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ALL ABOUT FBLA
As an officer of the Future Business Leaders of America, it is important that you understand the organization—its structure, goals, benefits, and operation. As an officer, you must be able to describe the organization to others—members, other students, faculty, school administration, businesspersons, and community leaders. When people hear the term “FBLA” and say “What’s that?” you should be able to explain it to them.

FBLA Purposes and Goals

One of the best ways to describe FBLA is through use of the goals of the organization. No chapter can operate at full effectiveness unless all officers and members are familiar with the goals. This does not mean just reading the goals, but totally understanding them. The chapter should exist to fulfill those goals. The officers must be able to understand and explain the goals to others.

The goals of FBLA are to:

Develop competent, aggressive leadership

Strengthen the confidence of students in themselves and their work

Create more interest in and understanding of American business enterprise

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

Develop character, prepare for useful citizenship, and foster patriotism

Encourage and practice efficient money management

Encourage scholarship and promote school loyalty

Assist students in the establishment of occupational goals

Facilitate the transition from school to work.

Revise the goals and put them into your own words. Think about activities and programs your chapter might initiate in order to accomplish the FBLA goals.

FBLA Creed and Pledge

Another important tool for promoting and interpreting FBLA is the FBLA Creed. The Creed identifies what the FBLA member believes in and will strive to achieve. Have you read each stanza of the creed and thought about its meaning? Or, do you just recite the words?  If the officers and members of your chapter believe in the Creed and operate the chapter according to those beliefs, your chapter should be an important integral part of your business program, school, and community.

The FBLA Creed is as follows:

I believe education is the right of every person.

I believe the future depends on mutual understanding and cooperation among business, industry, labor, religious, family and educational institutions, as well as people around the world. I agree to do my utmost to bring about understanding and cooperation among all of these groups.

I believe every person should prepare for a useful occupation and carry on that occupation in a manner that brings the greatest good to the greatest number.

I believe every person should actively work toward improving social, political, community and family life.

I believe every person has the right to earn a living at a useful occupation. 

I believe every person should take responsibility for carrying out assigned tasks in a manner that brings credit to self, associates, school and community.

I believe I have the responsibility to work efficiently and to think clearly. I promise to use my abilities to make the world a better place for everyone.

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

Emphasize the significance of each part of the creed and pledge to your members.  Share the creed and pledge with business and community leaders when seeking their support.

FBLA Code of Ethics

While the FBLA Creed and Pledge are often used as a part of chapter meetings, the FBLA Code of Ethics is often neglected.  The Code of Ethics sets high standards for which FBLA members should strive.  Be sure your chapter members are aware of this code and are encouraged to use it as a standard to live by.  These personal qualities are important assets for any successful, happy person--and particularly important for FBLA members.

The FBLA Code of Ethics is as follows:

I will be honest and sincere in all my business dealings.

I will approach each task with confidence in my ability to perform my work at a high standard.

I will willingly accept responsibilities and duties assigned to me.

I will respect my employer and fellow workers and be considerate of them.

I will seek to profit by my mistakes and take suggestions and criticisms directed toward the improvement of my work and myself.

I will, to the best of my ability, abide by the rules and regulations of my employer.

I will exercise initiative and responsibility and will cooperate with my employer and fellow workers.  

I will dress and act in a manner that will bring respect to me and to my employer.

I will use my time to the best advantage of my employer.

I will seek to improve my community by contributing my efforts and my resources to its worthwhile projects.

Organizational Structure

In explaining FBLA to others, you must understand the scope of the organization.  Many members think they are just part of a local business club.  They do not realize that the local chapter is part of a much larger organization which consists of districts, state, regional, and national levels of organization.  It is important that members, the school administration and faculty, and the business community be aware of the larger scope of your activities.

To gain a broader understanding of the national organization, study the FBLA Chapter Management Handbook and each issue of Tomorrow’s Business Leader.  Inform your members of the size and activities of FBLA at the national level. 

Benefits of FBLA

In recruiting members, talking with school officials, and soliciting assistance from businesses and the community, you will be asked to explain how FBLA benefits you and others.  Complete knowledge of the organization is, of course, essential in describing FBLA.

FBLA is supposed to be an integral part of the business education curriculum; that is, activities of the organization should relate to classroom instruction.  With interested and involved teachers, many classroom activities can be adapted to relate to FBLA projects, goals, and activities.  When this occurs, FBLA members will be receiving additional benefits as a result of their FBLA membership.  These activities will also enhance the classroom instruction.

Terminology

In discussing FBLA with others, it is important to use correct terminology to describe its activities.  Many people are not familiar with the organization and would not know what the initials stand for; therefore, it is important to frequently use the full name of the organization, Future Business Leaders of America—instead of the initials FBLA.

Listed below are some of the terms to use and avoid using in discussing FBLA:


Say CHAPTER—not CLUB


Say STUDENT ORGANIZATION—not YOUTH ORGANIZATION


Say COMPETITIVE EVENTS—not CONTESTS

Say ADVISER—not SPONSOR



Say CONFERENCE—not CONVENTION



Say CO-CURRICULAR—not EXTRA-CURRICULAR 

LEADERSHIP

By Sherian Lyles Eckenrod

Leadership is the ability and readiness to inspire, direct, or influence the actions of others.  It is also the position or office of a leader.  To lead means to guide the decision or actions of others.  There are two rather distinct kinds of leadership—formal and informal.

Formal leadership is the position occupied by the action taken by persons designated to perform certain leadership functions in formal groups.  It is the position and function of elected or appointed offices in FBLA Chapters.

The duties, responsibilities, and authority of formal leadership are usually stated in the constitution and bylaws of the organization.

Informal leadership is the position of a leader bestowed upon a person by others because of the respect they have for the person’s ability and readiness to lead.  This kind of leadership functions in all groups that have freedom of action.  It is the driving force of nearly all group action that comes from the membership in democratic groups; it is the force that largely determines whether effective action will be taken.  Informal leadership may be of any degree of strength and forcefulness.  Persons possessing strong qualities of informal leadership are persons of influence; their views and actions carry much weight in determining the action of others.

In a democratic group, the group decides what actions to take and how these actions are to be carried out.  To do this, the group chooses the persons to perform functions for the group.  In a sense, these persons become agents of the group to carry out the will of the group.  In order for these designated persons to properly act as agents for the group, they must be able to carry out the functions of their offices.  It is the duty of the group to inform its agents of specific wants, and it is the duty of the leaders to learn what the group wants.

Informal leadership plays a significant role in helping the group decide what actions to take and how these actions are to be carried out and in evaluation the outcomes of the actions taken.  When group action is carried on by the members, the informal leaders provide the driving force within the group.  Any member of the group who helps guide the group in deciding on the actions to take or how these actions are to be carried out, or any member who helped direct the efforts of the group in carrying out its actions, performs functions of leadership.

____________________________

Sherian Lyles Eckenrod,  Fresco City College,  Fresco, California.

QUALITIES OF LEADERSHIP 

A good FBLA leader has many of the qualities of leadership listed below. These qualities can be learned by anyone who is determined to make them work. FBLA members should begin to develop these qualities while in high school and should continue to improve them through adulthood. Such qualities, so desirable in business leaders, are also highly desirable for persons in all walks of life. 

1. Respect for the worth and rights of others.

Goods leaders have great respect for the infinite worth and dignity of human beings. They realize that most people have certain talents that should permit them to make worthy contributions to society. Leaders believe that other people should have the same right to live fully and have the opportunity to develop the capacities desired by all individuals. 

2. Belief in democracy 

Good leaders are strong believers in democratic principles. They believe that the group has both the right and the ability to make its own decisions. Leaders believe that the decisions reached by an informed group are usually sounder, better understood, and more likely to be carried out that the decisions imposed upon a group. They believe that the group has the right and the capacity to choose appropriate leaders and to determine their functions. 

3. Ability and readiness to shoulder responsibility 

To be a leader, one must be willing and able to shoulder responsibility for one’s own actions and a fair share (or more) of the responsibilities of the group. A leader is obligated to the position and does not make excuses for shortcomings. A leader is capable of doing things needed by the group. 

4. Initiative 

To lead means to show the way. A leader must have the ability to originate or start an action; the leader must be willing to “start out” before others do. The good leader plans carefully what is to be undertaken and proceeds with courage of conviction rather than with reckless abandon. People admire leaders who are willing to “get their feet wet first” –to step out and make the first try. 

5. Optimism and enthusiasm

There must be something to do before leadership can be exercised. The good leader believes that this something is important and that the task can be done – that a way can be found, that obstacles can be removed, and that the problem can be solved. A leader is able to enlist the services of others, goes about the task with zest and enjoyment, and helps others to have enthusiasm for the job to be done. 

6. Ability to work with others in a friendly and peaceful manner. 

Leadership is concerned with people. Good leaders get along well with others. Other people are glad to associate with leaders. They are straight forward, industrious, and agreeable. They give credit where credit is due and do not seek credit for themselves. Leaders are team players rather than individuals who play to the grandstand. They have the ability to get others to assist in an understanding. 

7. Open mindedness 

Good leaders are open-minded. They do not claim to have all the answers. They seek the thoughts and views of others and support those ideas that are better than their own. Leaders realize that other people have convictions just as they do. They are willing to hear all sides before guiding the group to decide which way seem best. They are willing to compromise for the purpose of doing a good job. 

8. Strength of conviction 

Good leaders have convictions. Others know that they will take a stand. Leaders are willing to stand up and be counted. They will take their positions and defend them. 

9. Ability to communicate 

In order to lead, one must be able to tell or show others the way to go. One must be able to communicate thoughts and actions so that they may be clearly understood. One does not lead by being ambivalent. 

10. Public-spirited—spirit of service 

The good leader must be willing to work for the common good. People should not be expected to help someone achieve a selfish end. To be public spirited, a leader must desire things that benefit all the people. A leader is willing to make some personal sacrifices for the common good. In the community the good leader is known as a good community member, a good neighbor, and a person others are glad to have in their presence. 

11.  Confidence and respect of one’s peers 

Good leaders have the confidence and trust of their peers. People believe in a leader’s willingness and ability to perform. Leaders can be counted on to follow through. Leaders are trustworthy, loyal to their friends and the group, and have high personal integrity.  Their word is as good as their bond. 

ACTIVITIES WHICH PROVIDE LEADERSHIP TRAINING

· Being proficient in the use of parliamentary procedure

· Giving officer reports and committee reports to the Executive Council

· Giving talks before groups outside of FBLA

· Studying the history, goals, and purposes of  FBLA

· Learning the constitution and bylaws of FBLA

· Becoming acquainted with the responsibilities of each officer 

· Assisting in developing the FBLA program of work

· Participating in other organizations

· Thinking clearly and acting in good taste

· Getting the facts and analyzing them before drawing conclusions 

· Getting in the habit of cleanliness and orderliness

· Establishing reasonable goals

· Taking advice, but doing your own thinking

· Encouraging others

· Being careful not to admit to yourself that you are permanently beaten 

· Making friends and keeping them

· Dreaming on what you would like to accomplish

· Being proud of what you do

· Taking pride in being an officer, but earning it

CHARACTERISTICS OF EFFECTIVE LEADERS

1. Leaders maintain respect

The leader must create the proper relationship with subordinates and earn their respect in order to maintain their willingness to accept authority.

2. Leaders work effectively with people
a. 
Become genuinely interested in others.

b. 
Encourage others to talk about themselves.

3. Leaders are responsive to the needs and desires of others
a. Be sincere

b. Be a good listener

4. Leaders are knowledgeable


The leader is expected to understand the total situation

5. Leaders should possess superior motivation


A leader must have an intense desire to get things done and involve others.  Unless a leader is highly motivated, he or she cannot motivate others.

6. Leaders are inspired and enthusiastic


Enthusiasm is contagious!
7. Leaders tap and use every source

A good leader will realize that every member has something to contribute and will tap that resource.

8. Leaders capitalize on the organizational environment and the leadership of others
      
The effective leader utilizes the potential of other leaders.  He learns from them, profits from their mistakes, and enlarges on their successes.

THE GOOD LEADER VERSUS THE BAD LEADER

	The Good Leader


	The Poor Leader

	Has faith in people and wants to work with them.


	Takes the job for the “honor” that can be received.

	Has poise and confidence.  Speaks in a clear voice and enunciates words clearly.


	Fails to understand that the leader is an example for the other members.

	Carefully preplans the program so the meeting moves smoothly.


	Lets everything go until the last minute, then just hopes everything will work out.

	Shows interest and alertness by attitude, mind, body, and countenance.


	Seems bored, is not alert, whispers to other members, and appears disinterested. 

	Is democratic in dealing with other members.
	Dominates, imposes opinions, and forces others to depend upon personal preferences. 

	Is fair and impartial—doesn’t take sides when presiding.


	Shows what side to take before getting the facts into the open.

	Is patient, optimistic, and gives credit for work done.


	Is impatient, sarcastic, pessimistic, critical, and takes the work of others for granted.

	Is sensitive to the individual and recognizes individual differences.
	Does not notice a loss of interest and fails to watch the group to detect boredom and weariness. 

	Acts as a helper, umpire, and moderator so that all are encouraged to share in the work.


	Cares about the business in general and does not consider individual differences.

	Shows a sense of humor to relieve the tension of a serious meeting.
	Has no humor in a meeting.  The business is the most important thing, not the people.


CHARACTERISTICS OF A GOOD MEMBER

· Is always prompt

· Is proud of the FBLA Chapter

· Accepts a share of responsibility for the business at hand

· Is anxious to hear ideas and opinions of others

· Gives constant attention to the FBLA activities

· Knows the purpose of each meeting and activity and works for its accomplishment

· Carries out all assignments to the best of his/her ability

· Is constantly thinking and acting for the benefit of FBLA 

· Acts in the school and the community in a manner that reflects favorably on FBLA

TEN-STEP GUIDE FOR LEADERSHIP

1. Establish goals

2. Communicate understanding of goals to the people involved

3. Justify the effort and response requested 

4. Provide a roadmap to achieve the goals

5. Set resources into motion

6. Maintain the focus on the goal

7. Provide enthusiasm, answers, and lead position

8. Evaluate and improve

9. Recognize and commend progress

10. Reward goal achievement

DUTIES OF THE TREASURER

1. Collect all local, state, and/or national dues.
2. Keep all receipts by name of members or other sources.

3. Record neat and up-to-date financial records.

4. List all money paid out of the treasury by date and to whom paid.

5. Make an accurate report of the financial status at regular intervals or as called for by the president.

6. Prepare an annual statement of receipts and expenditures.

7. Cooperate with the president in promoting FBLA activities.

8. Perform further duties as directed by the president.
RESPONSIBILITIES OF THE TREASURER

The thing that kills any office or officer is INACTIVITY. If the inactivity of any treasurer is due to personal neglect, a replacement should be named. If it is due to lack of knowledge as to what the duties are or how to proceed, training sessions are necessary.

The treasurer should be provided training for the office. In many chapters, the funds are handled solely by the adviser. The adviser should work with the chapter in deciding how chapter funds should be handled; however, it is the treasurer’s job to keep the “record” on the financial status of the chapter. Probably the first duty or responsibility of the treasurer is to learn from the adviser the duties in handling the chapter’s funds.

A new copy of the official treasurer’s book and the complete records of the out-going treasurer should be provided at the beginning of the year. The records should be audited before they are turned over to the new treasurer.

It is the chapter’s treasurer’s responsibility to keep a record of the income and expenses of the chapter during the year. In order to do this, certain supplies are needed. For example, each treasurer should have, in addition to the treasurer’s book, a supply of deposit slips used by your chapter.

The treasurer, under the supervision of the adviser, should make the chapter deposits. This officer, if the school allows, should prepare the deposit slips. These should be in duplicate—in order that the chapter may have an itemized record.  Your school’s bookkeeper should have these available for each teacher to use when making deposits.  
Another responsibility of the chapter treasurer is to make, immediately after taking office, a complete inventory of the chapter’s equipment, books, paraphernalia. The out-going treasurer and adviser should assist. This inventory should be recorded in the treasurer’s books as soon as completed.

The treasurer is the key person in preparing the chapter budget. The budget committee and the chapter adviser should assist. This budget, as soon as it is approved by the chapter, should be copied in the treasurer’s book. The budget should be carefully worked out by this group. Careful attention should be given items requiring expenditure of chapter funds during the year. Possibly expenditures common to most chapters would include state and national dues, chapter secretary and treasurer books, activities report, stationary and stamps, FBLA jewelry, projects, and social events.
Chapter treasures should, if possible, serve as chairperson of the chapter’s Fund Raising Committee, or certainly should be a member of the committee, as this will provide the opportunity to assist in planning the chapter’s fund raising activities during the year.

The treasurer should fill in the first few pages of the new book as soon as possible. A few committees should be appointed early in the year by the chapter. These include the auditing and budget committees. The chapter roll should be copied alphabetically, with the member’s last names first. Chapter, state, and national dues should be recorded in their respective columns.

Certainly is the responsibility of the treasurer to work with the adviser in sending to the FBLA National Office the state and national dues before the deadline set forth by the state. The treasurer is also responsible, along with the chapter adviser, for collecting these dues immediately after the school year begins. It is important that the treasurer knows what state and national dues are. Any additional dues for students becoming members during the year should be sent to the FBLA National Office.  (Please make note of the school year’s deadline for dues to be paid to compete in district and state competitive events.)
The treasurer should not get behind with record keeping. In short, the treasure’s book should always be up-to-date. When cash money is received, issue a receipt and keep a stub. Also, when chapter disbursements are made, get a receipt for each disbursement. These should be filed as supporting evidence of expenses and receipts. The account should be balanced at regular intervals and the cash on hand checked against the balance shown in accounts. At the end of the year, the treasurer’s record should be audited by the auditing committee and approved by the school administration according to school policy.

Chapter funds deposited in the school’s treasury should be handled just as if they were to be deposited in a bank. The treasurer should keep a complete itemized list of all deposits even though only the total amount deposited is recorded on the central school treasurer’s record. This itemized list should be attached to the sheet after the deposit is made. This gives the treasurer a complete record of all the deposits.

VERY IMPORTANT—The chapter’s treasurer’s book, when completed, is to be filed as a part of the chapter records. It should never be torn up and used to complete another treasurer book. The treasurer’s book contains records which should be available for use any time need.

A good treasurer contributes much toward the efficiency of the organization. Accuracy, promptness, and resourcefulness are important. Suggested duties are:
1. Receive and act as custodian of chapter funds.

2. Collect dues and assessments.

3. Keep the financial records of the chapter.

4. Pay out chapter funds as authorized.

5. Encourage systematic saving.

6. Build up the chapter’s financial standing.

7. Keep books available for any active chapter members to view.

8. Be responsible for any shortages of funds.

9. Make frequent reports to the members.

10. Serve as chairperson of finance committee.

SAMPLE FORMAT FOR TREASURER’S REPORT

FUTURE BUSINESS LEADERS OF AMERICA

___________________________ HIGH SCHOOL

TREASURER’S REPORT

FOR THE __________________ ENDING ___________

                                                 (Week, Month)                            (Date)

BALANCE BROUGHT FORWARD FROM __________________
$___________







  (Date of Last Report)

RECIEPTS

________________________________________

$______________

________________________________________

  ______________

________________________________________

  ______________

________________________________________

  ______________

________________________________________

  ______________

TOTAL RECIEPTS







    __________
TOTAL CASH AVAILABE 






    __________

DISBURSMENTS

________________________________________

$______________

________________________________________

  ______________

________________________________________

  ______________

________________________________________

  ______________

________________________________________

  ______________

TOTAL DISBURMENTS 






    __________

BALANCE ON HAND ____________________________


   $_________
                                                    (Date of this Report)





SAMPLE TREASURER’S REPORT
FUTURE BUSINESS LEADERS OF AMERICA

JEFFERSON CITY HIGH SCHOOL

FOR THE MONTH ENDED SEPTEMBER 30, 20__

BALANCE BROUGHT FORWARD FROM AUGUST 31, 20___

          $128.52

RECIEPTS:


MEMBERSHIP DUES AND FEES

$      18.00


CHAPTER PROJECTS


      198.00


OTHER FUNDRAISING ACTIVITIES
      207.63


CONTRIBUTIONS



        92.00


OTHER CHAPTER INCOME:








_________

TOTAL RECIEPTS:







          $515.84

TOTAL CASH AVAILABLE





          $644.36

DISBURSMENTS:


OFFICERS’ TRAINING CONFERENCE
$      12.00



REGISTRATION



FBLA AWARDS



        10.60


STUDENT GOVERNMENT


          8.00


COST OF FUNDRAISING ITEMS

       101.75


MISCELLANEOUS:








BIRTHDAY CARDS


           5.00
TOTAL DISBURSEMENTS:





          $137.35
BALANCE ON HAND, SEPTEMBER 30, 20___



          $507.01
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2006-07 SCFBLA State Officers:


Robert Harris, State Treasurer


Brittany Jones, District I Vice President


English Montgomery, District III Vice President


Jasmine Tilley, District IV Vice President


Tameka Walls, District V Vice President
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