992-93
Shauna Cole
Franklin-Simpson High School


1993-94
Jimmy John Corum
Meade County High School


1994-95
Tamara Embry



1995-96
Brendon Cremmons
Paul G. Blazer High School


1996-97
Ryan Gosser
Henry County High School


1997-98
Jamie Clayton
Bracken County High School


1998-99
Ravin Wright
Pendleton County High School


1999-00
Katie Redd


2000-01
Eric Fegan
Bracken County High School


2001-02
Rebecca Bush
Bracken County High School

CHARTERING AN FBLA CHAPTER

Chartering an FBLA chapter can be a very simple process; however, it is most important in getting your chapter off to a good start.  The steps to be completed are the following:

A. You may also download the Chapter Organization Packet form from http://www.fbla-pbl.org/get_involved.htm or call (800) 325-2946 and send it in. You'll receive a package of information that can get you started. To be recognized as an FBLA or PBL chapter, your chapter must be officially chartered by your state organization. To do this, write to the FBLA State Adviser, 21st Floor, Capital Plaza Tower, 500 Mero Street, Frankfort, KY 40601,or call at 502-564-3775, requesting information and a chapter charter application.  A packet containing a chapter application, a sample constitution, and other information will be sent.

B. Become enthusiastic! When you realize how much FBLA can do for your students, your business education department, your school, your community, and you as an adviser, you will be enthusiastic.  Enthusiasm is an invaluable part of any FBLA program—you will find that it is quite contagious.

C. Attempt to get support from all of the business teachers and administrators in your school.  Let them know what FBLA is and how it will benefit the business students.

D. Begin a publicity campaign to interest the students in the organization.  All the business teachers should take some class time to discuss it.  Also, students from another local chapter could visit and help sell FBLA to business students. Have a State or Regional officer speak to your business students to explain the benefits FBLA has afforded them.

E. Announce an organizational meeting well in advance.  Post signs, make announcements and encourage all the business teachers to stress it in their classes.

F. At the organizational meeting, officers may be elected and temporary committees (constitution, fundraising, installation, and membership) appointed in order to facilitate the requirements (listed below) for securing a chapter charter.  You should again explain the FBLA program.

G. A proposed constitution and bylaws for your local chapter must be submitted to the state adviser.  Study the sample local constitution in the information packet and the state bylaws for assistance in developing the local chapter’s bylaws.

H. Send two separate checks for membership dues to the state adviser.  State dues are $2 per member; national dues are $6 per member.  The check for the national dues should also include a $20 charter fee.  ?????? The check for national dues and chapter charter fees should be payable to FBLA-PBL, Inc.  Make the check for state dues payable to Kentucky FBLA.

I. Submit the following items to the FBLA State Adviser, 21st Floor, Capital Plaza Tower, 500 Mero Street, Frankfort, KY 40601:

a. Application for charter

b. Copy of proposed chapter constitution and bylaws

c. Two lists of charter members

d. State and national membership dues (two checks)

e. Chapter charter fee of $20 (payable to FBLA-PBL, Inc.)

J. When the chapter charter and other materials arrive, plan for a formal installation as presented in the Chapter Management Handbook. You should invite a guest speaker, either from the FBLA or local community.  Invite your business teachers, administrators, school board members, business advisory council, parents, and someone from the local newspaper.  At the conclusion of the ceremony, refreshments may be served.

K. Some project or activity should be started as soon as possible after the official chapter installation ceremony to avoid losing any enthusiasm.  Start making plans for the regional, state, and national leadership conferences.  Participation in these events will help make the organization more meaningful for the members.

L. More ideas can be found and downloaded from http://www.fbla-pbl.org/membership.htm. 

REACTIVATING AN FBLA CHAPTER CHARTER

If a chartered FBLA chapter has not been active (not reported dues for one year or more), the chapter is eligible for reactivation.  In order to reactivate a chapter, current state dues should be submitted to the treasurer marked “Reactivation.”  National dues and a $20 reactivation fee should be sent to the national office.  The reactivating chapter may also determine whether it wants to complete a new set of bylaws.

CHAPTER ACTIVITIES
The key to a successful chapter is involving the membership in a variety of activities that will appeal to and use the talents of each member.  This can be achieved through planning carefully and early a program of activities that will include chapter meetings and activities that fall into one of five areas—professional development, civic, service, social, and financial.

Professional development activities increase knowledge of various business occupations, providing valueable career orientation and goal-setting opportunities.  Suggested professional development activities are:

A. Invite selected former FBLA members to speak to the chapter about their work.
B. Conduct field trips within and outside of the local community, acquaint members with various industrial methods, business offices, and occupational areas.
C. Operate a school savings bank
D. Join a local chamber of commerce
E. Conduct model interviews between a personnel director and an FBLA member
F. Organize a Job Shadowing program
Service activities provide an inner satisfaction from helping others.

A. Adopt senior citizens as “chapter grandparents”

B. Hold a dance for senior citizens

C. Conduct a scavenger hunt for nonperishable food items to stock a food bank

D. Give a party for the elderly, underprivileged children, or the mentally and physically handicapped

E. Maintain the cleanliness of a mile of state highway

Civic activities help the chapter get involved and contribute directly to the community’s benefit.  Suggested civic activities are:

A. Assist with a bloodmobile

B. Assist a charitable organization with clerical, fundraising, and educational activities

C. Conduct a parliamentary procedure demonstration and workshop for a local civic organization

D. Perform clerical tasks for a school, civic, or business organization

E. Construct and enter a float in a community parade

Social activities provide opportunities for members to become better acquainted and to enhance chapter morale.  Suggested social activities are:

A. Hold joint parties (pizza, ice skating, bowling), dances, or athletic competitions with other FBLA chapters in the area.

B. Hold parties to reward high achievement such as the highest salesperson in a fundraising activity or winning an event competition at the regional, state, or national level

C. Serve refreshments after meetings

D. Attend athletic competitions such as college or pro tennis, basketball, football, or baseball games

E. Attend cultural events such as plays, concerts, dance presentations

Financial activities offer opportunities to financially support the local chapter activities and to learn business tasks associated with raising money.  Suggested financial activities are:

A. Operate a school store to sell needed student school supplies

B. Sell candy, cookies, recycled aluminum cans and newspapers, candles, magazine subscriptions, cards, etc.

C. Operate concessions

D. Stage a talent or variety show or pageant

E. Publish and sell a student directory or school newspaper

The easiest way to involve the total membership is through a committee structure.  Breaking down involvement in smaller groups gives each member an opportunity to make an effective contribution to the planning and execution of the chapter’s activities.  An explanation of how to best use a committee structure is included in this handbook on pp. 38-42.

Another idea for getting more students actively involved is to appoint assistant officers. The students chosen for these positions should be young and new to FBLA. They can aid the regular officers in completing their responsibilities and can at the same time train to take over those offices when the current officers graduate.

In addition to involving the total membership, attempt to include the local business community in chapter activities so that the chapter can benefit from the professional and real-world experiences of business leaders.  As listed in the Chapter Planning Packet published by the national office, there are nine basic steps to promote involvement of local business people in chapter’s activities.

A. Determine for what activity outside involvement is desired.

B. Determine what level of involvement is required from the outside participant—a commitment of time only?  Preparation of materials for a presentation or speech?

C. Determine what types of outside involvement are desired—one or several business people.

D. Identify specific individuals as potential participants—don’t rule out seemingly hard-to-get personalities.  If the cause is worthy, the motivation for participation is strong.

E. Make the initial contact.  A letter is probably the best method for making this contact, particularly if the activity is a formal one and/or the anticipated level of commitment is relatively high.

F. Follow up.

G. Coordinate any logistics to ensure that the participant is well accommodated before, during, and after the activity.  Be thoughtful and well prepared.

H. Ensure that the participation is well publicized.

I. Show appreciation to participants after the activity.

Planning needs to begin early in the school year or even prior to the start of school when more time can be devoted to the planning process.  In establishing a program of activities for the chapter, the local executive council should:

A. Review the FBLA purposes and goals as given on p. 42 of the Chapter Management Handbook.

B. Review current guidelines for earning the Commonwealth Award of Merit and being selected as one of Kentucky’s nominees for Gold Seal Chapter Award of Merit.

C. Review the State Program of Activities as developed by the State Executive Council at the Leadership Development Camp and mailed to all active chapters early in the school year. The local executive council can learn from the State Program of Activities what the state has selected as its theme, goals, projects, FBLA Scholarship Month, etc.

D. Review the national projects and guidelines.

E. Review last year’s activities and discuss the present needs of the chapter, membership, school and community.

F. Decide on activities that will enable the chapter to meet the objectives outlined in Steps 1-5 listed above.

G. Secure school administration approval for all planned activities.

H. Let the total membership evaluate and adopt the program of activities. A sample is provided for you on pages 10-11.???????

I. Identify the committees needed by the chapter such as Executive, Civic, Finance, Membership, Social, Program, Public Relations, Conference Participation, etc.

J. Select or appoint a chairman, secretary, and members to serve on each committee.

K. Develop a chapter budget.  An active FBLA chapter needs money to carry out its program of activities.  Without funds, a chapter will be limited in the activities it can do and the services it can provide to its members and the local school and community.  The program of activities should determine the amount of money needed; money should not determine the chapter’s program of activities.  Some schools will provide money to get a new organization started. Check with your administration to see if this is the case.

L. The local executive council should develop and distribute to the membership a calendar of activities. A calendar of activities  (See page ??????)identifies what chapter activities have been planned, when and where they will take place, and who is responsible for them.  A yearly calendar of activities assists the members in coordinating their program with other organizations and school activities.

M. Develop a simple evaluation system.  At the conclusion of each activity, evaluate it to determine its success and suitability for use again in the future.  At the end of the year, go back through the program of activities to see how much of it has been executed.  Use the Commonwealth Award of Merit (See Appendix) and Gold Seal Award of Merit checklists as guidelines in this evaluation process.

For additional information about chapter activities, consult the Chapter Activities Guide that is published by the national office to help local chapters in planning a program of activities.  The Chapter Management Handbook, also published by the national office, and mailed to local chapters in August, is another publication that will be of assistance in planning the chapter’s program of activities.

An excellent time to conduct special chapter activities is during FBLA Week.  This special promotion is normally observed during the second week in February.

FBLA SCHOLARSHIPS

Kentucky FBLA presents two scholarships in honor of two of the state’s early FBLA leaders, Mr. Eugene H. Smith and Mrs. Ethel M. Plock.  Local chapters are asked to conduct special activities to stress the importance of scholarship and to raise funds for the annual awards.  Each active local chapter may enter one senior in each of the scholarship events.

The Eugene H. Smith Scholarship is designed for those students who intend to pursue a four-year degree, while the Ethel M. Plock Scholarship is designed for those who intend to purse additional training beyond high school but do not plan a four-year degree program.

The one-time awards are made to winners at each of the regional conferences.  Both the winners and the alternates from each region advance to the state conference where a larger one-time scholarship is presented to one winner in each of the two events.  The size of the scholarship awards is largely dependent upon the annual contributions of the local chapters to the FBLA Scholarship Fund.  A chapter must contribute to the FBLA Scholarship Fund in order to enter members in the scholarship competition.  (See scholarship applications in appendix.)

Sample Program of Work

September 

Chapter Meeting with guest speakers (Students respond well to State Officers) 

Officer Retreat 

Officer Installation Banquet at local restaurant

Begin community service project 

Attend Regional Fall Leadership Conference 

October 

Chapter Meeting: Guest speaker 

Official chapter installation by State Officer if charter year 

Six Flags Kentucky Kingdom trip

Make Halloween treat bags for members

November 

Chapter Meeting: Have fundraising representative kick off your fundraiser and speak about the importance of good marketing skills 

Prepare Thanksgiving baskets for needy families 

Attend National Fall Leadership Conference 

December 

Chapter Meeting: Draw names for Secret Santa program 

Christmas Party 

Purchase clothing for underprivileged students at your school

January 

Officer meeting to plan second semester 

Meeting to plan for Regional Competition

Travel and read to elementary school children

February 

Chapter Meeting: Finalize which students will compete in Regional Competition 

Have FBLA Week (Monday: Business Attire Day, Tuesday: College Attire Day, Wednesday: Blue/Gold Day, Thursday: Teacher Appreciation Day, Friday: Member Appreciation Day)

March 

Chapter Meeting: Guest speaker 

Prepare for and attend Regional Competition 

Organize a Job Shadowing Program

April 

Chapter Meeting: Guest 

March of Dimes fundraiser 

Trip to the movies

May 

Chapter Meeting: Prepare for and attend State Leadership Conference

End of the year social event

Elect officers for coming year

June
Attend Pre-NLC and National Leadership Conference

July

Attend Summer Leadership Development Camp in Hardinsburg, KY

CALENDAR OF EVENTS

July/August
FBLA Leadership Conference for local, state, and 
regional officers

September
State Executive Council Meeting

October 20
Submit initial state/national membership dues (must meet deadline 


to receive first issue of Tomorrow’s Business Leader)

November
National Fall Leadership Conferences

November 15
American Enterprise Day

January
State Executive Council Meeting

February
Scholarship Fund contributions due

February
Who’s Who in Kentucky FBLA applications due

February 15
State membership dues deadline for participating in 


region/state leadership conferences

February
FBLA Week (usually second full week of February)

February/March
Registration for regional leadership conferences

March
Six regional leadership conferences

April 1
Final national dues must be postmarked

April
Gold Key, Gold Member and Silver Member 


applications due 

May
State Leadership Conference (1st week)

May
Gold Seal Chapter applications due

May
Registration for National Leadership Conference due

June
FBLA Leadership Development Camp registration due 


to state office

June (early)
Pre-NLC Workshop in Richmond at EKU

June
CTSO Training for state officers

June/July
National Leadership Conference

July
Leadership Development Camp in Hardinsburg

FBLA COMPETITIVE EVENTS PROGRAM

The FBLA Awards Program, consisting of 41 competitive events, is a very important part of Future Business Leaders of America.  Through participation in these events, FBLA members have the opportunity to develop their knowledge, skills, teamwork, and pride; and they are motivated to achieve academically, especially in their areas of competition.  Many of the events also lead to greater development of their leadership skills.

The Awards Program includes chapter, individual, and team events.  Students can work alone or as a group to achieve their goals.  The list of current competitive events follows, and a summary of most of the events is in the appendix of this handbook.  The complete guidelines for all events are included in two other handbooks—one contains the Kentucky competitive event guidelines and the other contains the national competitive event guidelines. The state guidelines are also available on CD.  There are some minor differences in the state and national guidelines, as well as several events that are for state competition only.  Therefore, when preparing for regional and state competition, use the Kentucky guidelines. If progressing on to national competition, be guided by the national guidelines.

Most competitive events are contested at the six Kentucky FBLA regional leadership conferences held in March.  Those and several others are conducted at the Kentucky State Leadership Conference held the first week in May.  The top three winners in each regional event go to state competition.  The winner in state competition represents Kentucky at the FBLA National Leadership Conference held each July in a major city in the United States.

It is important that the chapter begin preparing for competitive events at the beginning of the school year.  Inform all members of the possible areas of competition so that they can begin thinking about and preparing for the events they would like to enter.

Assist your members in preparing for events by providing them with extra study materials, administering tests and interpreting test results for them, and giving them opportunities to practice their skills.  For example, arrange interviews for the contestants who will be in interview situations in the Mr./Ms. Future Business Leader, Job Interview, and Smith and Plock Scholarship events.  Provide opportunities for the Public Speaking and Impromptu Speaking contestants to present their speeches in front of experts who can critique both their content and speaking skills.

Through participation in the Awards Program, your members can develop self-confidence and self-esteem, improve their knowledge and skills, develop rapport with other members, and learn to win or lose with grace.  It may also provide them the opportunity for an expense-paid trip to national competition at an exciting location.  They will also bring credit and publicity to the local chapter, school, and community.  Best of all, they can develop pride and perseverance through knowing that they have done their best!

