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WHAT IS A PRESIDENT?

A president in Altrusa is a leader whose influence affects all members in her/his club.
The level of morae, enthusiasm, and dedication of the club membersisin large part a
measure of the president’s leadership qualities.

Because none of usisinfalible, you will make mistakes. The worst mistake you can
make is not to face up to your errors. People are forgiving when you do and they will

respect your integrity.

There may be times when you feel that the leadership responsibility istoo heavy. Be of
good cheer; these lows are more than offset by the rewards that will come to you in
little ways.

Keep in mind the reason you became a member of Altrusa, the principles and objec-
tives of membership, and the inspiration you can give to others to rise to high levels of
leadership.

Presidents are...

Prepared

R esourceful
Enthusiastic
Sympathetic
| nterested
Devoted
Energetic
Neutral

T actful

Sincere

Plan your meeting well in advance and prepare an agenda. Statements such as “I
forgot” or “I left that at home” reduce your effectiveness in the eyes of the members.

Never have a bewildered look. If the speaker fails to arrive or the panel “fals apart,”
wing it, aways have an “ace in the hole.”

Look vibrant, interesting, and aive. The lack of enthusiasm or its abundance can be as
contagious as “ the 24 hour virus.”

Lend an ear, but do not over do it. Y ou owe your time and energy to all and not just to
afew. Beware of the constant complainer!

Do not spread yourself too far or you will not be effective in any area. Keep your eye
on what you wish to accomplish.

Devotion to the club is necessary; however redlize you are not “married” to it. Posses-
siveness can be fatal! Y ou belong to the club, it does not belong to you.

It takes a lot of energy so utilize your members. Delegate so you will not have a
nervous breakdown during your term.

As president, you are an impartial judge. Do not try to influence. Hear both sides
before giving your opinion or making a decision.

The ability to get along with people is avaluable asset. Do realize—your members are
giving of their valuable time and money to the organization.

Believe deeply in your club. Do not use the office as a stepping stone for persona
advancement. Give praise generously—it helps to make your job easier!
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CLUB PRESIDENT’S RESPONSIBILITIES

As the club’s top officer, the president holds the club’s most challenging position. At
the same time, the office of club president offers the most reward as it is the office
most able to move the club forward. With the help of the board and individual commit-
tee members, the president can help the membership attain exciting new service achieve-
ments as well as gain greater community recognition for the club. In addition, presi-
dents develop the type of leadership skills that are needed and drawn upon by the
District when dating officers and appointing committee chairs and by International
when making committee appointments.

* Assume the leadership role of president.

» Prepare a written agenda for al club meetings.
* Preside with enthusiasm at meetings.

» Express appreciation for club achievements.

» Follow approved parliamentary procedure.

» Make sureyour club has a strategic plan and that it is being implemented and moni-

» Share District and International communications involving membership.

 Share pertinent information from District and International mailings with officers
and committee chairs as soon as possible.

* Oversee the proper functioning of club committees.

» Serve as the club’'s community representative, attending functions where Altrusa
should be represented, or appointing another member to serve as the club’s repre-

President’s
responsibilities
to the club
tored yearly.
» Sign all membership certificates.
sentative.
President’s

responsibilities
to the board

» Schedule atime and place for regular board meetings.
» Prepare an agenda for board meetings and advance a copy to every board member.
» Preside at board meetings and follow approved parliamentary procedure.

* Allow time for full discussion of business.

The President
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4

Prepare or assist another board member in preparing the board’ s actions and recom-
mendations in concise and clear language before presenting them to the club for its
approval.

Give advance notice of business to be considered by the club when the Bylaws so
specify.

Responsibilities
to the District

Keep lines of communication open between District Officers and Committee Chairs.

Work to have the club’s full delegation of representatives attend District Confer-
ence.

Ensure that the club submits entries for District award competition.

Keep club members aware of the scope of their membership by encouraging par-
ticipation in District functions.

Send recommendations approved by the membership to the District Bylaws, Reso-
lutions and Recommendations Committee Chair for future consideration by the Dis-
trict Board of Directors or delegate body.

Make sure that all District reports are filed on time.

Direct the arrangements for the officia visit of the District Representative. Once

thetime of thevigitisestablished, it is the president’ s responsibility to do the follow-

ing:

1. Advisethe Didtrict Representative of any club problem or concern that should be
addressed during the visit.

2. Provide the District Representative with a current yearbook and several back
issues of the club newdetter.

3. Oversee the local arrangements, such as accommodations (paid by the District)
and publicity.

4. Arrange for the District Representative to meet al one with the board of directors.

Responsibilities
to International

Implement the Altrusa International Long Range/Strategic Plan by making the bien-
nium strategies an integral part of the total club program.

Keep members “thinking International” by raising their sights to the scope of their
membership.

Relay any International Bylaw or Policy change or other International Board or
Foundation decision to the club membership.

Work to have the club’s full delegation of representation attend International Con-
vention.
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» With the approva of the club membership, send written statements in support of
candidates to the International Nominating Committee.

* With the approva of club membership, send recommendations to be considered by
the International Board of Directors or delegate body to the International Bylaws,
Resolutions and Recommendations Chair.

» Make sure that all reports required by International are filed on time.

BASIC TOOLS OF THE JOB

Be knowledgeable—be familiar with and have copies of each of these important pieces
of material.

Altrusa I nternational Encyclopedia: Contains everything you will ever need to know
about Altrusa, except for Bylaws and Policies.

Bylaws and Palicies: International and District Bylaws and Policies, and loca club
Bylaws are to be used in conjunction with your club policies. Have this document at all
club meetings.

Point of Order: A useful booklet containing the basics of parliamentary procedure.
Club President’s Handbook: Contains information about leadership and planning.
Altrusa Accent: A communication sent by the Internationa office to club presdents.
Make sure you distribute information in the Altrusa Accent to the appropriate officer,

chairman, or member.

Calendar: A necessary tool for you to work efficiently. Make one for yourself incor-
porating the dates in the Club President’ s Handbook.

The gavel: Meant to be used only at the appropriate times.
Classification Guide: Includes membership and classification help.
Digtrict Service Bulletin: Keeps you informed concerning matters in your District.

Altrusa Accent and I nternational Altrusan: Keep you attuned to matters at the Inter-
national level.

Club History: Contains History of club.

Brochures: Include The Altrusa Tradition, What is Altrusa?, the Sponsors Guide,
as well as locally prepared brochures.
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PRESIDENT'S MONTHLY CHECKLIST

"~ Present budget at business meeting for adoption.

"~ Present club calendar for the year at business meeting.
" Begin having committees develop projects.

"~ Develop yearbook with Y earbook Committee.

" Remind treasurer to send $20.00 to International for Convention fee (billed with

"~ Dues must be mailed by June 15 to avoid penalty.
"~ Discuss proposed Bylaws and Resolution changes and Nominees to be presented at

" “At Board Meetings, approve new Bank Signature Authorizations.

"~ Attend International Convention (odd years).
"7 July 10: last day for members to pay membership dues before required to pay rein-

"~ Begin selection of Make a Difference Day project.

"~ Start encouraging members to attend fall workshop.
"~ Following International Convention, review Bylaw changeswith members (odd years).
"~ Report from delegates to International Convention (odd years)

June
" " Publish first newdetter.
" Club’'s fiscal year begins
dues).
the International Convention.
July
statement fees
August
September

(Literacy Month)

"~ Celebrate International Literacy Day on September 8.

"~ Review club responsibilities for the visit of District Board member.

"" Prepare for fall workshop. Plan to attend.

"~ Bvaluate the first three months of club activities and attendance; make changes if
they are needed.

"~ Plan and publicize activity for Make a Difference Day.

"~ Send copy of club yearbook to District Officers and one copy to the International
Office.

"” Remind treasurer to mail any contributions to the International Foundation Grant

"7 If necessary, file IRS Form 990 by October 15. (If the club hasaLocal Foundation,
two Form 990s may be necessary.)

" Send Make a Difference Day pre-report to International Office.

"~ Participate in Make a Difference Day.

October "~ Attend fall workshop.
Program.
" " Work on member recruitment.
November

"~ Reports by members attending workshop
"~ Begin work on election of club Nominating Committee.
" Send final report on Make a Difference Day report to International Office.
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December "~ Haf-year dues for new members December 1 through March 31
"~ Observe holidays with meaningful program.

" Midyear review of Strategic Plan
" "Midyear evaluation of Club Program

January "~ Elect club Nominating Committee.

"~ Have Bylaws, Resolutions and Recommendations (BRR) Committee start work on
changes in Bylaws.

" " Elect Delegate/Alternate to District Conference at least 60 days prior to Confer-
ence. Send names of Delegates and Alternates to the District Secretary.

"~ If club has L ocal Foundation, send Local Club Foundation Annual Report to Interna-
tional Foundation by January 15.

““Add An Altrusan Day

February "~ Report of club Nominating Committee
" Start campaign for Conference attendance.
" " Watch District literature for due dates for Mamie L. Bass, LethaH. Brown and Dr.
Nina Fay Calhoun award applications.

March " " Election of Officers and Directors

" " Have secretary send list of newly-elected Officers to District Governor and Inter-
national Office on forms provided within 10 days of election.

"~ Give copy of Incoming President’s Calendar to newly-elected president.

" Start work on club’s activity report (due May 31).

"~ Encourage incoming president to select Committee Chairmen.

" " Plan to attend District Conference.

"~ Incoming Committee Chairs meet with outgoing Committee Chairs for committee
update.

April "~ Celebrate Altrusa Awareness Day on Altrusa’s birthday, April 11.

" " Elect International Convention delegates and alternates (odd years). Send delegate
list to International Office at least 90 days prior to Convention.

"~ Salicit club contribution to Altrusa International Foundation Endowment Fund.

"~ Meet with incoming and outgoing Board to transfer materials.

" Request Officers/Chairmen prepare annual reports.

" By 4/30, send list of newly-appointed Chairmen to District Governor and Interna-
tional Office on forms provided.

" " Assist incoming president and Finance Committee with budget.

"~ Membersinitiated between 4/1 and 5/31 pay full-year dues good through 6/1 of next
year

" Plan installation of new Officers and Directors.

May " Preside at annual meeting and installation of Officers.
"” New board in charge immediately following installation.
"~ Club Activity Report due May 31. Send a copy to District Chairman and Interna-
tional Office to be considered for Distinguished Club award.
"~ Community Leadership Award nomination to International Foundation
"7 ASTRA Club Service Award entry due to International
"~ Dues and International Convention fee are due by June 1.

The President
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TIPS FOR THE PRESIDENT

The following in no way precludes studying the remainder of this handbook, but is an
effort to point out some of the essential factors that will keep your year as president
running smoothly.

Preparation for
becoming
president

» Become familiar with Point of Order, Altrusa Encyclopedia, International Bylaws
and Policies, and this handbook.

» Study all up-to-date Altrusa publications. Share with appropriate Committee Chair-
men.

* Orient your OfficerssCommittee Chairs and give them written job descriptions.

» Study your club’s Strategic Plan, District Strategic Plan and the International Long
Range/Strategic Plan. With your members or a committee, write your club’s yearly
action plan. Make sure all Committee Chairs know and understand what is ex-
pected of their committee in the plan

* Work with your newdetter editor concerning your first edition; consider including
apresident’s column, distribution time frame, types of articles you want to include,
and format.

The meeting

* Preside from an agenda. Prepare a new one for each meeting. When preparing the
agenda, contact your Officers and Committee Chairs if they will be expected to
make a report.

* Try to avoid the use of the persona pronoun “I.” Write the word “chair” in the
margin of your agenda where you will see it. That will remind you to refer to your-
sdlf as “the chair.”

» Call to order—qgive onerap of the gavdl.

» Keep the meeting moving. Interest slows when action dows. The chairman sets the
standard, the pace, and the quality.

* Be enthusiastic—it's contagious.

» Refer to Section 3, Effective Meetings, for more information.

Trouble
shooting

» Keep your sense of humor. You may need it!

» Follow the monthly checklist for the president (pages 6 and 7).
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If a member of your Board does not perform satisfactorily, handle the situation
promptly. It will only get worse if you don't.

Try to beavailablefor all functions—service projects, fund raisers, Committee meet-
ings, etc. If you cannot attend ask the president-elect or another officer to go in your
place. Thisis the best way to know what is happening in your club. Don’t assume
Committees are functioning!

Offer club members an opportunity to indicate their like or disike for projects.
Develop a midyear evauation.

Include the president-elect or first vice president in as many phases of the organiza-
tion as possible. You are her/his mentor. Prepare her/him to take over after your
term is finished.

Check with the treasurer periodically to be sure that all new member information
and address changes have been submitted appropriately.

Half-year dues are in effect from December 1 through March 31. New member dues
paid in April and May cover the remainder of the current year, plus all of the next
year.

Are your members aware that they may attend Board meetings? Make them all fed
welcome.

Communications

Relay all International, District, and local correspondence promptly to the appropri-
ate member. Pay specia attention to each piece of information in the Altrusa Ac-
cent sent to club presidents from the International Office.

Answer al mail promptly.
If funds permit, share club newdletters with al District Officers, the International

Office, and the International President. At a minimum send copies to the District
Governor and the International Office.

Special events

Strive to enter all District and International award competitions.

Announce and promote all upcoming meetings, workshops, District Conferences,
and International Conventions. Encourage your membersto be active on all levels of
the organization. Ask delegates to give a report.

Evaluation

Plan a midyear evaluation and end-of-year evaluation of your strategic plan and
yearly action plan.

Evaluate your persona performance against persona expectations.

Periodically evaluate your OfficersCommittee Chairs.

The President
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HOW DO YOU KNOW WHEN YOU ARE ON THE RIGHT TRACK?

You are on the right track when you can answer “yes’ to the following questions:

u

u

Am | a peace with myself?
Do | have enthusiasm and a positive attitude in everything | undertake?

Am | flexible and adaptable, not bound by preconceived notions, nor stymied by
unexpected road blocks?

Ismy vision broad enough so that | am concerned with more than solving problems
and directing people and can spark new ideas, look ahead, and anticipate?

Do | have awell-devel oped sense of empathy so that | put myself in another person’s
place and see her/his situation as she/he sees it?

Do | have patience so that | can let a person gain experience by doing rather than
jump in and teke over?

Do | encourage and fairly consider the ideas of others?
Do | take suggestions and criticisms without feeling resentful ?

Do | have asense of humor so that lifeisnot al “do or die” and | can laugh at myself
and admit my own mistakes?

Am | generous enough in sharing the praise that comes with ajob well done when it
involves the efforts of others?

Do | discipline myself in the ways needed to do the job and maintain purpose and
balance as a leader in life?

Section 1
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* Each time we ask more of ourselves
than we think we can give...
And then giveit...

We grow.”

— Cicero—
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LEADERSHIP: A DEFINITION

Leadership has been defined by Emily Morrison as the art of getting or inspiring
people to do something with the focus on people. By contrast, management deals with
the allocation of resources associated with a task. In Altrusa it takes both to get the
required balance. A leader has only so much power over others. It is useful, positive,
and creative power if it includes finding the best people for the jobs—people who
receive satisfaction in return for their giving. This requires meeting the needs of others
so that they will meet your needs as a leader.

To have an effective relationship between president and members or chairman and
committee, there must again be a balance. This should reflect how much both the
leader and the members are getting out of the relationship. If one tends to gain more,
and this is conspicuous to the other, productivity diminishes. Volunteer work requires
each person receive her/his needed degree of satisfaction.

As we study leadership we will look at the needs of both the leader and the member
and how the leader can insure that all members receive satisfaction. The following
section deals with the styles of |eadership, the various leadership skills, and the needs
of the volunteer. All of which are important to understand as an Altrusa leader.
(Adapted from Morrison, Emily, page 61)

Leading is about effectiveness.

Leadership isabout trust; it iscreative and adaptive.

Leaders inspire people and empower them; they pull rather than push.
An effective leader isnot “born,” but isalwayslearning.

Every leader leaves a legacy—a foundation for the future.

What leadership
means

* Leadership is “influence” directed toward attaining goals and is achieved through
communication.

» Leadership is influencing people beyond routine compliance with direction and
orders.

* Leadership is an act that causes others to respond in a positive manner.
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* Leadership isthe key dynamic force that motivates and coordinates an organization
to accomplish its objectives.

» Leadership is the ahility to inspire confidence and support among the people who
are needed to attain organizationa goals.
(DuBrin, Andres, pages 4 and 5)

Seven traits of a
leader

Are leaders born or made? Can you learn superior leadership skills? Y es, experts agree
that leadership can be learned. They have noticed seven specific actions that success-
ful leaders carry out, regardless of the organization or cause they lead.

Effective leaders:

» Make others fee important. If your goals and decisions are self-centered, followers
will lose their enthusiasm quickly. Emphasize their strengths and contributions, not
your own.

» Promote a vision. Followers need a clear idea of where you're leading them, and
they need to understand why that goal is valuableto them. Your job asaleader isto
provide that vision.

» Follow the Golden Rule. Treat your followers the way you enjoy being treated. An
abusive leader attracts few loya followers.

» Admit mistakes. If people suspect that you’ re covering up your own errors, they’ll
hide their mistakes, too, and you'll lack valuable information for making decisions.

 Criticize others only in private. Public praise encourages others to excel, but public
criticism only embarrasses and alienates everyone.

» Stay close to the action. You need to be visible to members of your organization.
Tak to people, observe other organizations, ask questions, and observe how other
groups do business. Often you will gain new insights into your work and find new
opportunities for motivating your members.

» Make a game of competition. The competitive drive can be a valuable tool if you
use it correctly. Set team goals, and reward members who meet or exceed them.

Examine your failures and celebrate your group’s successes.
(“Manager’s Intelligence Report”)

The growth and development of peopleis
the highest calling of leadership. — John Maxwell —

Leadership| 13
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SKILLS FOR EFFECTIVE LEADERSHIP

The skills required for effective leadership are multifaceted. Often a leader feels that
shefhe must be everything to everyone. Understanding the skills of an effective leader
will help to diminate the feelings of frustration. The following is a list of the major
leadership sKills; al of which can be learned.

Assessing or
evaluating

The successful leader assesses constantly and offers the membership an opportunity to
evaluate club progress.

She/he analyzes:

Personal performance against planned objectives

Performance of officers and chairmen

The success of the club in achieving club, Didtrict, and Internationa goals

She/he offers the opportunity for every Altrusan to assess the club in reation to
club, District and International goals

She/he assesses your club through the completion of a Club Activity Report. Keep
a copy, send one to the appropriate District person, and to the International office.
(See Section 13)

Commitment

Commitment is central to the volunteer experience. It is shaped by a person’s values
and bdliefs. One becomes committed to something. In Altrusa commitment is as im-
portant to the members asit is to the leaders. To have a successful club everyone must
experience commitment.

Commitment is a deeper fedling than mativation. It islinked to core values. Motiva-
tion inspires a person to join an organization, whereas commitment often develops
or deepens after the member becomes part of the club.

Commitment can change and evolve over time. It goes deeper than motivation and
will likely involve a shift in “values.”

Commitment cannot be imposed from the outside.

Commitment needs to be understood. Through subtle questions and observation we
can learn the objects of a member’s commitment

The starting point for commitment may develop by becoming accustomed to an
organization.

Members look first for a possible focus for commitment from other members or in
the organization itself, then to the mission or the vision of the organization.
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We must plan and devel op programs that draw on members commitment and degpen
it at the same time.

Let your members see your commitment to Altrusa and encourage them to experience
that same deep sense of commitment.

Communication

Tip: Know
when to back
off! Don't
nurture until
you smother
your mem-
bers. Indepen-
dent minded
people may
resent being
nurtured. The
best approach
inthiscaseis
to smply be a
good role
model.

Leadership calls for clear, concise communication about goals, performance, expecta
tions, and feedback. It is a two way exchange. The speaker sends a message through
words and actions. The listener receives a message and acknowledges it through words
and actions. Both the encoding and the decoding process are necessary before commu-
nication is complete.

Along with speaking and listening, effective communication involves body language,
facial expression, eye contact, methods of handshaking, etc. It is as multifaceted as
leadership itsalf and should be the subject of a complete workshop.

Powerful and dramatic communication facilitates influencing and inspiring people. To
help people devel op and grow, amore mellow type of communication is needed. Effec-
tive leaders use supportive communication to nurture group members and bring out
their best. Thisisimportant in Altrusa as we develop leadership skillsin our members.

Supportive communication is defined as a communication style that delivers
the message accurately and supports or enhances the relationship between
two parties. Supportive communication has seven principles or characteristics:

Problem oriented, not person oriented. Most people are more agreeable to adis-
cussion of what can be done to change a method than to change them.

Based on verbal and nonverbal communication being congruent. This means
your words, body language, and facial expressions are al in agreement with one
another and that you don't send any mixed messages. For example, if you say, “I
really like you,” but you have your arms folded and a scowl on your face, that's a
mixed message.

Validates never invalidates people. It makes a person feel good because it accepts
the presence, uniqueness, and importance of the person.

Specific, not general. Most people benefit more from specific rather than general
feedback.

Linked logically to previous messages, thus enhancing communication. It is
easier for group members to follow the leader’ s thoughts when communication has
alogical link to what has just been communicated.

Owned, not disowned. Don't attribute the authority behind your ideas to another
person. Effective communicators take responsibility for what they say

Leadership| 15



* Requires listening as well as sending messages. A key strategy for helping
people grow and develop is to alow them to be heard.

Be supportive in your method of communication. It will pay off ten fold as you see
your members become effective leaders.
(Adapted from Stephens, George)

Tone of voice and other such cues can reveal a great dea about our feglings during
meetings. How long we speak, how frequently we repeat words or phrases, the fluency
of our speech, and the pitch of our voice will tell others more than we might believe.
Rate yourself

Y N Do you enunciate clearly?

Y N Do you speak at a comfortable speed for listeners?

Y N Do you use reinforcers when you speak? (Okay, um hum, ah, or um)

Y N Do you sound self-assured?

Y N Is the volume of your voice appropriate?

Y N Isyour voice pleasant, with avariable pitch and upbeat, positive tone?

Nonverbal Did you know that approximately 55 percent of what we communicate is sent through
communication non verbal behavior. These signals include facial expression, eye contact, distance,

posture, use of hands, arms, legs, and other body movement. We send messages we
sometimes don’t intend to, especialy during the initial minutes of a meeting.

Which of these common meeting behaviors are positive (P) examples of nonverbal
communication? Which are negative (N) examples?

P N  Yawning P N  Tapping pencil/pen
P N  Crossed arms P N  Eye contact

P N  Doodling P N  Weak handshake
P N  Leaning forward P N  Crossed legs

P N  Smiling P N  Interrupting

Can some of these be both positive and negative?

* Try these methods to improve nonverbal communication in meetings:
° Stand up when you are introduced.
° Maintain a straight posture, leaning forward dightly when sitting.
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° Maintain eye contact 90 percent of the time, in face-to-face conversation.
° BEvenly distribute your weight on both feet when standing.
° Nod your head to acknowledge understanding.
° Use openhanded gestures to demonstrate key points.
° Maintan a distance of two to four feet for business communications, less dis-
tance for intimate conversations, and more distance for public interactions.
(Adapted from Silva, Karen, pages 11 and 12)

A final hint about Studies have shown that individuals who are willing to introduce issues early in a
communication meeting will have a better chance of exerting influence later. Be sure to state your
ideas clearly and concisely.

A handy formula to remember is:
u STATE your point succinctly.

u SUPPORT and explain your point.
u SUMMARIZE your origina point.

Refer to Section 11 in this handbook for information about Altrusa communications.

Delegating is It has been said that delegating empowers the member and helpsin the development of

empowering future leaders. It is a method of getting work done with each member doing her/his
part. Through delegating, a part of the responsibility is assigned to others who will help
to find the solution. By doing this we also develop leadership for the future.

» Considerations before delegating:
° Istheindividua capable of handling the task?
° Will the individual take the responsibility seriously and feel a commitment to it?
° How critical isit to the club that this task be done well?
° Will al members involved be able to work well together?

» Advantages of delegating:
° Develops a sense of belonging and importance in the members involved.
° Encourages creativity, initiative, and independence.
° Ingpires and stimulates motivation.
° Shares the power.
° Offers an opportunity for growth and development and for others to observe this
change.
° Allows the leader freedom to oversee the total operation.

* Responghbilities of a leader when delegating:
° To assign tasks only to those qualified.
° To make the assignment clear, give concise instructions on what to do, what
needs to be accomplished, and when it needs to be completed.
° To assign the authority (empower) to discharge the tasks.
° To obtain the member’s commitment to the task.

Leadership| 17
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To provide the needed resources (funds, files, Altrusa printed materials, etc.) to
accomplish the task.
To ask for ideas on how to do the job.
To check to seeif help is needed.
To offer encouragement and support.
(Morrison, Emily, pages 65 and 66)

Educating

Educating oneself and club members is essential to successful leadership. As Altru-
sans personal development is one of our primary goals in the Long Range/Strategic
Plan. For the effective leader it takes on two forms:

* Preparing to become a successful leader through personal education.

o

o

o

Study this handbook.

Become familiar with Robert’s Rules of Order through Points of Order.
Become familiar with all Altrusa publications: Bylaws and Policies, Altrusa
Encyclopedia, Classification Guide.

Study all of the club’s job descriptions.

Study the International, District and club Long Range/Strategic Plans, under-
stand the goals of our organization at all levels.

* Help club members to better understand our organization through:

o

o

o

o

Orientation and reorientation programs.

Interpreting the International and District Long Range/Strategic Plan.

Inviting all members to board meetings. Those who want to learn will attend.
Assisting your board members and committee chairmen by supplying them with
job descriptions.

Training your board members and committee chairmen.

Encouraging members to attend conventions, conferences, and workshops for
the purpose of learning more about our organization.

A leader is best when

People barely know he exists,
When hiswork is done,

Hisaim fulfilled...

People will say: We did it ourselves

— Lao-tzu —
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Help to paint avision for the group. Walt Disney stated, “ If you can dream it, you can
doit.” An effective leader knows that it takes a vision and a plan to see it to fruition.

* The vision needs to be communicated to the group. Unified focus flows from the
communication of avision. Vision animates, inspirits, and transforms purpose into
action. By definition avision isalittle cloudy and grand. If it were clear, it wouldn’t

* In creating a vision statement for your club, remember that a vision:

° taps into embedded concerns and needs.
o asserts what you and your members want to create.

o provides meaning to the work you and your colleagues do.

° jsaliving document that can always be expanded.
o provides a starting place from which to get to more levels of specificity.
° isbased in two deep human needs: quality and dedication.

Y our vision will be uniquely your own. In creating it, take arisk. Y our vision should
speak to the needs of the members of your club.
(Adapted from Bennis and Goldsmith, page 106)

» Planning is essentia for avision to become reality. The leadership of our organiza-
tion hasavision for Altrusa. Our International Long Range/Strategic Plan states
our vision “Altrusa: Leaders in Service—Giving the gifts of leadership and service
to communities worldwide.” Study your club’'s strategic plan. Can you develop
your vision using the plan as a guide?

As an Altrusa leader you must assist the members in developing plans for your
group. Strategic planning, goal setting, and project planning are addressed in Sec-

Vision
be avision.
° engages your heart and spirit.
° is something worth going for.
° isample.
tion 4 of this handbook.
Honesty

Honesty is always the best policy. Our parents used that phrase when we were chil-
dren. It isasimportant now asit wasthen. Honesty is absolutely imperative to aleader.

 Altrusans must know that their leader will do what is promised

 Altrusans must know their leader has credibility. A leader never hides or covers up
a problem.

» Altrusans must be able to say that their president is honest, ethical, and trustworthy.

Without knowing that their president is honest and trustworthy, it is difficult for mem-
bers to have respect for the leader.
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Inspiration

The nerve center of leadership is inspiration. Remember the definition of leadership:
“The art of getting or inspiring people to do something with the focus on people.”
Without the ability to inspire a leader has very little influence with the membership.
Think of great |leaders—Gandhi, Winston Churchill, Thomas Jefferson. What onething
did they have in common? The ability to inspire their followers.

A good leader inspires others to have confidence in her/him,
A great leader inspires themto have confidence in themselves.

Listening

Listening is an exploration involving both the speaker and the listener. Follow this
formula to become a more effective listener.

» Attend to the message. Use the SOLER approach:
S—Face the person squardly.
O—Adopt an open posture.
L—L ean toward the other person.
E—Maintain good eye contact.
R—Try to be relaxed.

* Interpret the message. Communicate to the person that you are receiving the mes-
sage.
° AsK questions.
° Repeat the important points.

» Evaluate the message. Determine your own agreement, disagreement, acceptance,
or rgjection of the speaker’s ideas and then express that evaluation.

* Respond to the message. The listener has an obligation to respond in two different
ways:
° Ongoing active listening and clarifying.
° Taking action as aresult of the communication.

Participation

Participation is a fundamental rule of successful leadership. In Altrusa it isimportant
that the club president participate in District and International events, club fund rais-
ers, and service projects as well as facilitate meetings.

* Members want their leaders to work side by side with them.

» Leaders need to know the success of events and there is no better way to evaluate
them than to have participated.

» Leaders must encourage all members to participate in club activities.
The ability to participate in a challenge and to make it a shared challenge is an

incredible task for a leader.
— Patricia M. Carrigan, Plant Manager Genera Motors —
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Recognition Recognition of all members for a job well done is critical to effective leadership. In
discussing recognition Dale Carnegie states, “If you want to gather honey, don't kick
over the beehive.” That is so true of an Altrusa leader. If you want to get something
done, pat your members on the back. They will work twice as hard for you in the
future.

» Extringic recognition may include:
° Notes and phone calls
° Public ceremonies and public recognition
° Article in the club newsdl etter
° One-to-one pat on the back
° Certificates

e The intrinsc rewards may include:
° Feding useful
° Using their special skills and talents
° Feding needed and wanted
° Experiencing personal growth
° Being acknowledged as a part of the team

Stimulation Stimulation is often used to mean motivation and vice versa. Both are important to an
effective leader. It is difficult to motivate an individual, but you can stimulate them
into action. Their motivation must come from within. The leader must:

* Create the environment and stimuli that will spark a need in the member to achieve
the goa or goals of the organization.

» Be sengtive to what aspects in the environment stimulate the members.
» Know that the member’s self image affects the extent to which she/he can be stimu-
lated. Praising amember for one task will stimulate the member to take on more and

larger tasks.

Remember, leaders will never succeed in motivating people if they undermine the
members self esteem.

Team building Our organization, Altrusa, attempts to do everything by team. Whether it be our Inter-
nationa officers and committee chairs or our club officers and committee chairs, we
work as teams! An effective leader builds a team by:

* Having a common purpose or mission.
° Why do we exist?
° What is our goa?

» Edtablishing ground rules for team behavior.
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» Using conflict in a positive, not a destructive, way.

» Ensuring tasks are evenly delegated and shared. Everyone wants to share in the
success.

* Recognizing individual differences and involving everyone. Recognize your mem-
bers strengths and weaknesses and select the right person for each task.

» Showing appreciation and giving public recognition to the team.
The ability to build ateam is one of the most important leadership skills. The key am
of team building is to improve the problem solving ability of team members. This

includes:

* A clear understanding of each team member’s role in the group.

A clear understanding of the team’s purpose and role in the total functioning of the
Tog ether organization in which it operates.

Everyone * Increased communications among team members about issues that affect the effi-

ciency of the group.
Achieves
» Greater support among team members through greater openness, trust, and willing-
M ore ness to give and receive constructive feedback.

* A sound understanding of group interaction—the behavior and dynamics of any
group that works closely together.

* More effective ways of working through problems within the team at both task and
interpersonal levels.

» Greater collaboration among team members and a lessening of competition that is
costly to the individua, group, and the organization.

» The ability to use conflict in a positive rather than a destructive way.

» The group's increased ability to work with other groups in the organization.

A sense of interdependence among members.

The ultimate aim is a more cohesive, mutually supportive, and trusting group
that will have high expectations for task accomplishment and will at the same
time, respect individual differences in values, personality, and idiosyncrasies.
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FIVE CONCRETE STEPS TO NATURAL LEADERSHIP

The Emergence of a Leader

Don’t be a The most certain way to assure being eliminated as aleader isto act and talk in such a
manipulator way that the others perceive that you are attempting to manipulate them or the group.
We al should belong to groups in which we have a sincere interest. We should be
dedicated to their welfare and not fedl a desire to manipulate them. A good salesman
knows that he must be sold on his product to sl it to others. The member who emerges
as the natural leader must be sincerely and completely dedicated to the welfare of the

group.

Be willing to pay To emerge as the natura leader you must want to help the group enough to do the

the price work. Almost everyone would like the rewards of leadership, but not every member is
willing to work “above and beyond the call of duty” for the group. They work over-
time, inconvenience themsalves, and tackle even low status tasks with enthusiasm.
Members who emerge as leaders are willing to arouse resentment and take criticism.
The group requires that its leader make some of the tough decisions. For example,
when painful decisions about distributing rewards unequally, must be made, the group
usually pushes them on the leader. Such decisions inevitably arouse resentment. The
person who emerges as leader must demonstrate that shefhe is tough enough to make
such decisions wisely and take the criticism.

Talk up If you wish to be a leader, you must take an active interest in the group’s work. You
must make a contribution. Your talk and action must show an active commitment to
the group, a concern and consideration for the others as people and an understanding
of the task. Remember, however, that the person who talks a lot, but who seemsto be
the manipulator, or who seems inflexible or uninformed does not emerge as the leader.

Do your If you wish to be a leader you must know what is going on. Members who emerge as

homework leaders have sensible ideas and state them clearly. They know things that will help the
group. Be informed about the group’s work. Plan for the good of the group. Put in
extra time working out ways to improve the group and to help it achieve its goals.
Members who emerge as leaders demonstrate that they can provide workable and
efficient plans of action.

Make personal Nothing tells the others more clearly that you are sincere and not a manipulator than

sacrifices your willingness to make personal sacrifices for the group. The manipulator gets his
way a the expense of the group. The natural leader gets the group’s way at his per-
sonal expense. Volunteering to aid the group or help members work for the group is
evidence of your sincerity. Members who emerge as leaders do not worry about who
gets the credit for work or for ideas. They often give credit offered to them to others.
People who worry about recognition of their plan, their way, or their ideas seldom
emerge as leaders.
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FIVE STYLES OF LEADERSHIP

The experienced leader uses many complex and subtle means to exercise influence
and stimulate group members to creative and productive efforts. From the range of
leadership behavior, five of the most typical styles are listed below.

The telling
leader

Identifies problems, considers alternative solutions, chooses one of them, and then
tells her/his members what they are to do.

May or may not consider what she/he believes the group members will think or fedl
about the decision.

May or may not use or imply coercion.
Assigns roles.

Relies primarily on her/his own judgement.

The persuading
leader

Like the telling leader, makes the decision without consulting her/his group. How-
ever, instead of simply announcing the decision she/he tries to persuade the group
members to accept it.

Describes how her/his decisions fit both the interests of the organization and the
interests of the group members.

The telling and persuading styles of leadership are most effective and/or prevalent:
* Inalarge group
* In passive groups
* In groups which seldom meet
» At times when a quick decision/deadline must be met

The consulting
leader

Gives the group a chance to influence the decision from the beginning.

Presents the problem and relevant background information, then asks the members
for their ideas on how the problem(s) can be solved.

May offer a tentative solution for group members reaction.

In effect, asks the group to increase the number of alternative actions to be taken
and/or considered.

Then selects the solution she/he regards as the most promising.
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The consulting style of leadership is most effective and/or prevalent:
* Inlarge groups
* In motivated groups
* In representative groups
* In organized groups

The joining » Participates in the discussion as “just another” member, agreeing in advance to
leader carry out the decision the group makes.

» Encourages group decision.

» Worksfor group goals.

» Allows for individual recognition
» Tendsto guide, not rule

» Will often submerge her/himself in the group’s identity

The delegating Defines a problem and the boundaries within which it must be solved, then turns it
leader over to the group to work out a solution.

» Sets few guidelines.
» Has a secretaria function or resource person identity.

« Often does not announce her/his own idess.

The joining and delegating styles of leadership are most prevalent and/or effective:

* Insmall groups

* In highly motivated groups

* In groups with a high tolerance for ambiguity (Some members have a need for more direction;
others prefer a wider area of freedom.)

* In groups which have relatively high need for independence

* In groups where the members understand and identify with the gods of the organization

* In groups where the members have the necessary knowledge and experience to ded with the
problem

* In groups where the members expect to share in decision making

Persons who have come to expect strong leadership and are then suddenly confronted
with the request to share more fully in decision making are often upset by this new
experience. On the other hand, a person who has enjoyed a considerable amount of
freedom resents the leader who begins to make all the decisions.

(Adapted from “Looking Into Leadership”)
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VOLUNTEERS HAVE NEEDS

People can be challenged, inspired, and educated by exercising their right to volunteer.
Flexible volunteer programs, onesthat are responsive to theinput of volunteers and that
maximize volunteer’s opportunities to participate and learn, have the greatest chance
not only of continuing to attract volunteers, but of helping those volunteer’ svisions of a
better world to come true.

(Ilsey, Paul J.; “Enhancing the Volunteer Experience’)

Asleadersit isimportant to be aware of the needs of our volunteers, to listen to their
viewpoints, and to create an environment that will inspire and challenge. Providetraining
opportunities that assure growth and you build future leadership.

Needs of
volunteers

* To be involved:
° To be dlowed to share in decisions that affect them, as often and as much as
possible
° To be kept “in the know” on al appropriate information
° To have opportunities for fair hearings
° To fed free to ask questions without intimidation

* Togain apersonal sense of belonging

» To be challenged—to be given the opportunity:
° To create, discover, compete
° To have changes in tasks for new challenges and satisfactions

» To be given confidence:
° To fed that they are trusted in work assigned to them
° To betold the desired results, but not “how to do it.”

» To have delegation follow accepted guidelines:
° To have reasons for atask explained clearly
° To have accountabilities clearly prescribed

* To find relevance—to know:
° *Why? “Why me?’ “Why at thistime?’ “Why important?’
° Whether they may be contributing to something larger than self, and that goals
make sense to them

* Togan increased understanding:
° Of saf, of supervisors, or organization (philosophy, policies, procedures)
° By having opportunities to work with challenges, people, things

Section 2



* To get feedback—be asked for their thoughts and ideas:
° To have one-to-one sessions on their progress
° To be informed on the progress of their organization
° To find progress toward their personal goals

* To be given recognition when earned:
° To be acknowledged for their efforts, ideas, and work
° To be known, understood and to have concern shown for them as an individual

» To develop confidence in their superiors, they'd like to see:
° Constancy in method of operation
° Enthusiasm, a good example, fairness, ability, and above al, integrity

Y our greatest opportunity is to match people with the routines they enjoy, to establish
a positive environment for learning, and provide for awide variety of learning experi-
ences.

(Adapted from Morrison, pages 81 and 82)

TEN COMMANDMENTS FOR REDUCING STRESS

I.  Thou shalt not be perfect, nor even try to be.
[I.  Thou shdt not try to be al things to al people.
[1l.  Thou shdt leave things undone that don’t need to be done.
IV.  Thou shalt not spread thyself too thin.
V.  Thou shalt learn to say NO.
VI.  Thou shat schedule time for thyself and thy supportive network.
VIlI.  Thou shalt switch off and do nothing, regularly.
VIII.  Thou shat be boring, untidy, inelegant and unattractive at times.
IX.  Thou shalt NOT fed guilty.
X.  Especidly, thou shalt NOT be thine own worst enemy, but thy best
friend.
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PROBLEM SOLVING

Barriers to » Failure to define the problem
effective
problem solving » Members are looking for solutions instead of problems

* Little or no training in problem solving

* Prejudices

* Jumping to conclusions

» Lack of proper information

» Failureto listen

» Trying to evade problems—not confronting problems
» Seeking short range solutions only

» Lack of objectivity—too much subjectivity
* Reluctance to admit shortcomings

» Lack of saf confidence—fear of failure

* Failure to use membership talents

» Overuse of pet approach or technique

* Reuctance to make decisions—inability to decide.

Seven step 1) Clearly define the problem
approach to
problem solving 2) Gather the information needed to solve the problem

3) Interpret the information—ask what it means
4) Develop solutions

5) Select the best practical solution

6) Put the solution into effect

7) Evauate the effectiveness of the solution
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How to deal with
problem people
at meetings

Problem Solution
Latecomer Start meetings on time, don't wait for stragglers.
Early leaver Get a commitment from all members at the

beginning of the meeting to stay until the end.
Close meeting on time. Do not allow to drag or
over discuss issues.

Broken record (repeats
the same point)

Use "group memory" or the minutes of the
meeting to remind her/him that the point is noted.

Doubting Thomas

As facilitator, get the group to agree not to
evaluate any ideas for a period of time. Use this
time to persuade the violator that it is time to try.

Head shaker
(disagrees nonverbally)

First strategy: ignore; next: acknowledge behavior
and then deal with negativity.

Dropout (doesn't
participate)

Whisperer

Loudmouth

Attacker

Interpreter (often says
"In other words" or
"What she/he really
means.")

Gossip

Know-it-all

Busybody

Teacher's pet

Try asking the person's opinion during the meeting
or at a break.

As a facilitator, walk up close (low-key
intervention), or ask for focus on a single topic.

Move closer and closer, maintain eye contact. Ask
person to be group recorder.

Thank the attacker for observations, ask the group
what it thinks.

Check this in public with original speaker.

Ask the group to verify the information.

Remind the group that all members have
expertise; that's the reason for the meeting.

Before the meeting, ask other members to get the
busybody to stop.

Be encouraging, but break eye contact. Get group
members to talk to one another. Lessen your
omnipotence by asking, "What do you think?"

Leadership| 29



Leadership This handy checklist will help you to evaluate your club’s efforts towards effective
checklist leadership.

Okay Needs help Item

1. Do we hold regular meetings?

2. Do we have a written agenda?

3. Are minutes recorded and read at meetings?

4. Do we allow adequate time for our meetings?

5. Do we make assignments during meetings?

6. Do we follow through with our assignments?

7. Do all participants at our meetings have an
equal opportunity?

8. Do we encourage new members of our group
to participate?

9. Do we teach and demonstrate correct
leadership principles?

10. Do we assume our full responsibility?

11. Do we conduct progress reviews to check
our accomplishments?

12. Do we accept the responsibility for our failures?

13. Do we make a sincere effort to understand
our members' needs?

14. Do we recognize and compliment others for
their effort?

15. Do we do adequate advanced planning?
16. Do we delegate responsibility and authority?
17. Do we set worthwhile goals?

18. Do we actively seek the opinion of the
general membership?

19. Do we communicate our goals and activities
to the membership and to the community?

(Adapted from “Leadership Curriculum Guide,” page 67)
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TIPS FOR BALANCING HOME, WORK, AND ALTRUSA

Time management is important to al of us and when taking on an added |eadership
responsibility life becomes even more stressful. The study of time management is
extensive, but for now these few tips will help to aleviate some stressful moments.

u

u

Recognize that you may take on too many projects. Remember to delegate.

Understand that people will still like you even if you say “No.” When appropriate
take a deep breath and say, “No.”

Take steps to smplify your life:

» Eliminate clutter at home, at work, and in your committee files

« Set aside at least thirty minutes daily for yourself

« Don't wait till the last minute

o Ask for help

» Hold your board and committee meetings at a site other than your home
Keep everything brief beyond belief.

Get your family involved in your Altrusa projects—four or more hands are better
than two.

Hire someone to do the things you are able to let go of.

Co-chair instead of doing it alone.

Get a date planner and use it. Schedule in al your meetings for the year.
Allow yoursalf to dow down, you'll make fewer mistakes.

If you are a perfectionist, get over it. Nothing needs to be that perfect!
If you're hosting a meeting, have others bring the refreshments.

Make yoursalf alist and stick toit.

Altrusans are forgiving. Even if you have bitten off more than you can chew, tell
someone so another member can take over the project before it becomes a problem.

When you shoot for the stars...
Sometimes you need a little guidance.

— Unknown —
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PLANNING FOR EFFECTIVE MEETINGS

This section will cover many facets important to the devel opment of a successful meet-
ing. Study this section carefully as you begin thinking about your first meeting as presi-
dent.
Too often people attend meetings only to leave at the end fedling the meetings were a
waste of time and energy. Why is this such a frequent lament? Common meeting com-
plaints include:

“We never start ontime.”

“ Meetings drag on and don’'t accomplish anything.”

“ Only a few people have something concrete to do.”

“We keep rehashing old business.”

“ Some people dominate the discussion.”

“ People come unprepared or fail to follow through on work.”

As Altrusa leaders, we want to guard against these comments. Meetings can be both
productive and fun. Meetings should:

* provide members with up-to-date information

» develop a sense of team and group devel opment

* encourage broader participation in decision making
» gpread the work load

 stimulate more cregtive solutions

» enhance and improve initia ideas

» encourage leadership growth of members

» develop commitment to group decisons
(Taken from MacKenzie and Moore, pages 111 and 113)
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Effective meeting

checklist

Use this handy checklist for planning your meetings.
Before the 1) Panning (why, what, who, when, and where)
meeting * Why do you need a mesting?

* What is your purpose?

* Who should attend?

* When will the meseting be held?

* Where will the meeting be held?

» Didtribute the agenda in advance

* Check out the room

» Plan the seating arrangement

» Be sure the equipment is in working order

* Itemize materials and handouts for use
Beginning the 2) Start on time
meeting » Explain the group’s purpose

» Review the agenda (revise, if necessary, and proceed)

» Clarify procedures and set time parameters

* Review action items from the last meeting
During the 3) Develop and maintain a thought line
meeting * Stress openness and freedom of participation

* Involve al members
» Summarize periodically and test for understanding

At the end of the 4) Establish and assign action items
meeting » Evauate the meeting results
» Close the meeting positively and on time

After the 5) Prepare and distribute the minutes (secretary)
meeting » Follow-up on action items
* Plan next meeting
(Taken from “The Effective Meeting Checklist” issued by the Boeing Company)
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FACILITATION

The leader (club president or committee chairman) of the group is most commonly the
person who facilitates the meeting, focusing on the dynamics of the process. The aim
of agood facilitator isto “ease” the Situation, to help good things happen.

She/he protects al participants, helps everyone to be heard accurately, clarifies and
Seeks consensus.

Facilitation is:

* having influence in a group

* not being a participant

* being responsible for keeping group members aware of what is happening

* being responsible for maintaining norms and standards of procedures

» keeping the tension level of the group operating at an optimum level—neither too
much nor too little

* giving vitality/energy to the group

* becoming a referee when necessary

* providing opportunities

* not being part of the problem or solution

* having observation skills for making interventions
* describing rather than evaluating

» focusing on observable behaviors and communication
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What constitutes
good
facilitation?

Asthe president of your local club, one of your main functionsisto facilitate al club
meetings. Here are afew rules that will make your job easier.

A good facilitator:

» Deveops goals and clarifies expectations (both the facilitator’s and the partici-
pants’).

* Gives up the need to be in contral.

* AsKs questions to provoke thinking, stimulate recall, challenge beliefs, confront
opinions, draw implications, and promote conclusions.

* Redlizesthat adults have something real to losein ameeting. Their egos are on the
line when they are asked to risk trying a new behavior in front of peers.

» Balances the many factors that make up an event: presentation of new material,
debate, discussion, and sharing of relevant experiences.

» Edtablishes a learning environment that draws on participants experiences, pro-
tects minority opinion, keeps disagreements civil, makes connection among vari-
ous opinions and ideas, and reminds the group of the variety of possible solutionsto
the problem.

* Reinforces participants for their contributions and accomplishments.
(“Adult Learning, What Do We Know For Sure,” pages 38 and 39)

People don’t have good meetings because they don’t know what good
meetings are like. Good meetings aren’t just about work. They're about
fun—Kkeeping people charged up. I1t's more than collaboration, it's
“colibertion” —people freeing each other up to think more creatively
and act more effectively.

— Bernard DeKoven, founder, Institutes for Better Meetings —
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RESPONSIBILITIES OF MEETING LEADERS AND PARTICIPANTS

In meetings every member has responsibilities whether it be the president, committee
chairman, or the newest member. No matter what your role, be prepared.

As the meeting
leader

1) Make an effective beginning

Carefully plan the meeting
Make pre-meeting arrangements
State your purpose, objectives and rules

2) Aim for maximum participation

Introduce members

Encourage interaction among group members
Recognize members who have not contributed
Guard against dominance by a few members
Test the information and reasoning periodically.

3) Keep the discussion moving forward

Keep the discussion orderly and logica
Keep the discussion on track

Summarize frequently to show progress
Delay decisions based on incomplete facts

4) Create a participative climate

Encourage members to express their opinions
Avoid judging idess too quickly
Maintain informality to stimulate discussion

* Speak in terms of “we” and “our”; ideas are the product of the group.

5) Maintain necessary control

Be neutral; act as a referee when directing discussion
Keep side conversations to a minimum

Focus on ideas not personalities

Poll the group to test thinking and agreement

6) Close the discussion effectively

Provide afinal summary

Give proper credit and group praise
Make assignments for follow-up
Faithfully observe the time limits
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As a meeting
participant

Contribute by being prepared
Contribute ideas and information openly
Ask questions of athers in the group
Listen carefully to new information or ideas
Cooperate with others toward achieving group goals
Assist the leader in keeping the meeting on target
(From “The Effective Meeting Checklist” issued by the Boeing Company)

Points to watch
in handling a
meeting

Never start a meeting without an agenda.

State the purpose of the meeting and read the agenda.

Keep the meeting moving.

Speak clearly.

Prevent general hubbub.

Avoid taking to individuals.

Keep speakers talking clearly and audibly.

Sum up what the speakers have said and obtain a decision.
Stop aimless discussion by recommending committee study.
Keep control of the meeting at all times without gtifling free comment.
Don't argue with a speaker.

If you have a comment, ask for the floor as a participant.
Don't squelch a troublemaker.

Be aware of participants comfort, i.e., temperature, thirst, etc.

At the end of a meeting, check that every member feels her/his particular subjects
have been adequately covered.
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BASIC TYPES OF MEETINGS

A professional
speaker—

A panel—

A symposium—

A debate—

A buzz session—

A round table—

A discussion
group—

A workshop—

A clinic—

isinvited if your treasury can afford it, for thereis nothing like a professional to add to
your attendance and your reputation in the community.

is composed of a moderator or leader and panel members. A “formal panel” of four or
six isintroduced by the moderator. They discuss asingle topic or phases of atopic and
rise to speak. In an “informal panel,” discussion on atopic is channeled by the mod-
erator and all remain seated.

is usually composed of three to five persons. Members of the symposium should be
specialists on the subject under discussion.

presents affirmative and negative sides and a rebuttal. A leader introduces members of
each debating team and handles timing. The decision of awinner is made by judges or
the assembly.

can be used after alecture. Small groups quickly discuss the subject and the opinion of
each small group is presented to the assembly by an appointed reporter.

discussion isusualy called a“shirt-deeve’ session. Here everyone getsin the act. It is
best for a small group; if used by alarge group, divide into buzz sessions and report.

is composed of six to twenty people who meet informally to discuss a topic of mutua
interest.

is for ten to twenty-five people, usualy with a smilar problem who try to solve the
problem or topic through their research or experience.

issmall and conducted smilarly to around table discussion where those participating
“dig” into one topic at atime.

Effective Meetings | 39



A seminar—

A skit—

Role playing—

A
demonstration—

An anniversary
meeting—

A guest
program—

A civic
program—

A hobby or
talent event—

A media
meeting—

Alibrary
meeting—

has an authoritative professional instructor who presents a specific subject for discus-
sion, usualy in lecture format.

is a short, rehearsed dramatic presentation by two or more people.

has peoplein agroup act out a situation, usually with no script or set dialogue. Two or
more people make up parts and develop a story situation on a designated idea.

has agroup in action and is an excellent program to use as a public relations feature or
a a membership meeting.

may honor past presidents and/or charter members. Seat them at a special table and ask
them to briefly recall highlights of each year as a “History Story.” Don’t forget a
special anniversary cake.

receives invited guests at a tea or reception. Keep the program short, perhaps only
music with one short talk on the purpose of Altrusa or one of theclub’s service projects.
Invite presidents of other groups in your city.

ties a program theme in with some city, state, or national historical event. It may be an
international night.

showcases the hobbies or talents of club members at a special mesting.

includes invited representatives of local newspapers, radio stations, and TV stations at
aspecia Altrusa meeting for them. This honor may bring more publicity to your club.

honorsyour local librarians at aspecial Altrusameeting. Thiswill beyour thank you for
all their assistance with local literacy projects.
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AGENDAS

The preparation of an agenda must be specific enough to make it truly useful to the
participants and the facilitator. To simply list such things as Unfinished Business and
New Business redlly tells nothing. A well-concelved agenda fully prepares the group
for the business at hand and assures an expedient and productive meeting.

If it is opportune, sending out an agenda prior to the meeting is most effective. Mem-
bers have an opportunity to prepare in advance. Often thisisnot practical in an Altrusa
club. Place the agenda on the table prior to the meeting. This alows members an
opportunity to study it. It is always wise to phone or email members from whom you
will be requesting reports. This will give them the time they need to prepare.

An agenda also helps the facilitator or chairman to stay on track and on time. Antici-
pating the possible reaction of the group to each item should be considered. This will
help in determining the time factor. Don’t let your meeting drag on.

Let’'s prepare an What tools do | need?
agenda 1) A copy of the bylaws and policies.
2) A copy of the minutes of the previous meeting.
3) A copy of the minutes of the board meeting.
4) A list of the board members and committee chairmen.

How do | use these tools?

1) Bylaws and policies: Be aware of the bylaws governing your current activities.
* Isthis the month you select a Nominating Committee?

» Do you elect the committee or are they appointed?

* Who electg/appoints the committee?

* How many members are on the committeg?

2) Previous month’s minutes

¢ Isthere unfinished business? Are there any tabled motions?
» Are there any pending reports?

* Were any motions sent to committee?

3) Board minutes

* Are there any recommendations which will need to come before the membership?
» Are there any vacancies filled?

» Are there any committees needing additional members for an upcoming event?

4) Lists

* Which committee chairmen need to report this month?
» Which officers have special reports?

* Which chairmen have specia reports?
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Now | begin my
agenda!

1) Call to order (check for quorum)
2) Opening (For this food... | pledge...)
3) Minutes (corrections only)
4) Report of treasurer (questions only) to be placed on file
5) Communications
6) Report of board actions and recommendations (secretary will present)
7) Standing committees (Service, Finance, etc.)
8) Specia committees (for specia projects)
9) Unfinished business
10) New business

11) Benediction and adjourn

Suggestions for
planning
agendas

Members may ask for a rearrangement of the agenda items. This may be done in a
separate agenda item or as part of the president’s Call to Order.

Minutes do not need to be read. They can be printed in the club newdetter or distrib-
uted to all members asthey arrive at a meeting and then be approved “ as presented” or
“as corrected.”

Treasurers can use the same system used for minutes. The treasurer’s report, how-
ever, is not approved but rather “placed on file” or “filed for audit.”

Committees having reports should be listed under appropriate categories. Those with-
out reports are not listed.

Items requiring action should be so listed under each appropriate agenda item.
Agenda items may be rearranged to add continuity or add impact.

During a program meeting, the focus must be on the program. Any business which
must transpire, should be conducted at a time when it is least distracting. Some clubs

manage to handle business matters between meal courses, others after the program is
over.
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Board meeting
sample agenda

Call toOrder ......ooeveeieeeee e President
Minutes of previous mesting.........cccccveeveene Secretary
Financial report ........ccocoveveeeeiee e, Treasurer
COmMMUNICELIONS .....cvveireeieeniee e Secretary

Action on Recommendations for Membership

Reports from committees, discussion of recommendations

Club performance review

Formulation of recommendations from board to membership

Miscellaneous (or new) business

Business
meeting
sample agenda

Adjournment

Call toOrder ......ooevieieeeeeee e President
Minutes of previous mesting.........cccoceevveene Secretary
Financial Report ........ccoveveeiiiiieeeeeeen, Treasurer
COmMMUNICELIONS .....cvveireeieesiee e Secretary

Report of board actions and recommendations
Reports of standing committees

Reports of special committees

Unfinished business

New business

Initiation of new members

Adjournment

Program
meeting
sample agenda

Caltoorder ......ocoevevieeeieeeeee e, President
Introductions (those seated at head table/guests present)
Program

Initiation of new members

Specia business

Benediction

Adjournment
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MEETING AGENDA: ALTRUSA INTERNATIONAL, INC. OF

Place: Date: Time:
Program/Guests Topic
Call to Order

Opening

Minutes

Report of treasurer

Communications

Report of board actions and recommendations

Standing committee reports

Special committee reports

Unfinished business

New business

Item

Next Meeting Date:

Person responsible

Discussion

Discussion

Due date
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PARLIAMENTARY PROCEDURE

All Altrusa groups (clubs, Districts, and International) function through the rules of
parliamentary procedure. It gives order to our meetings. The simplest way to become
familiar with parliamentary procedure isto acquire a copy of Points of Order whichis
available for a small fee from the International office. It isasmplified version, yet is
complete enough to satisfy the needs of al club presidents.

The fundamental principles of parliamentary procedure are:
* Courtesy to al

» Justice for dl

* Rights of the minority

* Rule of the mgority

* Oneitem at atime

* Partidlity for none

Basic rules and 1) The organization is paramount.
principles
2) All members are equal.
3) A quorum must be present for action to be taken legally.

4) Consider only one main motion at atime; only one person may have the floor at a
time.

5) Full debate on amotion isin order unless limited by standing rules or parliamentary
authority (Robert’s Rules of Order Newly Revised).

6) The issue, not the person, is under discussion.

7) Once settled, a main motion may not be considered in the same form in the same
session... except... by a motion to reconsider.

8) A majority* vote rules in most instances except when required by club bylaws or
parliamentary authority.

9) Silence gives consent.
* A mgjority vote is more than one-half (2) of members voting on the particular

matter. A two-thirds (2/3) vote (when only two choices are possible) is at least
twice as many on one side as on the other.
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Pointers for the
president or
presiding officer

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

12)

In opening ceremonies the Invocation is always fird, then the Pledge of Alle-
giance to the Flag. If you do not have a flag, do not call for the Pledge.

After the minutes are read or distributed, ask if there are any corrections to the
minutes. If there are no corrections, announce that the “minutes are approved as
read (or distributed).”

After the treasurer’ s report is given, ask for questions. If there are no questions,
state that “the report will be filed with the secretary.” (The treasurer’s report is
never approved, the auditor’s report, if there is one, is approved.)

Either the president or the secretary gives the report of the board of directors.
The only information given is the action(s) taken during the meeting.

Reports of officers are given by the officer or, in their absence, by the secretary
or another officer. If a motion comes out of the report, someone other than the
officer giving the report should make it.

Reports of committees are given by the chairman or by a member of each com-
mittee. The reporting member makes motions coming out of the report. Sample
motion—On behaf of the Program Committee, | move to...

Specia orders are items set forth at a previous time to be handled at a particular
meeting such as bylaw changes and elections.

Elections—If positions are contested and there is the possibility of repeated vot-
ing to get a maority vote, it is wise to move the eections up on the agenda to
allow for the needed time. Remember an individual must have a mgjority vote in
order to be elected.

Unfinished business—If you do not know of any unfinished business, smply
dtate that there is no unfinished business and go on to the next item on the agenda:
new business.

When there is no further business, the presiding officer states, “if there is no
further businessthe meeting will be adjourned (pause). The meeting isadjourned.”

The use of the gavel is to call the meeting to order. One rap of the gavd is
sufficient. The gavel should never be used like a hammer.

The presiding officer must stay impartial. If you are not able to stay impartia,
the gavel should be handed to the next person in line who does not wish to speak
on the motion.

(E. M. Stivers & Associates. Libby Stivers, CP-T, PRP)
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How do They make motions! A motion is a proposa that the assembly take a stand or take

members get action on some issue. Members can present motions (make a proposal), second mo-
their say? tions (express support for discussion of another member’s motion), debate motions
(give opinions on the motion), and vote on motions (make a decision). Here' s what to

? do when it’s your turn to speak.

‘_

Obtain the floor 1) Wait until the last speaker is finished.
2) Rise and addressthe chair. Say, “Mr. (or Madam) Chairperson” or “Mr. (or Madam)
" President.”

3) Give your name. The chair will recognize you by repesating it.

Make your 1) Speak clearly and concisely.
motion
2) State your motion affirmatively. Say, “1 movethat we...” instead of “I move that we
do not...”

3) Avoid persondities and stay on the subject.

Wait for a 1) Another member will say, “I second the motion.”
second

8o

2) Or the chair will call for a second.

3) If there is no second, the motion will not be considered.
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Chair states 1) The chair must say, “It is moved and seconded that...”

the motion
2) After this happens, debate or voting can occur.
3) The motion is now “assembly property” and can’'t be changed without the consent
of the members.
Expand your 1) The mover is allowed to speak firdt.
motion

2) Direct all comments to the chairperson.
‘ 3) Keep to the time limit for speaking.
4) You may speak again after all other speakers are finished.

5) You may speak athird time by a motion to suspend the rules with a 2/3 vote.

Putting the 1) The chair asks, “Are you ready for the question?’
guestion
2) If there is no more discussion, a vote is taken. The chair announces the results.

3) Or motion for previous question may be adopted.
(Adapted from “The a-b-c’s of Parliamentary Procedure,” pages 10 and 11)
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Tip! Try using a motion form to make your meetings run more smoothly. Reproduce this
form and distribute the copies at meetings. Ask members to complete a form and
submit it to the presiding officer when they want to make a motion.

MOTION: ALTRUSA INTERNATIONAL, INC., OF
Meeting of Date No.
I move that
Signed by
Seconded by
Motion:
O Passed
O Lost
O Tabled
O Amended (see No. )
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Amending
the motion

Adding—

Striking
(omitting)—

Substituting—

Striking and
substituting—

Inserting—

The question heard most frequently from club members is, “How do | make amend-
ments? What do | say?’ Here are some of the most common methods of making amend-
ments:

“I move to amend the motion by adding the word(s)...” (at the end of a motion).

“I move to amend the motion by striking the word(s) (or sentence or paragraph)...”

“I move to amend the motion by substituting the following... ”

“1 move to amend the motion by striking the word(s)... after the word... and substitut-
ing the word(s) (or sentence or paragraph)...”

“1 move to amend the motion by inserting the word(s) (or sentence or paragraph)...
before the word...”

The presiding officer reads the motion as it would be after the addition of the amend-
ment. It is important for people to know what they are being asked to consider.

Always begin your amendment with the words, “1 move to amend the motion” so that
people are aware of your intent.

Y ou may move to amend an amendment, but only one such amendment can be on the
floor a any one time.

Asis true with any motion, be prepared to speak to your motion.
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A quick look

When a meeting is held, parliamentary procedure is essential. The following guide

may be very helpful.

A QUICK LOOK AT PARLIAMENTARY PROCEDURE

Member
may interrupt
Your member may the Must it be Is the motion What vote is
request to By saying speaker? seconded? debatable? required?
Adjourn the meeting* “I move that we adjourn.” No Yes No Majority
Recess the meeting “I move that we recess No Yes No Majority
until ...”
Complain about noise, “Point of privilege” Yes No No No vote
room temp., etc.*
Suspend further “I move that we table it.” No Yes No Majority
consideration of
something*
End debate “I move we vote on the No Yes No 2/3 vote
previous question.”
Postpone consideration “I move we postpone this No Yes Yes Majority
of something matter until...”
Have something studied “I move we refer matter No Yes Yes Majority
further to a committee.”
Amend a motion “I move that this motion No Yes Yes Majority
be amended by...”
Introduce business (a “I move that...” No Yes Yes Majority
primary motion)
Object to procedure or “Point of order” Yes No No Chair decides
to a personal affront*
Request information* “Point of information” Yes No No No vote
Ask for a vote by actual “l call for adivision of the No No No No vote
count to verify a voice house.”
vote*
Object to considering “| object to consideration Yes No No 2/3 vote
some undiplomatic item of this question.”
Take up a matter “I move to take from the No Yes No Majority
previously tabled* table.”
Reconsider something “I move we reconsider Yes Yes Yes Majority
already disposed of* our action relative to...”
Consider something out “I move we suspend the Yes Yes No 2/3 vote
of its scheduled order* rules and consider...”
Vote on a ruling by the “| appeal the chair’'s Yes Yes Yes Majority

chair*

* Not amendable

decision.”

(© 1994 Emily Kittle Morrison, adapted from “Leadership Skills,” Fisher Books, Tucson, Arizona)
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True or false Here is an exercise to test your own and/or your members parliamentary procedure
skills.

1) The president leaves the chair during an election at which she or he is a candi-
date.
2) The president does not have to vote to bresk atie.

3) The president should call for the negative vote when it appears that most people
favor the motion.

4) The secretary may not vote, make motions, or participate in the discussion.

5) A good secretary will arrange for someone to take minutes at a meeting where
shefhe cannot attend.

6) A quorum is amagjority of the members present.
7) Not al motions require a second.
8) Members of the Nominating Committee cannot be nominated for office.
9) Thetreasurer’s report is adopted by a majority vote.
10) A tabled motion does not come up automatically later in the meeting.
11) It isnot necessary to have a mation to adjourn.
12) Minutes can be amended at any future meeting.
13) A second means that the member approves the motion.
14) Minutes which are not read at a meeting should be read at the next meeting.
15) Bylaws can be set aside by a 2/3 vote.
16) You can not bring action on amotion by calling out “question.”

17) After alengthy discussion, it is easiest to smply say, “l so move’ to place a
motion on the floor.

(answers on reverse)
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Answers to true 1) FALSE: The only time the president leaves the chair is to enter in the discussion
or false of pending business.

2) TRUE: No member can be forced to vote.
3) TRUE: A member should have the privilege of voting “no.”
4) FALSE: The privileges of membership are retained by all officers.

5) FALSE: Appointing a secretary “pro tem” should be done at the meeting by the
president with the consent of the members.

6) FALSE: The quorum for a meeting is established in the bylaws.

7) TRUE: A motion coming from a committee does not require a second.

8) FALSE: Unlessit is stated as such in the bylaws.

9) FALSE: The treasurer’s report is not adopted, it is filed as a record.
10) TRUE: A member must move to remove it from the table.

11) TRUE: Thisis one of the assumed motions. The chair need only say, “If thereis
no further business, this meeting is adjourned.”

12) TRUE: A member may bring a correction to the attention of the group for ap-
proval.

13) FALSE: It only means that the member wants to hear discussion on the motion.

14) TRUE: They are handled at the next meeting in the same manner as any minutes
would be.

15) FALSE: Bylaws can never be set aside.

16) TRUE: Thisisnot a motion and need not be recognized as such. A person wish-
ing an immediate vote on a motion should “move the previous question.”

17) FALSE: Thisisnot amotion and is amost impossible to restate or record in the
minutes.
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Failing to plan
IS planning to fail.



PLANNING FOR SUCCESS

This section will deal with both planning and evaluating as they go hand in hand. As a
group we plan a project, but this must be followed by evaluation in order to determine
whether the program will continue. The same istrue of strategic and operational plan-
ning. With every step in the planning process, evaluation must follow in order to com-
plete the cycle and begin the process again.

Advanced planning is perhaps the most important step in developing a volunteer pro-
gram. Y ou need to be ready to coordinate the volunteers (members) and to keep them
interested in Altrusa. All components of the volunteer program should be well thought
out and, where necessary, commitments should be secured. Planning is your road map.
It keeps you focused on where you are headed and shows how you will get there.
Planning will help you reach your destination on time. It keeps the loss of resources to
aminimum, yet maintains your flexibility. Planning can even suggest options for modi-
fying your route along the way.

One of the first and most basic steps in any kind of planning—strategic or opera-
tiona—is goal setting. Thisis the foundation, the base from which actions are devel-
oped, implemented, and evaluated.

Thesmplest form of planning isfinding answersto the questions: Who? What? Where?
When? Why? How? And How Much? There are a few things to keep in mind when
planning.

u Your planning should be driven by your values and vision, not by technique.

u Invaolve in the planning process as many as you can of the Altrusans who will be
implementing the plan. Remember, both empowerment and commitment are in-
creased when members are involved. Planning, which involves all concerned, sm-
plifies decison making.

u Break projects into manageable chunks. Take one step at a time. Don't try to
accomplish everything at once.

* A vision without a plan
IS an hallucination.”
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Goals and
objectives

In every type of planning it is important to develop goals and objectives. The god is
the overal umbrella statement concerning activities that are related. For example, in
the International Long Range/Strategic Plan our goal dealing with service states, “1n-
crease the quality of life through growth in service.” That is avery broad statement of
what we wish to accomplish.

In contrast two of the objectives state:
» Have each club actively participate in at least one service project annually.
* Increase the number of ASTRA Clubs by 2% annually.

The difference is in detail. Goals are broad; whereas objectives must indicate what is
to be done, by when, and be measurable. The hardest part usualy is getting the “mea-
surable” part into the statement. Terms such as “encourage” are not measurable. Ob-
jectives must be very specific and begin with an action verb. For example, Altrusa
International, through the Club Activity Reports, can determine whether each club has
done a service project and when. In the second objective dealing with ASTRA clubs
we can determine quite easily if the number of ASTRA clubs increases by 2% annu-
aly. These objectives were written to be measurable.

This same kind of format is used in strategic planning, annual operating plans, and
even in project planning. As an Altrusa leader you will want to know if the plans your
Board of Directors and Committees are developing stay within the guidelines of good
goa statements and objectives. Are they written in order to make evaluation easier
upon completion of the project or club year?

On the following pages you will find information about these forms of planning.

u Strategic planning for clubs

u Annual operating plans

u Planning for assessing and meeting community needs

u Project planning
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STRATEGIC PLANNING

All Altrusa clubs are encouraged to develop strategic plans. As stated above, it is your
road map to the future or sometimes called a “to do list.” It is impossible to cover
every aspect of strategic planning in this manual, but every Altrusa president should
have at her/his finger tips a copy of the International Long Range/Strategic Plan
(LRSP) and the guide, Strategic Planning: A Management Tool that Helps an Organi-
zation Do a Better Job, which can be obtained from the Internationa office. This
section will cover only the main points of strategic planning.

What is strategic Ben Tregoe, scholar and teacher, has defined strategic planning as “... A framework

planning? that guides the choices we make in determining the nature and direction of our
organization.” That expresses very well what strategic planning is, a plan that guides
the actions of the club, the committees and the board of directors.

Why should Through strategic planning an Altrusa club can:
Altrusa clubs do

strategic * Do abetter job of organization and follow through.
planning?

» Focus its energy.

Ensure that all members are working toward the same goal or goals.

* Help new committee chairmen organize their thinking on what is important.

Assess and adjust the club’s direction in response to a changing environment.

Strategic planning is a systematic process in which club members become committed
to the prioritized strategies that will help them develop and maintain their strong posi-
tion in the community.

Why is the If the organization as awhole is going to achieve the goals outlined in the LRSP, it is
International necessary for every club to realize its responsibility to the international plan. For ex-
LRSP important ample, look at the first goal—Show a positive membership growth and the first
as clubs begin objective—increase the number of members by 1% a year for the next four
the planning years. The Internationa Office, the International Board of Directors, and the Interna-
process? tiona Committee Chairs cannot achieve the objective on their own. This is a grass

roots endeavor and requires the commitment of every Altrusa club to reach our objec-
tive. TheInternational organizations' obligationisto offer materialsand support, butitis
the responsibility of every Altrusa club to see the LRSP to fruition.
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How does a club
prepare to
develop a
strategic plan?

Clubs need to do two things prior to actualy developing the plan:

» Study the LRSP and determine what goals and objectives your club can and should
be developing in order to assist International in reaching its goals and objectives.

» Take the time to evaluate your club. List your
° Strengths
° Weaknesses
° Opportunities
° Threats

Thisis often defined as the SWOT exercise and is explained thoroughly in the strate-
gic planning publication.

How do we
begin?

Take advantage now of the materials prepared by International and the workshops
offered in your District. Clubs must map out their future and these opportunities are
there for your use. Clubs must develop their:

» Goals

* Objectives

» Strategies — how are we going to reach our goals and objectives

» Action steps — what steps must we accomplish, by when, by whom, and at what
cost in order to achieve our goals, objectives and strategies.

Has your club thought about what its mission is and its relation to the LRSP? Who are
you, who do you serve, and what do you do?

Implementation

Writing a mission statement and listing goals, objectives, strategies, etc. is only the
beginning. Clubs must take action on their plans. They must evaluate them on a regu-
lar basis and implement the plans for them to be a successful. Implementation means
using the club’'s strategic plan as a guide to develop the annual operating plan.

If your club does not have a plan, move the Altrusa club forward by guiding the devel-
opment of a strategic plan.

Remember — If you don’t have one, order your copy of
Strategic Planning: A Management Tool that Helps an
Organization Do a Better Job. Send for it today! There
isno chargefor this publication.
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WHAT IS AN ANNUAL OPERATING PLAN?

The annual operating plan provides adetailed plan in the language of objectives, action
steps, budget considerations, and who is responsible. The operating plan describes
what services will be provided, what types of action will be conducted to provide
these services, and who is responsible. The budget describes how much it will cost to
carry out the plan.

When do we
begin to develop
the operating
plan?

Actually, planning should begin the day after elections. The incoming president needs
to begin thinking about:

* Vison—hopes and dreams for the next yesr.

» The strategic plan—if your club has one, what does it indicate should be accom-
plished during the next year. Highlight for the committee chairs portions of the
strategic plan that affect their committee.

» Committee chairs—who are the best members for the positions?

Should the
strategic plan be
monitored prior
to developing
the operating
plan?

Yes, each club should have a strategic planning committee that reviews the plan
annually and offers suggestions for changes. This plan is then approved by the whole
club so that every member is aware of and committed to the direction the club is
taking. It is beneficia for this to be done before March. The revised plan then be-
comes a tool used in developing the operating plan.

Does your club
hold aretreat for
the purpose of
planning each
year?

Retreats can be a wonderful tool for beginning the planning process. It is an opportu-
nity for Altrusans to get away from their daily lives and think only about Altrusa. A
retreat may last more than one day, but it should be at least a full day. The critical
factors to a successful retreat are:

* Commitment by outgoing and incoming presidents! They must work together
on this. The outgoing president must make sure it is accomplished, whereas, the
incoming president coordinates the effort.

* Prior planning! Set the date way in advance. In order to have al aspects of club
work in place and ready for new officers and committee chairs at the time of instal-
lation, April is usualy a good month to conduct a retreat. New committee chairs
should have been appointed and the previous year's club work is winding down.
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* Total club invalvement! All club members must be invited to participate.
Remember, commitment is achieved when everyone has an opportunity to express
and define her/his choice.

» Thorough evaluation! The retreat should offer the opportunity to study the last
year's programs, review the club strategic plan, and determine direction for the
next year.

What are the
characteristics
of a useful
operating plan?

* An appropriate level of detaill — enough to guide the work, but not so much detail
that it becomes overwhelming, confusing, or unnecessarily constrains flexibility.

» A format that alows for periodic reports on progress toward the specific goals and
objectives.

* A dtructure that allows a user to easily seethat it is consistent with the prioritiesin
the strategic plan.

» A format that is not confusing—can everyone who needs to use the plan make sense
of what it says? Isit easy to monitor?
(Allison and Kaye, page 174)

The form on the next page is designed to use in developing a basic operating plan.
Copies can be given to each committee chairman and to members of the board of
directors to prepare the club’s operating plan.
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ASSESSING AND/OR EVALUATING THE SITUATION

Before any type of planning—strategic, operating, or project—is started the club needs
to assess the situation in which they plan to operate. This usually includes a complete
evaluation of the previous years work in order to determine which programs to con-
tinue and those to drop.

Consensus

Consensus is very important to the group when evaluating. Basically consensus plan-
ning and evaluating are opportunities for the group to work together. Members feel
their input has been acknowledged and that they have a say in the club’s operation.
The following is a group effort a club project evaluation. It can be fun, as well as
informative, for a program meeting. Thisis best done in late February or early March.

» Give each mgjor Committee Chair a sheet of flip chart paper and ask her/him to list
the projects their committee is involved in. Y ou could even add suggested projects.

* The night of the meeting tape the sheets of paper on the walls where there is easy
access.

* Asmembersarrive give them ablue dot, ared dot, and agreen dot for every sheet of
paper.

» Explain that the blue represents the first choice, red the second, and green the third
most attractive project.

* Ask the members to study each sheet of paper and place the blue dot next to their
favorite project on each sheet of paper, red on their second choice project, and
green on their third choice. Hopefully, there will be several projects for each com-
mittee.

» After everyone has completed the effort, explain that you now have a visual show-
ing what projects are the most exciting and that members feel are the most benefi-
cia to the community and to your club.

» This effort is only successful if each committee chair for the next year takes the
visual for their committee and uses it at their planning meetings.

SWOT

The importance of the SWOT exercise has already been discussed. It is another means
of assessing your situation in order to make decisions for the future. Again it can be
used for strategic or annual operating planning.
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Brainstorming

Brainstorming is another process that is designed to generate alarge number of ideas
in a short period of time. This process helps to spur the creation of new and unique
ideas that can help a group get excited and involved. Brainstorming can involve the
whole club or a specific task force designed to evaluate a situation. It is particularly
effective when doing the SWOT exercise as clubs begin to do strategic planning or
during a retreat when looking for new and creative ideas.

What are the
rules for
effective
brainstorming?

Do not take time to discuss the ideas generated.

» Do not criticize, praise or pass judgement.

* Be spontaneous.

* Repetitions are okay.

* Quantity counts.

» “Piggyback” off the ideas of others.

» Enjoy the silences—often the best ideas come from them.

» Don't be afraid to give outrageous or silly idess.

What is the
process?

» Post the brainstorming rules so all members can see them.

» Choose someone to record all ideas generated and post them so within view of
everyone.

» Theided group size is three to ten people. If larger, break up into smaller groups.
» Clearly define the topic to be brainstormed.
» Solicit ideas from the group as quickly as possible.
° You can have members just call out idess.
° You can go around the group asking for idess.
* Once the time limit is up or ideas stop, group similar idess.
 Prioritize ideas within each group by:
° Snow card technique (see below).
° Colored sticky dots.
° Voting.
» Formulate ideas into goals/objectives.
Note: Besureto utilizetheideasgenerated. It isextremely demoralizing for agroup to

invest its time, energy, and creativity and have its ideas disappear. Seeing your ideas
come to fruition, however, is very rewarding.
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Snow card
technique

Often used with brainstorming, this technique helps to develop a list of strengths,
weaknesses, opportunities, and threats for strategic planning or just plain *brainstorm-
ing” of project ideas. It allows a group to generate along list of ideas and then group
them into categories.

Each of the ideas is written on a large size sticky note or a5 X 7 inch card with
masking tape on the reverse side. Groups must write concisely and large enough for
al to see. After the group has written al ideas, have them placed on a wall. If the
group is large have each small group place their five best ideas on the wall.

Now that the ideas are visible to al, have the ideas grouped into like areas. For ex-
ample club strengths or possibly ideas dealing with membership. After al the cards
are categorized, begin prioritizing within each grouping. The great thing about
snowcards is that they can be moved to wherever the group prefers. Eventually, you
will have a list of objectives grouped under a goa or possibly the SWOT for your
club.

(Tillson, Greg)

Midyear
evaluations

Midyear reviews are essential to Altrusa clubs. They advise the board of directors and
committee chairs as to the areas of club work that are giving members the most satis-
faction. On the following two pages is a sample midyear evaluation. If your club a-
ready has one, you may use this one as a sample for comparison.

Be sure your midyear evaluation includes a review of your club’s strategic plan.
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ALTRUSA INTERNATIONAL, INC., OF
SAMPLE MEMBER EVALUATION OF OVERALL CLUB PROGRAM
First Six Months of 20 —20_

Please help our club by answering the following questions. Y our answers help to plan programs and
activities for the next year. Check one answer for each question. Please return to club President

by . Thank you!
Meetings and 1) Overdl, how would you rate the business meetings for the year?
activities Excellent  Good  Fair __ Poor

2) Overall, how would you rate the program meetings for the year?
Excellent Good  Far__ Poor

Month Program Group responsible
July Leadership training Board

August Free community clinic report  Service

September  School board representatives  Membership

October Foreign exchange students International Relations
November  Silent auction Finances

December  Gifts for needy children Service

January Evening of the arts Communications

3) What has been the most satisfying aspect of the year so far for you? (circle one)

Program meetings Fund-raising projects
Business mestings Socia activities
Service projects Committee work
Special service project Other (specify)
Why?

4) From the same list, which has been the least satisfying?
Why?

5) What bringsyou to our meetings?

Committees and 6) Has your committee met regularly this year? (Circle one) Yes No
projects
7) Do you fed you have been an active member on your committee? Yes  No

8) How would you rate the effectiveness of the following committees/projects?
Service projects
Salvation Army Dress-A-Child  Excellent_ Good __ Fair___ Poor
Sundries for battered persons Excellent  Good  Fair___ Poor
Grant applications for schools Excellent  Good  Fair___ Poor
College scholarships Excellent  Good  Fair___ Poor
Literacy dinner auction Excellent  Good  Fair___ Poor
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Special Service Projects

Cancer Care Homes Excellent  Good  Far__ Poor
Hearing Aid Bank Excellent  Good  Far__ Poor
Transitiona home Excellent  Good  Far__ Poor
Directory of interpreters Excellent  Good  Far__ Poor
AFS student awareness Excellent  Good  Fair___ Poor

Member ship Development and Training

Recruitment of new members Excellent  Good  Far__ Poor
New member orientations Excellent  Good  Far__ Poor
Attendance contest Excellent  Good  Far__ Poor
“Know your members’ accents  Excellent _ Good __ Far___ Poor
Initiations Excellent  Good  Far___ Poor

Communications
Y earbooks Excellent  Good  Fair___ Poor
Newsletter Excellent  Good  Fair___ Poor

Comments or concerns about any of these committees:

General 9) If you could change one thing about our club, what would it be?

10) Have you ever attended a Didtrict workshop or conference? Yes No
If not, why not?

11) Areyou satisfied with the support our club receives from District? Yes No
Note to the From Internationa? Yes ~ No
president: If not, why not?
This question-
naireisa 12) Do you have an interest in working on the yearbook or newdetter? Yes No
sample; it
would need to 13) How do you fedl about our current meeting place?
be adapted to Quality of food Excellent  Good  Far__ Poor
reflect your Variety of menu Excellent _ Good __ Far___ Poor
club’'s service Price Excellent _ Good __ Far___ Poor
projects, fund- Would you favor a different meeting place?Yes No If so, where?
raising Would you favor a different meeting time? Yes No If so, when?
endeavors,
membership Suggestions:
devel opment,
communica-
tions, etc.

Thank you for taking the time to complete this questionnaire. Your opinion is

valuable to the success of our club and its projects.
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COMMUNITY NEEDS ASSESSMENT

Needs assessment is the first step in choosing a new community service project. De-
pending on the time and energy available, the club may choose to make the process
simple or more involved. Do not become overwhelmed by the list of suggested things
to do. They are, just that, suggestions. The process should follow these basic guide-

lines:
Conduct a A situational assessment is ataking stock of your club, asit is today.
situational
assessment » Tadly how many members you have, how many members are absent for part of the
year, and how many are active year round.
 List the specific talents each member possesses. These may be tdents in Altrusa or
used at work or play.
* Review the community service projects your club is currently involved in.
° List the pluses and minuses of each project.
° Estimate how many people each project is helping.
° Estimate how many hours of service each project requires.
° Estimate how much money the club has put into each, both straight out of pocket
monies and club monies.
Conduct an The community you serve does not remain static; new needs and challenges arise over
external time. Clubs need to respond to today’ s needs and prepare for tomorrow’ s challenges.
environmental You will want to examine them to any depth that you find satisfying. Here are some
assessment suggested ways to conduct an external environmental assessment:

 Sources of information can be as basic as your community’s United Way or any
other comparable local organization that has aready assessed community needs.

» Loca newspapers, organizational newdetters, local Chambers of Commerce, city
or state offices of policy and management are all sources of information that can
identify current needs.

» Focus groups are composed of about ten people from a variety of backgrounds who
agree to meet solely for the purpose of discussing community needs. The informa-
tion collected is variable.

° Callate it.
° Prioritize it, based on the number of times the needs were mentioned.

» Each member can interview two or more acquaintances, asking them what is lack-
ing or needs changing in their community. Collate and prioritize the information.

* Interviewing community leaders is another method of collecting information on
community needs. The more interviews done, the more valid the conclusions.
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Identify strategic
priorities

Having gathered your information, your group will need to prioritize your list of com-
munity needs. Reduce the list down to five to ten identified needs. From the list select
the one community need that:

Appedls to the greatest percentage of members. Buy-in is important!

Fits your club members' talents.

Attracts funding or hands-on support from other segments of the community.
Can benefit the most from your club’s involvement.

Is not being addressed by other groups.

Presents hands-on opportunities.

Has financial requirements that fit your budget.

A sample Community Needs Assessment follows on the next three pages. If your club
desires a written tool and none exists in your community, this tool has been designed
to assist you in your assessment process.

(Prepared by Denise Doyan, 1999 — 2001 Service Development Chairman)

You’'ve assessed your community’s needs.
You’'ve identified a need your club can address.

Now, draw up your ACTION plan!
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Community
needs
assessment
sample survey

Research your community and evaluate the adequacy of programs available in the
categories listed below. Record your evaluation by circling “yes, no, good, avg
(average), or poor.” Briefly state what, if anything, needs to be done in the “identi-

fied need” column.

Community
appearance Visitors first impression: good avg poor
Are public areas well landscaped? yes no
Are parkways tree-lined? yes no
Are welcome signs attractive? yes no
Are there historical markers? yes no
Istheir a beautification plan? yes no
Are there beautification incentives? yes no
Any plans to upgrade unsightly areas? yes no
Is there an Altrusa meeting sign? yes no
Business Adequacy of retail mix: good avg poor
environment Hedlth of retail community: good avg poor
Adequacy of industrial mix: good avg poor
Health of industrial community: good avg poor
Adequacy of professona community: good avg poor
Citizenship and Voter registration: good avg poor
government Voter turnout history: good avg poor
Programs to increase registration?  yes no
Is loca government efficient? yes no
Accessible? yes no
Do well qualified people run for office? yes no
Language classes for foreign-born? yes no
Is there a new citizen ceremony? yes no

Conservation/

Does your community have programs for:

environmental Reforestation?
protection Erosion control?
Soil conservation?
Water conservation?
Recycling?
Recreation Adequacy of public parks:

Adequacy of public sports fields:
Adequacy of recreationa programs:

yes no
yes no
yes no
yes no
yes no

good avg poor
good avg poor
good avg poor

Identified need
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Cultural
activities Is there a community historical society? yes
An art museum? yes
A cultural center? yes
A community theater? yes
A municipa band? yes
A symphony orchestra? yes
A community lecture series? yes
Adequacy of public library: good
Services of the public library: good
Is there a home-bound program? yes
Historical and traditiona celebrations: good
Are there int’| exchange programs? yes
For teachers? yes
For students? yes
For others? yes
Education Is there adequate school funding for:
Playground equipment? yes
Library facilities? yes
Laboratory equipment? yes
Sports programs/equipment? yes
Music programs/equipment? yes
Extracurricular activities? yes
Scholarships? yes
Tutoring? yes
Isthere aliteracy program? yes
Childrens' literacy yes
Adult literacy yes
Adequacy of adult education programs? good
Is there vocationa training? yes
Vocationa counseling? yes
Municipal Adequacy of services: good
services Adequacy of surveillance: good
Adequacy of community awareness. good
Civil defense: good
Fire protection: good
Police protection: good
Public health: good
Public works: good
Sanitation: good
Safety Does your community have:
Safe driving incentives? yes
First aid education programs? yes
Accident prevention campaigns? yes

avg
avg

avg

avg

avg
avg
avg
avg
avg
avg
avg
avg
avg

no
no
no
no
no
no
no
poor
poor
no
poor
no
no
no
no

no
no
no
no
no
no
no
no
no
no
no
poor
no
no

poor
poor
poor
poor
poor
poor
poor
poor
poor

no

no

Identified need
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Tourism

Level of tourism activity:
Potential for expanded activity:
Are historical points well marked?
Well maintained?
Well publicized?

Assistance
programs

Is there an identified resource center?
Isit well publicized?

Adequacy of services for aging:
Leisure activities?

Volunteer opportunities?
Employment opportunities?
Housing?

Safety?

Transportation?

Adequacy of services for handicapped:
Access to public buildings?
Leisure activities?

Athletic opportunities?
Employment opportunities?
Housing?

Safety?

Transportation?

Adequacy of services for youth:
Leisure activities?

Athletic opportunities?
Employment opportunities?
Day care for working mothers?
Foster homes?

Juvenile rehabilitation?

Y outh guidance clinic?

Is family counsdling available to al?

Are there programs for:
Alcoholism/drug abuse?

Care of profoundly disabled?
Child/adult abuse?
Elderly day care?

Indigent population?

Health education?

Fitness?

I1Iness support?
Meals-on-Wheels?

Medica adert system for the elderly?
Mental health?
Handicapped?

Lower income families?
Mentally restored?

good
good
yes
yes
yes

yes
yes
good
yes
yes
yes
yes
yes
yes
good
yes
yes
yes
yes
yes
yes
yes
good
yes
yes
yes
yes
yes
yes
yes
yes

yes
yes
yes
yes
yes
yes
yes
yes
yes
yes
yes
yes
yes
yes

avg
avg

avg

avg

avg

poor
poor
no
no
no

no
no
poor
no
no
no
no
no
no
poor
no
no
no
no
no
no
no
poor
no
no
no
no
no
no
no
no

no
no
no
no
no
no
no
no
no
no
no
no
no
no

Identified need
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MANAGING YOUR SERVICE PROJECTS

An Altrusaclub service project is an activity accepted, approved and sponsored by the
membership in response to an identified need in the loca community or the interna
tional community. With a progressive plan of action, a club can develop a service
project which will improve the quality of life.

Why do
projects?

Participating in projects—service or fund raising—enables an individua to make a
congtructive contribution to the community in at least four way:

* Meets a specific need in the community

Builds fellowship within the club in working for a common cause

Identifies Altrusa as a significant organization which serves the community

Provides opportunities for personal growth and a sense of gratification to members

Effective project planning begins with a good idea that addresses a recognized need. A
good community needs assessment is a most effective way of determining projects
that are worthwhile and needed in your community. This was addressed earlier in this
section. A successful project has a committee which guides the selection and presents
it to the club as awhole for acceptance. Based on need, conceptualizing the plan isthe
fun part—the place to be creative in designing a general approach.

The kinds of involvement in projects are diverse. An Altrusa club may undertake a
major project on its own or in collaboration with other groups. In either case, the
commitment of the group may include personal service, financial support, or both.
Facilities, equipment, supplies, or money may be given to individuals or groups to
further their work. Projects vary, some projects require only support in the form of
leadership or influential assistance from a recognized organization.

The planning
process

For the project to reach a successful conclusion, your plan must be comprehensive and
detailed. By specifying objectives and strategies, you and your project team will en-
sure that the creative idea will develop into concrete action.

The following provides ideas for effective tools on project planning and task manage-
ment. Keep in mind that no “project director” is superhuman. The goals of the project
are best met through a well-planned, collaborative effort. The greatest chance for suc-
cess lies in shared objectives, shared duties, and a shared sense of ownership.

These tools can assist you not only in planning and carrying out the project, but also in
evaluating your effort. They will become a handy record of the strategies that worked
and some indication of alternative strategies for the future.
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» Follow these major steps as you plan your project:
° Clearly define the need
° |dentify the decision makers and what influences them
°  Assess resources, support and opposition
° Set redistic objectives
° Deveop your action plan and the strategies for implementing it

Community service projects are most effective when planned on the basis of consen-
Sus, organization, assessment and a thorough yet flexible action plan. Unless the
need is clearly defined, your effort may go in the wrong direction. For example, “lit-
eracy” is abroad topic. You haveto narrow it down, identify the problem you want
to address, and develop specific goals for addressing it. Know what you hope to ac-
complish and how you plan to evaluate the results.

» Consider these questions as you begin to think about your new project:
° Who has the power to make the changes you seek?
° What and who influences them?
° What are your resources?
° What type of support do you have?

Answering these questions may take some time and research, but will save time and
frustration as you begin to actually work on your project.

Plan of action After studying the information and resources you need to take the actions that will
effect change, the written action plan is the next step and serves as atool for organiz-
ing your strategies. Answer the following questions:

* What isto be done? (include a well defined objective)
* Who will do it? (specific tasks and assignment of responsibilities)
* When will it be done? (a time schedule that includes completion dates)

» What resour ces are needed? Be sure to consider these six resources:
° Money (budget)
° Manpower (Who will be needed for every aspect of the plan?)
° Materids (tangible things needed)
° Time (schedule of activities)
° Public relations (What media is needed to advance the project?)
° Authority (Who is responsible for each component?)

« Where will the resources come from?

Build the following elements into the action plan for maximum effectiveness:

» Mechanisms for regular communication, evaluation, and regrouping.

» Opportunities for recognizing small successes along the way. Success motivates!
(Adapted from Morrison, Emily, pages 142 — 147)

Copy the forms on pages 75 — 77 and give them to all committee chairs and project
leaders to assist with the evaluation process.
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Sample action plan
Project Name:

Goal:

Strategy:

Objective(s) to be achieved:
What need will be met?

By when?
How will success be measured?
At what expense?

What are other organizations or public agencies doing towards this project?

Should this project be done by our club alone or with another organization or agency?

Action Steps:

SouhA~wNE

Allocation of resources:
Money:
Manpower:
Material:
Time:
Media needs.
Who is responsible?

Evaluation:
1. Was the objective achieved?

2. Were the resources allocated properly?

3. What are the recommendations for future action?
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PROJECT EVALUATION

Project evaluation is as important as thorough planning and is actually the last step in
the planning process. It iscritical that projects be evaluated and good notes be left for
the committee chairman or project leader that is to follow. Projects may only be worth-
while for the period of time in which they took place and clubs must then move on to
other endeavors. After completing a project ask yourselves:

c

To what degree is the project meeting intended goas?

u Have the needs changed since the project was initiated?

u Isthe project continuing to serve a worthwhile need?

u What are the key contributions/accomplishments?

u What difficulties have been encountered?

u How have problems been resolved?

u What revisions are possible and advisable?

u Has the project been explained adequately to the public?

u Have most Altrusa members contributed/participated?

u Has the project been financed without undue strain on the budget?
u |sit appropriate to terminate the project?

u |sit advisable to relinquish the project to another supporting group?

u Isit time for the project to be self-sustaining?

c

What project will the club pursue?

Answering these questions with great care can be very enlightening and can lead to
more effective strategic planning for the future. In some cases, just bringing up any
one of the questions will stimulate productive discussion. Evaluating projects will
help you become more efficient and more effective.
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A WORLDWIDE ORGANIZATION

The name “Altrusa’ is a derivation of altruism, which is defined as the principle or
practice of unselfish concern for, or devotion to the welfare of others. Altrusa Interna-
tional is aworldwide service association of business and professiona people united in
persona development and fellowship. Working together in local clubs, members vol-
unteer their energies and expertise in a wide variety of projects dedicated to commu-
nity betterment.

Drawing upon the leadership abilities, talents, and altruistic motivations of its mem-
bers, Altrusans seek to make their combined services more effective on the locdl,
Didtrict, and International levels.

Local
connection

Thelocal club isthe keystone of Altrusa International. It isthe basic grass roots unit of
the entire organization. Through the local club, Altrusa makes a difference on a com-
munity basis. Service to others in our hometown is an essential foundation of Altrusa

International
connection

Every member of Altrusa is a member of Altrusa International, Inc. All members
recelve services from the International Office and all members recelve the Interna-
tional Altrusan. International provides many other printed materials, marketing tools,
and leadership development materials. International hosts a biennial Convention, open
to all Altrusans, to educate members and ceebrate the achievements of Altrusa clubs
around the world.

International also keeps in touch with other groups and organizations in the field of
service important to the local clubs. It assigns delegates to major meetings of national
and world organizations to learn of the latest devel opments in service to such fields as
literacy, the handicapped, children, and the aged. This knowledge is incorporated in
Altrusa’s planned programs.

District
connection

An Altrusa club is strongly linked with a District which is made up of many Altrusa
clubs within a specified geographic area. The District has a governor, board of direc-
tors, and committees whose purpose is to assist local clubs.

Service project ideas and techniques are communicated through District Service Bul-
letins, fall workshops, district conferences, and leadership seminars.

Lines of communication extend from the Didtrict to International, with its officers,
board, and staff. Just as local club officers and chairmen work with District counter-
parts, those at the Didtrict level work with counterparts on the International level.

All of these opportunities add dimension to Altrusa membership beyond the local club
level, and present ways to realize the members potentia in service to others.

The charts on the next few pages show how the various parts of Altrusawork together
to form the complex organization we are today.
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LOCAL CLUB ORGANIZATION

BOARD OF DIRECTORS
President, Vice Prresdent(s)
Treasurer, Secretary, Director(s)
Immediate Past President,
President-Elect (optional)

Special Committees

Standing Committees

—— Service As aplpoi nted
—— Membership Development
—— Communications

—— Finances

—— Nominating

DISTRICT ORGANIZATION

BOARD OF DIRECTORS
Governor, Governor-Elect,
Vice Governor(s), Director(s), Immediate Past
Governor, Treasurer, Secretary (non-voting)

Standing Committees Conference Committees
— Service Program Development Credentials
Elections

— Membership Development

L— Leadership Training

— Communications

— New Club Building

— ASTRA

— Bylaws, Resolutions and Recommendations (Members Elected)

— Nominating (Elected)

—— Finances
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INTERNATIONAL AND DISTRICT ORGANIZATION

BOARD OF DIRECTORS
Executive Committee
International Directors
Immediate Past President
Executive Director (Non voting Ex-Officio)

EXECUTIVECOMMITTEE

President, President -Elect,
VicePresident, Treasurer,
Immediate Past President,

Executive Director (Non voting, Ex-Officio)
Legal Advisor (Nonvoting, Ex-Officio)

STANDING COMMITTEES APPOINTMENTS
COMMITTEES
—— Service Program — Awards Legal Advisor
Development — Clubs-At-Large Parliamentarian
| ; | i i NGO Representative
Leadersfn p Development Long Range/Strategic Planning B Unit% Nationlsv
and Trainning (Elected)
—— Membership Devel opment
—— ASTRA Clubs
—— Communications CONVENTION
— Bylaws, Resolutions and Recommendations COMMITTEES
(Members Elected) :
N — Credentials
—— Nominating (Elected) L Elections
— Finance ——Regidtration
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Section

6The Board of Directors

Working with a Board of Directors
Responsibilities of the President to the Board
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* A good |leader inspires othersto

have confidence in her/him.

A great leader inspiresthemto
have confidence in themselves.”
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WORKING WITH A BOARD OF DIRECTORS

A Board of Directors has responsibility for the club’s operation, for stability, and for
continuity. Effective Boards can mean the difference between member understanding
and support of the club program, and member apathy. Boards that understand their
role and fulfill their responsibilities effectively can make a significant impact in a
club.

An effective Board enlists the collective wisdom of carefully selected members. Each
member brings a unique knowledge, insight, skill and persona contacts. By working
together a synergismtakes effect. Separate ideas blend together to build awhole greater
than the parts. An effective Board interprets programs and builds support for the club
mission.

Members who feel needed and valued as Board members will experience personal
growth and continue to be concerned and involved in the Altrusa club.

Obligations of
Board members

Individuals who agree to serve on the club Board should do so with the understanding
that there are obligations that accompany this position. Board members must be pre-
pared:

» To congder the organization and al of its members with full honesty and reason-
able efficiency

» To exercise great care, skill, and judgement
» To act out of good faith and deal fairly with the club
» Todisplay highest loyalty, reasonable care, and business prudence in regard to the

interests of the organization.
(Based on materia by the Public Management Institute)

Selecting new
Board members

Nominating committees have the obligation to make potential board members aware
of what is expected of them as a board member. Potential board members might ask:

* What is expected of me?

* What am | going to get out of this?
* Do have the time?

* Do | have the expertise?

* Am | comfortable with the group?
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Board The Board of Directorsis composed of the president, president-elect (optional), one or

composition two vice presidents, secretary, treasurer, immediate past president, and the number of
directors specified in the club Bylaws. The club may decide to include a corresponding
secretary and an assistant treasurer.

Responsibilities Board members have an obligation to become thoroughly familiar with the organization
of Board before they assume their offices.
members

» Become familiar with all Altrusa printed materials. Especially the most current edi-
tion of the International Bylaws and Policies, Altrusa Encyclopedia, Club By-
laws, and Club Policies.

» Attend al Board meetings.

» Be familiar with the minutes of the Board and the Committee on which you serve.

o Befamiliar with the club, District and International strategic plans.

» Understand the budgeting process including the General Operating Budget and the
Service Project Budget (may be in Club Foundation).

* Monitor the community image of your club.

» Make certain your club is fulfilling all aspects of its not-for-profit and tax exempt
status.

The duties of the Boards of Directors in all Altrusa clubs are very specific and is

Duties of the outlined in the Encyclopedia. They are:

Board
» Determine club Paliciesin line with Local, Didtrict, and International Bylaws.

» Transact al club business otherwise assigned.

* Act upon al recommendations for membership.
» Supervise club activities.

* Fill vacant Offices between elections.

» Grant leaves of absence.

» Determine causes for, and initiate plans to correct, excessive member loss, and low
attendance.

» Designate a place to deposit club funds.

* Approve expenditures of funds.
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» Provide for the bonding of the treasurer(s) at club expense.

* Providefor annual audit of club booksincluding Club Foundation if applicable.

* Advise club members of Board actions through the club newdletter and club meet-
ings.

» For good cause, declare any Office vacant.

» Recommend the Operating and Service Budgets to the membership for approval.

A well prepared Board will have no difficulty executing these duties and moving the
club forward. Members will also experience a sense of growth and understanding of
Altrusa.

RESPONSIBILITIES OF THE PRESIDENT TO THE BOARD

As the elected leader of your Altrusa club you have many and varied responsibilities,
but none as important as devel oping a positive relationship with your Board of Direc-
tors. It isimportant that team spirit be developed among the members of the Board of
Directors. The members of the Board need to fedl comfortable with one another. Y our
responsibilities to the Board fall under two categories:

Preparing your » Supply each Board member with a notebook containing:
Board for their ° The Altrusa Encyclopedia
responsibilities ° Membership Manual and Classification Guide

o

o

Altrusa Bylaws and Palicies (the very latest edition)

Club Policies

Copies of the International Long Range/Strategic Plan, District Strategic Plan
and Local Club Strategic Plan

Set of job descriptions for each Club Officer

List of Board responsibilities (See this section of this handbook or the Encyclope-
dia.)

These notebooks should be kept as club materials and passed on each year to the
successive Board members. Updating should be done as published.

* Acquaint each Officer with the responsibilities of the office. (Use either club job
descriptions or the Altrusa Encyclopedia as areference. Local club job descriptions
are preferred as they include your club’s responsibilities for each Office.)
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* Hold aBoard Orientation. Board members need to understand what is expected of
them and the responsibilities of the actual Board of Directors. Even though each
member knows the other members of the Board, one of your goals is to develop a
team. With that in mind, do some type of ice breaker (you might ask each Board
member to verbalize her/his dream for Altrusa in the coming year). This will allow
the Board members to become better acquainted and develop more team rapport.
Cover such things as:

° Expenditures of club funds—what is the process used?

° Budgeting—explain how the budgeting process operates.

° Procedures for handling project requests.

° Procedure your club uses for acting on recommendations for membership.

° Procedure used in reporting board action to the membership.

° Determine aregular meeting date for the Board.

° Prepare your Board members to take on new leadership responsibilities in the
organization.

A well prepared Board will be able to take on responsibilities and conduct businessin
much less time with a full understanding of what they are doing.

Board meetings » Prepare an agenda for Board meetings and advance a copy to each Board mem-
ber, if possible.

* Preside at Board meetings and follow approved parliamentary procedure.

» Allow time for full discusson of important business. Time spent in the Board
meeting will speed the discussion during your club meeting.

* Prepare the Board’s actions and recommendations in concise and clear lan-
guage before presenting them to the club for approva. This may be delegated to
another Board member (often the secretary).

» Give advance notice of business to be considered by the club when the Bylaws so
specify.

* Review the Club Bylaws and Policies once a year.

SAMPLE JOB DESCRIPTIONS

It is beneficia to provide the members of your Board with job descriptions. Make sure
that you, as incoming president, update the job descriptions prior to taking office and
localize them based on your club’s procedures. The samples on the following pages
are included to help you in developing your club’s job descriptions. Remember every
club has different expectations and these must be localized.
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Club president
sample

POSITION: Club president

ELECTION: Automatically assumes office as president if served as president-eect in
prior year. If club does not have president-elect, assumes office of incoming president
after being elected by club members. Assumes role of president after installation in
May/June.

TERM OF OFFICE: One year

ROLE: The president is charged with supervising the affairs of the club and staying
informed of club, District, and International policies and procedures.

RESPONSIBILITIES:

Assume the leadership of your club.

Appoint al standing committees, special committees and appointments as outlined
in club policies. The president’s appointments shall be subject to the approva of
the board of directors.

Serves as chairman of the board of directors and an ex-officio member of al com-
mittees, except the Nominating Committee.

Prepare written agendas for all club/board meetings.

Preside at club and board meetings.

Schedule a time and place for regular Board meetings.

Follow approved parliamentary procedure.

Be familiar with the Altrusa Encyclopedia, and Club, District, and International
Bylaws and Policies.

Prepare and distribute a month-to-month calendar that lists all club and board meet-
ings, District Conference, District workshops and International convention dates,
Altrusa commitments, and District officer visitation date.

Select a chairman and committee members for the Strategic Planning Committee.
Include board members on the committee.

Oversee the proper functioning of club committees.

Work with the Finance Committee to prepare a budget to be presented to the mem-
bership the month after installation.

Serve as the club’s community representative, attending functions where Altrusa
should be represented, or appointing another member to serve as the club’s repre-
sentative.

Make sure that al District and International reports are filed in atimely manner.
Encouragethe club to submit entriesfor International awards, MamieL. Bass, Letha
H. Brown, Dr. Nina Fay Cahoun and al District awards.

Represent your club as one of its delegates at District conference and International
convention, if selected by the club.

Prepare a monthly article for the club newdletter.

Share Didtrict and International communications involving the membership.
Direct the arrangements for the visitation of the District’s Representative, such as
finding accommodeations, if needed, providing directions to the meeting place, and
mailing copies of the club’s newdetters and yearbook.

Prepare an annua report to be presented to the members at the May business meet-
ing.

Attend workshops, leadership seminars, District Conferences, and International
Convention, whenever possible.
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President-elect POSITION: President-elect (optional)
(optional)
sample ELECTION: Elected to serve on the Board of Directors by the club members.

TERM OF OFFICE: One year

ROLE: The president-elect assumes the office of president on the expiration of the
term of the current president or upon the inability of the current president to complete
the term of office. The president-elect is charged with assisting the president with the
club administration; assuming the responsibilities for leadership as directed by the
president; and staying informed of club, District, and Internationa policies.

RESPONSIBILITIES:

» Beprepared to act as president if required—be familiar with current club activities
and meeting agenda items.

* Know parliamentary procedures and act as parliamentarian at business and board
meetings. Note: Some club president’s appoint a club parliamentarian.

» Befully acquainted with the duties of the president

» Be knowledgeable about the club’s administration and procedures.

» Be willing to accept and to carry out any special assignments that will strengthen
and expedite the work of the club.

» Be familiar with the Altrusa Encyclopedia, and Club, District, and International
Bylaws and Policies.

» Attend monthly board meetings.

* Prepare newdletter articles as requested by the president.

» Befamiliar with incoming president’ s calendar; follow the timeline in making prepa-
rations to become president.

» Attend workshops, leadership seminars, District Conferences, and International
Conventions, whenever possible.

* Prepare an annua report to be sent to the president in late April.

Refer to Section 16 for the Roster of Club Commit-
tee Chairs Form. For the best service from District
and International, send thisformto them assoon as
Incoming committee chairs have been appointed—
preferably by May 15.
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Vice president
sample

POSITION: Vice president(s)

ELECTION: Elected to serve on the Board of Directors by the club members.

TERM OF OFFICE: One year

ROLE: The vice president is charged with assisting the president with the club admin-
istration, assuming the responsibilities for leadership as directed by the president and
staying informed of club, District, and International Policies. The vice president(s) (in
order of succession) serve(s) as the executive officer in the absence or inability to
serve by the president or president-elect (if applicable).

RESPONSIBILITIES:

Be prepared to act as president if required; be familiar with current club activities
and meeting agenda items.

Know parliamentary procedures. Act as parliamentarian in the absence of the presi-
dent-elect. Note: Some club president’s appoint a club parliamentarian.

Be fully acquainted with the duties of the president.

Act as a sounding board for the president.

Be knowledgeable about the club’s administration and procedures.

Be willing to accept and carry out any special assignments that will strengthen and
expedite the work of the club.

Be familiar with the Altrusa Encyclopedia, and Club, District, and International
Bylaws and Policies.

Attend monthly Board meetings.

Prepare newsletter articles as requested by president.

Attend workshops, leadership seminars, District Conferences, and International
Conventions, whenever possible.

Prepare an annual report to be sent to the president in late April.
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Treasurer POSITION: Treasurer
sample
ELECTION: Elected to serve on the Board of Directors by the club members.

TERM OF OFFICE: One year

ROLE: The treasurer is charged with taking care of the club’s funds; paying al bills
and dues balances in atimely manner; and keeping the president, Board, and members
informed about the clubs finances.

RESPONSIBILITIES:

* Receive, record and promptly deposit al club funds into the club account at the
bank designated by the board of directors.

» Pay dl hills and dues balances promptly.

» Send dues notices to members; issue and sign membership cards when dues are
paid. These should be mailed before May 1.

» Send annual dues and nonmember subscription payments to the International
Office; send District dues to the District Treasurer; use the forms provided as de-
scribed in the Treasurer’s Guide. June 1 is the deadline for mailing annua dues and
they must be mailed prior to June 15 to avoid a late fee.

» Send new members dues (enclosing per capita dues and processing fee) and
information to District and International. The Membership Information Form may
be ordered from the International office at no cost or downloaded from
www.altrusa.com.

* Report any membership changes promptly to the International Office and the
Digtrict.

* Update and return the club membership roster mailed from the International
Office.

* Present a monthly report to the Board and membership; prepare a statement of the
fiscal year’ sincome and expense to present at the club’s annua meeting; submit the
accounting books for annual audit.

» Maintain the club membership records, showing classification, job title, home and
business addresses, fax humber, email address, and telephone numbers for each
membe.

* Understand current policies and procedures for collecting and submitting Interna-
tional and District membership dues and fees, District Conference fees, Interna
tional fees, and subscription payments for the International publications.

» Serve as the Finance Committee Chair and help plan the club’s budget.

» Stay informed of District and International policies and procedures.

» Prepare an annua report to be sent to the president late in April.

» Attend workshops, leadership seminars, District Conferences, and International
Conventions, whenever possible.
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Secretary
sample

POSITION: Secretary

ELECTION: Elected to serve on the Board of Directors by the club members.

TERM OF OFFICE: One year

ROLE: The secretary is charged with keeping accurate minutes of Board and club
meetings, and staying informed of District and International policies.

RESPONSIBILITIES:

Take minutes of all club and board meetings using the guidelines in the Encyclope-
dia and Guidelines for Preparing Minutes (in this section).

Publish and distribute the minutes in a timely manner.

Keep arecord of attendance at al meetings.

Maintain the club’s permanent records, including all minutes and any papers the
club orders to be placed on file; these records are kept separate from the records of
other club Officers and Committee Chairs.

Issue notices of club meetings.

Handle the general correspondence of the club and president as requested, exclud-
ing correspondence that relates specifically to the responsibilities of the Officers and
Committee Chairs.

Send the names and addresses of newly elected Officers and Directors to the Inter-
national Office and the Digtrict Governor within the first ten days following elec-
tions.

Complete aMember Referral Form for any active members moving to a community
having an Altrusa club.

Complete an Application for Affiliate Membership Form for any member seeking
affiliate status.

Send the date of candidates for club Officers and Director positions to the club
membership immediately following receipt from the Nominating Committee.

Send the names of District Conference delegates and aternates to the District Sec-
retary immediately following their eection.

Send the names of International Convention delegates and aternates to the Interna-
tional Office immediately following their election.

Prepare an annual report to be sent to the president late in April.

Attend workshops, leadership seminars, District Conferences, and International
Conventions, whenever possible.

Refer to Section 16 for the Roster of Club Officers
Form. For the best service from District and Inter-
national,, send thisformto themwithin ten daysfol-
lowing your club’selection.
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Immediate past

POSITION: Immediate Past President

ELECTION: Automatically assumes paosition after term as president is completed and

ROLE: The immediate past president is charged with continuing in a leadership role
by helping to ensure a smooth transition for the incoming president and Board and

Attend and participate at Board meetings.

Assure a prompt transfer of workbooks, files and records from current Officers and
Committee Chairs to their successors by the beginning of the new club year.
Prepare an annual report to be sent to the president by late April.

Chair specia projects when requested.

Attend workshops, leadership seminars, District Conferences, and International

president
sample
new president is installed.
TERM OF OFFICE: One year
acting as “elder statesman.”
RESPONSIBILITIES:
* Advise the president as requested.
Conventions, whenever possible.
Director POSITION: Director
sample

ELECTION: Elected to serve on the Board of Directors by the club members. The
number of Directors elected in even- and odd-numbered years is determined by the
club bylaws.

TERM OF OFFICE: Two years

ROLE: The Director is charged with adding balance to the board.

RESPONSIBILITIES:

Attend and participate at Board meetings.

Accept and carry out specia assignments from the president or Board.

Prepare an annual report to be sent to the president by late April.

Attend workshops, leadership seminars, District Conferences, and International
Conventions, whenever possible.
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GUIDELINES FOR PREPARING MINUTES

For the Secretary

Minutes are the official, legal record of a club and should never be destroyed. The

minutes:

» Keegp absent members informed of the club’s business

* Help club leaders follow up on assignments and actions

» Help formulate the agenda for future meetings

» Give continuity to the procedures and traditional activities of the club

» Provide a valuable review of the activities of the past

» Are valuable resources in assessing member participation when considering Com-
mittee Chair appointments and Officer nominations

The minutes should contain what was done by the organization, not what was said by
the members.

. Theflrst paragraph should contain:

The kind of meeting (regular, speciad, etc.)

° The name of the organization (Altrusa International, Inc. of ... )

° The date, the time, and the location of the meeting

° Cal to order—thefact that theregular presiding officer and secretary were present
or the names of the members who substituted for them

° Whether the minutes of the previous meeting were read (or printed in the news-
letter) and approved as read, or as corrected

° Treasurer’s report, as read, to be placed on file

» Thebody of the minutes should contain:

° A separate paragraph for each subject matter

° All main motions, worded as stated or amended, and whether adopted or de-
feated

° The name of the member moving the action may be included, but not the member
seconding.

° Theexact wording of committee assignments, including any power to act, the due
date, and the names of the committee chair and members.

Remarks of a speaker or details of the program should not be included.
* Thelast paragraph should state the hour of adjournment.

The secretary should provide the president with a copy of the minutes of the previous
meeting well in advance of the next meeting. Minutes may also be placed in club
newdetters. If this is done, minutes do not need to be read at the meeting which is a
timesaving factor.

Note: Club Bylaws require the election of a club secretary, but a club may elect
or appoint a corresponding secretary to assist the secretary in performing all
necessary tasks.
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EFFECTIVE COMMITTEES

Volunteer organizations are especialy dependent on well-functioning committees and
task forces. Altrusa is no exception. In fact committees could be described as the very
backbone of our organization. By delegating the majority of the work to appropriate
committees, Altrusa not only shares the work load, but involves members who bring
different skills, ideas, and interests. Working at the committee level enhances new
members learning about Altrusa and provides the opportunity for self satisfaction.

Time spent with the careful development and organization of effective working com-
mittees will result in a strong and vital club. Orient your committee chairmen. Y our

* See that each member serves on at least one committee, subcommittee, or task

» Sharethis section of your handbook and appropriate materials in the “Leadership
Section” with your committee chairs. Remember they are leaders, too.

° Make sure each committee defines goals that relate to the particular function and/
or assgnment of the committee within the framework of overall program goals.

° Make sure the Committee Chair and members determine the expected period of
time in which a committee job is to be completed. For standing committees this
will be one year; however, special project committees may take more or lesstime.

° Train your Committee Chairsto carefully and logically plan all activities, making
an effort to develop and utilize the talents of each committee member.

° Make sure your Committee Chairmen are familiar with the club strategic plan.
Y ou might highlight the sections that affect their Committee on a copy of the plan

For a committee to act successfully, the following are needed:

For the
president

responsibilities are to:

force.
e Orient your Committee Chairmen:
for each Chair.

Tips for the
successful

committee chair

* Consder the skills, knowledge and experience each member brings to the com-
mittee. Make assignments accordingly. Members want to feel good about their con-
tribution.

» Explain what you want to accomplish and the deadlines to get the work done. Be
specific! Thereisnothing more discouraging than to have work rejected at its comple-
tion. Time spent initially clarifying and confirming what is expected is time well
spent. Spending time at the beginning of a project prevents mistakes and misunder-
standings that are difficult to correct.
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» Give members the freedom to think and be creative. Encourage members to think
for themselves

» Explain the purpose of the assignment and how it fits into the big picture of the
project. People are motivated when they understand the reasons for their effort.

» Set up checkpoints for mutually determined deadlines. Did you reach an important
point on time?

» Don’'t rush to the rescue! Trust a member to complete work as assigned. Encour-
age her/him to resolve any problem by suggesting alternate solutions and recom-
mendations.

* Help people to learn from their mistakes by reviewing the situation and asking
them how they would handle it differently the next time.

» Always praise work well done!

AsaCommittee Chairman, at some point you will find yoursalf working with members
with little or no leadership experience. One of your roles will be—through example—
to teach organizational skills, delegation, communication, and evaluation techniques.

CUSTOMIZE ACTIONS WITH EXPERIENCE

As a “people developer,” you want to be sure that as confidence and experience increase, you provide
more opportunities to act with less direction from you. Be cognizant of each member’'s level of experi-
ence:

1. With a new committee member you will need to offer a great deal of advice and direction.

2. With a dightly more experienced member, you might expect not only the needed information, but a
set of recommendations concerning the issue.

3. In the case of a well-experienced member you want to support considerable freedom to act as an
acknowledgment of your respect for her/his independence.

4. Finally, with your most trusted member, encourage her/him to act independently and report out-
comes or results to you. This implies an enormous amount of confidence based on her/his skill.

(Adapted from MacKenzie and Moore, pages 108 — 110)
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Responsibilities
of Altrusa
Committee
Chairmen

Know fully the purpose and requirements of the committee.
Give time, thought, study, and originality to carrying out the work of the committee.
Be familiar with the club strategic plan and your committee s tasks in relation to it.

Assist your committee in defining goals that relate to the particular function and/or
assignment of the committee.

Hold regular planning mesetings.
Advise the president of all committee meetings and invite her/him to attend.

As acommittee, prepare both an action plan and a task management sheet for every
project. (Samples are in Section 4 of this handbook.)

Select a committee recorder. Keep thorough records of all meetings and activities.
Follow through to see that the work is done.
Do not work as a“loner,” doing al the work yourself.

Be impartia, flexible, humble, helpful, and firm in your determination to reach the
goals set by the committee.

Keep the officers and the club informed as to the progress being made.
Submit committee reports promptly as requested.
Have something to say about your committee at each business meeting.

Plan some manner of transition meeting for the purpose of turning materials over to
the next chairman.

Evaluate each activity with a constructive focus.

Enjoy the fruits of your committee’ s [abors and share them with other clubsin your
District.
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Profile of a
dream team

Being a Committee Chairman can be a great |eadership development tool for the Chair-
man, and give her/him a great sense of satisfaction. However, it takes time and plan-
ning. Working with a committee means developing ateam. Share this profile with your
chairmen as they develop their teams. A dream team:

» Works towards a common goa

» Develops its members skills

» Usesits time and talents efficiently

» Enhances the diversity of its members

» Commits to continuous improvement

» Builds morde internally

» Performs effectively and produces results

» Accepts praise and criticism

» Cooperates rather than competes

» Uses resources wisely

* Maintains a positive attitude toward everyone

» Stayson task

» Communicates openly

* Learns from each other

* Resolves conflict effectively

* Welcomes chalenges

 Shares pride in its accomplishments

» Celebrates successes

Asmentioned previously, Section 4 of this handbook deal s with planning and especially
project planning. On the following few pages is another approach to project planning.
Presidents, please share this information with all Committee Chairs.
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STEPS IN DEVELOPING A PROJECT

The project A club service project is an activity accepted, approved, and sponsored
by the membership in response to an identified need in the community.
State the purpose The purpose of a project is to take action, in the community, to improve
the qudity of life
Select a project Identify the most serious community problems. Identify the problems the
club can do something about.
Club resources Community resources
Identify expertise of members Undertake feasibility study
Assess interest Review what others are doing
Assess commitment Survey outsde help availability
Egimate member availability Determine financid obligation
Develop a plan of action Sdlect a project of high priority for the community. Select a project of
high priority to the members. Obtain board approval.
Club planning Community planning
Clarify gods Secure permission, authorization,
and/or cooperation as needed
Identify steps required for Prepare advance publicity
implementation
Develop atime schedule
Develop arogter of specific
respongbilities
Implement the project Initiste/activate
Follow-through
Involve other groups as partners, if appropriate.
Review the project Club aspect Community aspect
Is there a continuing interest? Is there a continuing need?

Is there a sustained involvement? Is project revision desirable?
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COMMITTEE TASK SHEET
(Give one copy to each committee member)

Project name:

Committee chairman:

| am responsible
for:

Resources needed:

Date to be
completed:

Notes:
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ALTRUSA COMMITTEES AND JOB DESCRIPTIONS

The standing committees of all Altrusa clubs are Service, Membership Develop-
ment, Communications, and Finances. It is important to note that the Nominating
Committee is a required committee, but stands aone as all its members are to be
elected. Asthe club president it isimportant that you read both the Altrusa Bylaws and
Palicies and the Altrusa International Encyclopedia as they relate to the committees.

Clubs may choose to have other committees. These might include a specia project
committee or task force, BRR Committee, Hospitality, New Club Building, etc.

No matter how many committees your club has, it isimportant for you to develop ajob
description to be given to each chairman. Remember, some of your chairmen may be
new members. Use your Club’s Strategic Plan, the District Strategic Plan and the
International Long-Range/Strategic Plan to help you with the specifics for your club’s
job descriptions. Sample job descriptionsfor the standing committees are on the follow-
ing pages. Fill in the blanks for the appropriate dates, etc., for your club. Use these as
aguide for developing job descriptions for your committee chairs. Remember you are
a “people developer”; providing your chairmen with job descriptions will help them
grow into their tasks.

If you want one year of prosperity, grow grain.
If you want ten years of prosperity, grow trees.
If you want a hundred years of prosperity,

grow people.
— Chinese Proverb —
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Communications

Altrusa International, Inc., of

Committee
sample job 20— 20__ Communications Committee
description
Chair:
Members (list):
Role " Produce a monthly newdletter

Produce annual updated yearbook

Keep promotional brochures updated

Produce new brochures as needed

Produce materials for specia projects as requested

Be responsible for the club’s archives

" Forward items to the District Service Bulletin editor
Organize publicity for club activities

Keep the club up to date concerning any changes from the Bylaws, Resolutions,
and Recommendations Committee

Work with the president to produce a club evaluation form
Keep updated member profiles for press items and yearbook

General items

Be familiar with the Club, District and International Long Range/Strategic Plan.
Study the functions of this committee as it relates to these plans.

Organize a presentation for the program meeting in
"7 Actively seek articles for the newdetter from all members
Obtain new member profiles for the yearbook and newd etter

Important dates

Annua planning meeting on
Written committee report to be given to the president by the first of each month
Mail newdetter by of each month

" Give new/updated club yearbooks to members by September 1

Revise and reprint promotional materials by
Submit publicity items for local newspaper by the week of
each month
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Service

Altrusa International, Inc., of

Committee
sample job 20 —20__ Service Committee
description
Chair:
Members (list):
Role Organize and coordinate al service activities for the club

Provide updated documentation (files) for al on-going projects to the next chair
Obtain ideas for new service and literacy projects to be presented at the annual
planning meeting

Track all service hours and provide totals to the president by May 15

Work with the Strategic Planning Committee to develop Service Committee goals
and action steps

Work on a Community Needs Assessment

Work closely with the Finances Committee and/or Foundation Treasurer to keep
track of service expenditures

Build a network with other service organizations

Keep an updated calendar of activities, number of people needed, hours of work,
etc., to be printed in the newdetter and a copy given to the president

General items

Be familiar with the Club, District and International Long Range/Strategic Plan.
Study the functions of this committee as it relates to these plans.

Organize a presentation for the program meeting in
Submit a major service project for the Mamie L. Bass award
Submit amajor literacy project for the Letha H. Brown award

Submit an entry for the Dr. Nina Fay Calhoun International Relations Award

Important Dates

Annua planning meeting on
Written committee report to be given to the president by the first of each month
Written report for the annual planning meeting

Submit entries for the Mamie L. Bass, LethaH. Brown and Dr. Nina Fay Calhoun
awards prior to District due dates.
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Membership Altrusa International , Inc., of
Development
Committee 20— 20 __ Membership Development Committee
sample job
description Chair:
Members (list):
Role "7 ldentify creative ways of attracting new members

Organize a membership drive

Develop an orientation program

Develop a new member mentor program

Initiate new members

Develop new initiation programs

"" Assist with coordination of the installation of the board

Revise the membership procedures, as needed

Work with the Strategic Planning Committee to develop membership goals and
action steps

General items

"~ Befamiliar with the Club, District and the International Long Range/Strategic Plan.
Study the functions of this committee as it relates to these plans.

Organize a presentation for the program meeting in
Hold quarterly orientation meetings

Hold an annua reorientation meeting

Prepare newdetter articles as requested

Make sure al paperwork is correctly filled out and dues from new members are
given to the treasurer prior to initiation.

Important dates

Annua planning meeting on
Written committee report to be given to the president by the first of each month
Orientation meetings on , , , and

Annua reorientation program on
Annua membership drive :
Revised membership procedures to the board by
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Finances Altrusa International, Inc., of
Committee
sample job 20 —20__ Finances Committee
description

Chair:

Members (list):
Role "" Coordinate the club’s finances

Set the members' dues for the year and present them to the board and membership
for approva

Find a new fund-raising activity each year*

Organize and coordinate all fund-raising activities for the club*

Purchase all Altrusa supplies

"” Work with the president and Service Committeg(s) to build the club’s budget
Provide updated documentation (files) for al on going fund-raising activities to
the next chair*

Work with the incoming president, treasurer, and foundation treasurer (if appro-
priate) to develop the club’s annual budget

*Note: Some clubs have separate Committee for fund-raising

General items

"~ Befamiliar with the Club, District and the International Long Range/Strategic Plan.
Study the functions of this committee as it relates to these plans.

Organize a presentation for the program meeting in
Work with the Communications Committee to produce articles for local newspa-
pers about fund raising activities (unless assigned to a separate Committee)

Important dates

Annua planning meeting on
Written committee report to be given to the president by the first of each month
"~ Budget to the board of directors by

Budget to the membership by

Written report for annual planning meeting in April

Effective Committees |107



Nominating
Committee
sample job
description

Altrusa International, Inc., of

20 —20__ Nominating Committee

Election

A minimum of three members elected by the membership. The individua with the
most votes becomes chairman.

Period of time

One year

Role

Make all arrangements necessary for the election of officers

Responsibilities

Review the duties and responsibilities of each office prior to developing a date
Study the bylaws to determine dligibility for each position

Poll members of the group to determine interest in holding a board position
Prepare a date of nominees including at least one and hopefully two or three for
each position

Present the date of nominees to the president, secretary, and membership no less
than thirty (30) days prior to the election in March

Prepare a written ballot to be used during the March election

Count the ballots and announce results

Organize a run-off vote if necessary

Present results to the president, secretary, and newdletter editor for announcement
and publication

Present the list of new officers to the Communications chairman for media an-
nouncement

NOMINATIONS AND ELECTIONS

The process for nominations and elections is relatively ssmple and as the club presi-
dent, you have only one responsbility: making sureit gets done on time. You should
not be involved in either the nominating or eection process except when nominations
are read at the time of elections and the ballot is finalized.
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Where can I, the
president, learn
about the
process?

The International Bylaws, Article XlI1, Section 1 and the Encyclopedia.

Who nominates?

According to the bylaws, the Nominating Committee is to be elected. The committee
consists of at least three members who will contact club members to determine inter-
est in running for an office.

Do we need an
Election
Committee?

No! In most clubs, the Nominating Committee acts as an Election Committee and
organizes the election.

Can we vote by
show of hands?

No! Thisis one time you need to vote by balot. Every member must fedl free to vote
her/his conscience without the pressure of everyone in the room watching. Remember,
you are electing your future leadership and the direction this elected board takes is the
direction your club will take in the future.

What do | need
to be aware of?

Scheduling! Many clubs forget to put the election of the Nominating Committee on
the agenda. This must be done no later than 8 weeks prior to the March business
meeting/prior to the eection. However, this doesn’'t give the Nominating Committee
time to contact all members, fill al positions with—hopefully—two or more nominees,
and announce the date one month in advance of the election. The process needs to be
started much earlier. If the Nominating Committee is elected in November or Decem-
ber, they can begin thinking about their role and how to begin the process in January,
and announce the date of nominees in February.

In March, what is
my role in the
election
process?

You ask if there are any additional nominations for each office. If not, indicate “the
nominations are closed.” If yes, proceed with the additional nomination(s) and then
indicate the “nominations are closed.”

May | vote
during my club’s
elections?

No! Your vote is saved in the event there is a tie vote. You wait and vote only if
needed.

What do | need
to know about
the International
and District
elections?

Both International and your District will inform you well in advance and send thor-
ough election instructions. Follow them to the letter and take part in the nomination
process. If clubs do not respond, the names of possible nominees are overlooked.
Your responsbility isto make sure your club participates in the nomination pro-
cess.
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CHECKLIST FOR ASSESSING A COMMITTEE’'S HEALTH

Does it feel warm, supportive, and friendly?
Are some parts of the group hogtile or resistant?
Is the atmosphere comfortable or tense?

Are new members introduced to al other committee members and made to fee

Does the chairperson recognize others or maintain a stony silence?
Is the meeting one of sharing or is it a one-way monologue?

Is al participation directed at the chairperson or is there lively debate involving

Are there cliques—small groups who appear to carry on their own meeting?

Is conflict acknowledged and explored or suppressed and denied?
Are different points of view welcomed?
Does the committee identify a range of options or adopt the first suggestion?

Are there obvious winners and losers in discussions?

Are decisions made or is discussion circular, without resolution?

u Do you sense enthusiasm, excitement, and passion or is the group flat and unre-

u Are there flashes of humor, intensity?

Climate

welcome or are they ignored?
Interaction

everyone?

Are there silent members?
Conflict
Decisions
Energy

sponsive?
Evaluation

u Isthe process or the product ever evaluated?

u Does the group spend time looking at its own performance?

(MacKenzie and Moore, page 19)
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Section
8CIub Finances

Club Presidents and Finances

Budgeting
Frequently Asked Questions

Club Liability Insurance

* Add up what you have,
and you'll find that you won't sell them
for all the richesin the world.

— Dale Carnegie —



CLUB PRESIDENTS AND FINANCES

The club treasurer plays an integral role in member satisfaction and retention since the
treasurer is the most direct communication link between club members, the district
and Altrusa International. Members become disenchanted with Altrusa when they do
not receive the services that they have paid for such as the International Altrusan
and the District Service Bulletin.

To the president

Even though there is a Club Treasurer, a Finances Committee, and, if applicable, a
Foundation Board of Directors, you as president are ultimately responsible for the
success of all aspects of the club and none more so than finances.

As the president you must know that your treasurer is functioning in a timely and
thorough manner.

It isimportant for you to understand the following aspects of club finances:

» Budgeting, both operating and service

» Genera fiscal procedures

» Legal aspects of certain fund raisers

» Clubinsurance- Club Liability Insurancefor all club activitiesis covered by aPolicy
purchased by International. Club Bond hasto be purchased by the club. - See Page
124

These itemswill be covered in this section of the handbook for your benefit. In addition

there are policies in the Bylaws and Policies Manual that cover fund raising and a
good section in the Encyclopedia. Read these manuals carefully.

Encourage

Encourage your treasurer to attend all training sessions designed with her/hispositionin
mind. Most districts hold a treasurer’s workshop at their district conference. As soon
as the eection is completed begin discussing the need for her/him to be at the confer-
ence.

It isasotheresponsibility of the outgoing treasurer to fully train theincoming treasurer.
Your role is to see that this happens.

Where do we
obtain printed
information?

The yearly Club Treasurer’s Guide is the best source of information concerning the
responsibilities of thetreasurer. Thisissent directly to thetreasurer in April. If youwish
to study it, the guide may be accessed from the Altrusa web page at www.altrusa.com.

112 |Section 8



Important dates

e Junel5
° All dues must be mailed or at least postmarked by this date to prevent a delin-
quency fee.
° Convention fee due to International

* July10
° Last day to retain membership. All unpaid members are dropped.

October 15
° In the United States, IRS Form-990 is due if the club has gross receipts of over
$25,000.

December 1
° Haf-year (half price) dues go into effect for new members.

March 31
° Last day for half-year dues. Keep in mind that the member who pays half year
dues now will also be billed for full year duesin May.

o Aprill
° New members paying dues between April 1 and May 31 pay full annual Interna-
tional, District, and club dues which represent dues for April of the current year
through May of the following year. (A year and two months dues)

Audit Remember to schedule an end-of-the-year audit. As soon as the outgoing treasurer is
able to finalize the year’ sfinancia information, the books should be audited.
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BUDGETING

The general
operating
budget

The genera operating budget is based on anticipated income from membership dues
and processing fees and on estimated income from sources other than solicitation from
the general public.

The genera operating budget must provide for the following expenses:
* International dues
* Membership processing fees
* District dues
* International Convention fee
» Didrict Conference feg, if any
* Club Officer and Committee expenses
* Yearbook printing expenses
* Newdletter printing and distribution expenses
» Delegates expenses for District Conference
» Delegates expenses for International Convention

Note: A member’s annual dues are equal to the sum of International, District and local
club dues. In addition to this, new members pay an International membership process-
ing fee, plus a club initiation fee to cover the cost of a new member kit and pin. The
initiation fee is optional; some clubs purchase kits and pins for their new members.

The following sample budget form is a handy tool to use during the actual budgeting
process. If clubs prefer, they may publish the final budget using only the amount bud-
geted for each item.

Operating budget sample

Service project budget
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The service project
budget is based on
the anticipated in-

Income

Returning members @
New members:;

Full year dues @

Half year dues @

Previous Previous

Proposed

year’s budget year’s actual budget

$

Total income from dues

Processing fees @

Interest income

Miscellaneous income
Total Income

Expenses—
Fixed

Internationa dues @
District dues @

Int'l processing fees @

District Conference fee
International Convention fee
Treasurer’s bond

Total fixed expenses

Expenses—
Operating

President: Office expenses

Other Officers: Office expenses

Committee Chairs
Y earbook (printing)

Newdetter (printing and postage)
Supplies (stationery, pins, kits, etc.)

Mailings (postage)
Telephone

Dinner guests
Delegates—Int’| Convention

Delegates—District Conference
Members to District workshops

Miscellaneous
Total operating expenses
Total Expenses

* B B H * B B

A B B BB R R

B A BB PR PP PP PR DR SRR
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come from any
fundraising activities

held during the current year, donations earmarked for service projects, and unexpended
service project funds from the preceding year. This budget provides for service project
expenses, including thefollowing:

» Donationsto fund community or international projects

» Material and service purchases for service projects

» Fundraising expenses
Note

Contributions to the

Altrusa International Foundation may be budgeted in either the genera operating or
service project budget. All club members and the general public should be solicited for
additional voluntary contributions.

A club in the United States that establishes a 501 (c)(3) foundation must also establish
a separate budget for the foundation’s operations in accordance with al provisions
contained in the information supplied to clubs by the Altrusa International Foundation.

Any club interested in establishing a foundation may contact the International Founda
tion Administrative Assistant at the International Office for information. Refer to Sec-
tion 15 for more information.
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Service budget
sample

Income

Balance as of May 31, 20__

Fund-raising activities:

Miscellaneous
Total Income

Expenses

List separately for each project:

@ B B H P

Altrusa International Foundation
donation

Fund-raising expenses

Total Expenses

155 155 155 * B B
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FREQUENTLY ASKED QUESTIONS ABOUT FUND RAISING

In the United
States

May clubs conduct raffles? Even though raffles are a relatively easy way to make
money they can and do cause legal problems for many clubs. No set rules can be
established since every country/state differsin its laws. The best advice isto call your
country/state’'s Gambling or Gaming Commission for details concerning the laws in
your area. Be sure to ask how much of the proceeds can be used to cover raffle ex-
penses and how much, if any, can be used for club operating expenses.

How much of the income from projects advertised to the public for the purpose
of funding service projects can be used for operating expenses? In the United
Statesit isillegal to use funds advertised for service project fund raising for operating
budget expenses.

How do we earn money for operating expenses? The genera operating budget is
based on anticipated income from membership dues and processing fees and on esti-
mated income from sources other than solicitations from the general public. For ex-
amplethe sale of Entertainment Books to club membersis perfectly legal for operating
expenses, however, if they are sold to the genera public the income should go into the
service or club foundation budget.

May money be taken out of club foundation funds for operating expenses?
NO, for those clubs in the United States that have club foundations, you may take
excess funds out of the operating budget and place them into the foundation account.
However, funds may never be taken out of the foundation and placed in an operating
budget.

Countries other
than the U.S.

For answers to the questions above the best advice is to check with a lawyer or an
accountant in your country.
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CLUB LIABILITY INSURANCE

On the next few pages is information from our insurance company concerning club
liability insurance and most frequently asked questions about the insurance.

Thisinformation is intended to give a brief outline of coverage and the types of events
the policy covers. Nothing included here should be construed to extend, dter, vary or
waive any provisions of the policy.

The following questions and answers will give you some idea of the coverage provided
by your Club Liahility policy. Please destroy al previous editions.

Q. What isClub Liability Insurance?

A. It isCommercial General Liability coverage, designed to cover the Altrusa Clubs
and their members and volunteers for acts for which they become LEGALLY
OBLIGATED TO PAY. The company doesn't provide coverage for moral obliga
tions—just legally enforceable liabilities.

Important: In order to ascertain whether or not a certain Club activity would be
covered, or if you have specific questions, it is suggested that you contact our insurance
administrator at least 30 days prior to any event which you may be undertaking. Y our
District governor has been furnished a copy of the master policy which is available for
your inspection and review. However, it is suggested that you contact our insurance
administrator for answers to specific questions.

Q. Briefly, what does Club Liability insurance entail?

A. The policy provides coverage for bodily injury and property damage in the amount
of $2,000,000 for each occurrence. The coverage provides protection for broad
form property damage, host liquor liahility, incidental malpractice, product liability,
firelegal liability ($50,000), etc.

Who isinsured?
All Altrusa members and volunteers while acting at the direction of and within the
scope of their duties for you.

>0

Q. Isan injury caused by a Club member or volunteer assisting on a special event
covered?

A. Yes but only if thereisalega liability resulting from negligence on the part of the
insured.

How would this insurance help a member or volunteer as an individual ?

When involved in Altrusa-sponsored events, you have the added protection of this
liability coverage. Remember, coverage is only provided for those incidents for
which you are held legally liable.

> O
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Isbodily injury or property damage sustained by a Club member or volunteer cov-
ered?
No, their persona insurance more than likely covers such claims.

Are any Workers Compensation benefits provided?

No, injuries incurred by Club members or volunteers while working at an event
would be covered by the local Club’s Workers Compensation policy, if coverage
exists at all.

What is the situation if an outside party conducts or assists in conducting an Al-
trusa sponsored activity?

In general, the policy applies to most fund-raising activities of Clubs and Digtricts
with the exception of the operation, use or maintenance of autos, aircraft, and
certain watercraft. However, it should be emphasized that proper certificates of
insurance must be obtained from any party who conducts or assists in conducting
any activity sponsored by Altrusa. Thus, the operators of carnivals, fairs, rodeos,
concessionaires or any other parties conducting functions for Altrusa must carry
their own liability insurance policy, and their policy should specifically name the
Club and Altrusa as additional insured or insured for the specific event being spon-
sored. Extra hazardous events such as fireworks displays, demolition derbies, etc.,
are excluded from coverage under this policy.

Does this policy defend against incidents of food poisoning (product liability)?
Yes

Is there coverage for legd liability for damage by fire to buildings used for a
special event by your Club?
Yes, only if damage is caused by fire. Coverage is limited to $50,000.

Does this insurance replace al kinds of insurance which are now purchased by
every Club?

No, this policy does not provide al of the various types of insurance needed by a
Club. Each Club should consult their local agent for any additional coverage.

Is there a deductible amount before benefits are payable?
No.

Is there coverage for damage to Club-owned property?
No.

Doesthe policy cover loss or damageto items|eft in your care and custody such as
furs, antiques, paintings, or other works of art?
No.

Does this policy cover on-going projects?

No, if you are involved in on-going projects of any kind, it may be necessary for
you to obtain your own policy for these projects. The Club Liability policy is
intended for special fund-raising events of a short duration.
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Are Didtrict and other Altrusa conventions and meetings covered when held at
non-owned premises?

Yes, if held in the United States, its possessions and territories, Puerto Rico or
Canada.

Are Club-sponsored “float” or “rafting” trips covered?
No, al watercraft activities are excluded.

Isthereliability coveragefor automobiles, buses, trailers, etc., owned, hired, rented
by or loaned to the Club?

No, it is recommended that the owners of such vehicles provide evidence of insur-
ance and add the local Altrusa Club and Altrusa as an additional insured on their

policy.

Is a Club-sponsored turkey shoot covered?
No, al events involving firearms are excluded.

Are snowmobiles covered?
No.

Our Club is holding a fund raising event where liquor will be sold. Does this
coverage apply?
Yes, subject to the policy limitations and exclusions. However, caution must be
exercised to ensure that minors or intoxicated persons are not provided with aco-
holic beverages.

If our Club contracts with others to conduct a specia event, does this policy pro-
tect us?

Y es. However, the other parties’ liability insurance is primary. Proper certificates
of insurance naming your organization as an additiona insured on their policy
should be obtained.

Our Club owns arefreshment trailer from which members sell food and beverages
at fairs, picnics, and other functions. Does our policy cover this exposure?
There is no property damage coverage for owned property. However, the trailer is
covered for genera liability whileit is parked on location for use as a refreshment
stand.

What are some typical events covered by this policy?

Fashion Show Beauty Pageant Festival of the Trees
Annual Card Party Boutique Monte Carlo Night
Shakespearean Comedy Casino Night Home Tours
Dance Craft Fair and Barbecue Oktoberfest
Annual Bazaar Women of Achievement Y outh Forum
Antique Show Luncheon Rummage Sale
Auction Flea Market Strolling Clowns
Attic Sale Adult Center Wine Tasting
Theatre Production Walnut Festival Bicycle Ride
Taking Tran Bingo Night Ducky Derby
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What is not covered by this policy?

Fireworks and other exploding devices, including firearms;

Boxing participants;

Racing, speed and demoalition contests, including BMX bicycle races,
Aircraft, hot air balloons, gliders, sky diving;

Commercial and recreationa ventures such as bowling alleys, roller and ice rinks,
swimming pools, etc.;

Absolute pollution, PCB and Asbestos,

Pollution — sudden and non sudden;

Watercraft (all forms)

Carnival rides and equipment (dunking tanks, carrousels, etc.);

Outside organizations (i.e., Scouts, athletic teams, recreational centers);
Motorized vehicles — licensed and unlicensed.

How does a Club obtain a certificate of insurance?

A certificate of insurance will be issued to your Club on request for any specific
function which your Club may be sponsoring. However, it is not necessary for you
to request a certificate in order to be covered under this policy. A certificate is
often required by certain municipalities when buildings or parks are being used
for Club activities. It is for this reason we suggest you notify our administrator in
writing and provide them with the following information: date(s) of the event;
location; type of function; approximate number attending; name and address of
the party requesting the certificate (Park District, School District, €tc.).

Important: Certificates should be requested at least 30 days prior to an event. Be sure
to include your mailing address and tel ephone number where you can be reached dur-
ing business hours in case you have to be contacted to clarify any of the details.

Q.
A.

> O

When should a claim be reported and how does a Club respond to a clam?

All incidents or occurrences that might lead to claims should be reported promptly
to Group Administration Agency, Inc. When a claim situation arises, DO NOT
admit liability or suggest that a settlement may be offered. If correspondence or
other communication is received indicating there may be a claim against a mem-
ber, Club or District for damages or injury, areport should be made immediately.
Satisfactory claim settlements can best be made by those properly trained for this
function. No member of a Club should enter into negotiations with a claimant
unless requested to do so by the insurance company or General Counsel of Altrusa
International.

Who should we call for information regarding the plan, or for assistance?
Group Administration Agency, Inc.

20 North Wacker Drive #2700

Chicago, Illinois 60606

Voice 800.621.1666

Fax: 312.372.7919

Email: group@gaapia.com

Ask for the Club Liability Information Desk or James A. Lynch
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Section

Membership

Membership Development and Training
Membership Recruitment

Membership Retention

Club Building—Revitalization
Membership Transfers

Membership Forms

* Membership devel opment
beginswith ME.”

— Sheryl Borden and Myrna Knapp,

1999 — 2001 Membership Development Chairmen —



MEMBERSHIP DEVELOPMENT AND TRAINING

Asthe president of your Altrusagroup it isimportant that you understand the member-
ship process and your role in it. No one expects you to recruit al of the new members
during your year as president; however, as the president, you are the head “ cheer-
leader” in the process. Membership requires constant attention by you and by the
Membership Development Committee.

The International Long Range/Strategic Plan (LRSP) indicates an international goal
to “maximize membership growth.” Essentialy this has to happen at the club level.
As president, you need to be familiar with the LRSP and the objectives related to
membership.

The International
objectives are

* To increase the number of members by 1% by 2007

* Toincrease the number of clubsto 500 by 2007

» Toincrease the number of clubs-at-large to 20 by 2007

» To increase the percentage of members renewing membership to 95% by 2007.
* To decrease the number of clubs under charter strength to 110 by 2007.

Can we do it?

Yes, but it will take every club working on membership to reach these objectives.
Clubs must write their own goals, objectives, and yearly action plan keeping in mind
Altrusa International’s plan. After all membership growth begins with the clubs.

Review these frequently asked questions (FAQSs) to hone your membership sKills.

Where do | learn
about
membership
procedures?

The best sources of information concerning membership are the ByLaws and Policy
Manual, the Altrusa Encyclopedia, and the Classification Guide—in that order. Be-
come familiar with the pertinent sections and advise your membership development
chair to do the same.

Who sponsors
new members?

It is the responsibility of every Altrusan to seek out and to sponsor new members
continually. Finding prospective members should be top priority of every Altrusa
club each year.

Why are » To staff and contribute to service
members * To develop lasting friendships
important? » To offer diversity for networking
» To foster new leadership
» To extend new club building
How large

should a club
be?

Grow until you can form two clubs—that’s new club building at its best.
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Where do we

* Chamber of Commerce
» Newspaper: business section and articles
» Daily professional contacts and business contacts

* Mestings: church, business seminars, etc.

look for
members?
* Magjor companies
» Employers and personnel directors
» Social contacts and friends
* Your business suppliers
» Other
Who is

responsible?

Membership is the responsibility of every Altrusan—not just the Membership Devel-
opment Committee. The committee is responsible for designing a program each year
that involves al the members, but it is up to each and every Altrusan to achieve the
membership goals.

How do we plan
for growth?

Growth takes time, patience, and planning. Y our club needs agoal in the club’s strate-

gic plan that deals with the various aspects of membership: growth, retention, revital-

ization, and orientation. Consider such activities as:

* A membership function

* A membership contest

» Highlighting certain unfilled classifications at meetings—ask for names of mem-
bers who will follow-up and make contact with potential members.

» Didribute Member Recommendation forms at each meeting.

Member ship does not just happen—it takes planning and work.

How does new
club building
fit into
membership?

New club building is an important part of our membership goals and objectives. It is
one way Altrusa can grow and become better known in all communities. At the time
your club isdoing its yearly planning, expansion into a community near you should be
high on your list of items to discuss. Without every club researching the possibility of
a “new club building project” and taking on such a project, overall growth in Altrusa
will be dow. Ask your club to examine these efforts.

For more information order the New Club Building Guide from the International of-
fice.

What is my role
in ASTRA?

As club president your role is again a supportive one. As the teenage and young adult
program sponsored by Altrusa, ASTRA is a very important part of our membership
program. A successful and satisfying experience in ASTRA can lead eventualy to
Altrusa membership.

Study the ASTRA section in the Encyclopedia to get a better idea of the organization.
If your club does not sponsor an ASTRA club, make sureit is discussed at your plan-
ning meeting. You might be the spark that ignites an ASTRA club in your community.

For additional information, contact the International Office or your District ASTRA
Chair.
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MEMBERSHIP RECRUITMENT

Top ten reasons
why people don't
volunteer

#1 reason why

10)
9
8)
7)
6)
5)
4)
3)
2)

1)

They don’'t have time.

They aren’t interested in the work or projects offered.

They are afraid of getting committed to more than they bargained for.
The costs are too high. (Not the dues!)

They are very different from those involved.

They didike the people involved.

They fed inadequate or unskilled.

There are “ingdtitutional obstacles’ in the way.

They never heard of Altrusa International or the local club.

They weren’t asked! Or more accurately, they don’t feel they were asked!

And adozen
reasons why
they do

1)
2)
3)
4)
5)
6)
7)
8)
9
10)
11)

12)

Help others

Gain work experience or entry to the job market
Use untapped educational skills

Meet new people

Make professional contacts

Build salf-confidence, sdlf-awareness, and salf-esteem
Put hobby to good purpose

Fulfill atradition

Fulfill a sense of duty

Learn new skills

Gain power and influence

To give back!

Altrusa's function is to find that sense of need in new members and fill the void.
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Recruitment The members of the Membership Development and Training Committee need to spend

strategies for the time planning their membership endeavors for the new year. All clubs need to look at

new club year membership as ayear round priority of every member, not just the committee. Recruit-
ment must be planned, continuous, resolute, and comprehensive.

Every Altrusa club would benefit by having more members. The Membership Com-
mittee must take the time to develop strategies, design or bring up-to-date recruitment
materials, and coordinate formal recruitment efforts. Look at these suggested strate-
gies to determine if they fit your club:

* Analyze your recruitment efforts from the previous club year. Were they suc-
cessful? What changes needed to be made or efforts enhanced?

* ldentify missed opportunities. Have you and your members connected with po-
tential members in every venue? What about the gym, neighbors, etc.?

* Examine recruitment materials. When were they last updated? Do you have a
local club brochure? Have you ordered recruitment materials from the International
office?

» Develop a specific target goal. Is it realistic and are the objectives measurable?
Is membership a major goal in your club’s strategic plan? Are you cognizant of the
objectives laid out in the plan? Have you reminded your members of their respons-
bility to the objectives. Does one year build on another?

» Develop incentives. Have you considered dividing your club into groups and de-
veloping a membership game to stimulate recruitment? Offer a real incentive to
win—perhaps dinner for two or a salon visit.

* Conduct a mini-brainstorming session with your club. Gather members into
small groups after a meeting to make lists of potential members, then send pairs of
members out to make contacts. The “buddy system” builds confidence.

» Extend a hand to former membersto regoin. Have you contacted previous mem-
bers recently? They might have time now to rgoin and benefit from their Altrusa
membership.

» Sharethe names of memberswho are moving with another club. It isimportant
that we keep members in Altrusa. Your club is always sorry to lose a member,
however, giving the gift of continued membership in Altrusa, is one of the greatest
gifts you can give a member who is moving. If member is moving to an area where
there are no clubs, encourage her/him to become an Affiliate Member in order to
keep the Altrusa connection.

» Finally, don't forget to smply ask othersto join your club. Remember the maor
reason given by persons for not joining is that “they were not asked.”

The recruitment of new members is a continual process that continues from one year
to another. Larger clubs mean greater service in your community and a fresh approach
to service by your club. Try using the sheet on thefollowing page as part of your annual
membership program.
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Forty potential Usethisform as part of amembership program. Make copies of thisform and ask each

members in four member to fill it out with their own name on top. Collect the forms and make copies.

minutes Give the origina back to the member. Now ask your members to begin contacting
potential members from their list. Good luck!

Forty Potential Members in Four Minutes

Write four names under each category. Member Name:___

Relatives Friends

Co-workers Partner's co-workers

School friends/teachers/day care Places you do business (bank,
dentist, etc.)

Church and social contacts Neighbors

Contacts through children People in other organizations with
you
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MEMBERSHIP RETENTION

Many women and men become members of Altrusa but never become Altrusans.

Remember me? I’m the one you asked to become a member.

I’m the one who paid dues to become a member, and stood up in front of all of you and
promised to be a good member.

I’m the one who has come to every meeting since that time, but no one paid any
attention to me. | tried several timesto be friendly to some other members, but they all
had their “buddies’ to talk with and sit next to.

| sat down along with some unfamiliar faces severa times, but they didn’t pay much
attention to me. | hoped very much that somebody would ask me to take charge of the
last fund-raising project, but no one asked. | wanted very much to do the job, but no
one saw my hand when | volunteered.

I missed my first meeting since becoming a member when my husband was sick. |
could not make it, but no one asked me at the next meeting where | was. Gosh, | guess
it didn’t matter very much to the others whether | was there or not.

The next meeting | decided to stay home and watch a good program on TV. The fol-
lowing meeting, | attended. No one asked where | was the week before. Y ou might say
| am a nice person, love my family, hold a responsible job, and serve my community.
You know who else | am? |I’m the one who never came back.

It amuses me when | think back on how the president and several members were dis-
cussing why the club was losing members. It amuses me that they spent so much time
looking for new members when | was there all the time. All they needed to do was to
make me fed wanted, needed , and welcome.

I’'m the one who never came back.
— The Altrusa Scanner, Fostoria, Ohio —

Thisarticle probably expresses al of the problems related to retention better than alist
can. It has real impact relating our roles as Altrusans in retaining members. It also
expresses the expectations of a new member. The next section includes frequently
asked questions, retention problems and solutions, and an agenda for a new member
orientation. Use these tools to achieve that 95% retention goal.
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When does
retention begin?

Retention begins at the very moment we decide to pursue a prospective member. Our
success in bringing that prospect into Altrusa starts a process that continues through-
out the life of the membership of that individual.

Who is
responsible for
retention?

Everyone! Retention should be a part of every phase of the operation. It should be in
development, planning, and working on committees—service and fund raising

What is the
greatest need a
member has?

Members need to know. Altrusans need orientation, re-orientation, and project ori-
entation by committee chairmen. The more members know about a subject, the more
likely they will remain active.

How do we keep
current?

Through newdetters, sharing of information from the International organization, re-
orientation, and announcements at meetings.

Why take the
time for re-
orientation?

Weal forget the little details. It isimpossible to remember everything about Altrusa at
one orientation session. Encourage your Membership Devel opment Committee to plan
are-orientation once a year. Here are a couple suggestions.

* Prepare a game. Make the re-orientation fun. Try Altrusa Bingo available on the
Altrusa web site or design your own Altrusa Jeopardy or Trivial Pursuit game.

» Place a short information sheet or a even a quiz in front of each member once a
month. If time does not alow for an explanation, have the answers on the back.

Retentionisorientation.

Retention is assimilation.

Retention is the opportunity to get involved.
Retention is participation.

Retention is satisfaction in ajob well done.
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Why we lost
them

Problem

Solution

Member did nothing

Put everyone to work immediately — paramount to new
members.

We don't know why
they became a member

Find out their expectations and assist in meeting them.

Members don't
understand Altrusa

New member orientation needed.

Delinquent dues

Follow-up personally when ten days past due. Don't
allow delinquencies to continue.

Too busy

Poor programs

Poor meeting structure

Expectations

Poor communications

Member moving to...

Lack of pride

No sense of belonging

No goals or direction

Unclear expectations

No challenge

Sometimes an excuse for another problem, but discuss
it with the member. If truly too busy, invite her/him to
return to the club when time allows. or take a leave of
absence.

What does she/he want? Ask her/him to talk with the
program chairman or join the program committee. Do
others share this view? If so, make needed changes.

Review Point of Order and The Altrusa Encyclopedia,
Newly Revised. Identify weaknesses and make
changes.

Evaluate expectations of club members; take action on
discrepancies where possible

Occasionally devote a meeting to a discussion of
problems in this area.

Send the member off with best wishes and inform the
Altrusa club in the new location. If no club exists in the
new community, suggest that she/he build one after
getting settled and encourage them to continue as an
Affiliate member.

As a club, discuss why. Improve quality of service
projects, fellowship, fund raisers.

Improve fellowship; get members involved.

Goals must be set. Insist they be realistic,
measureable, and aggressively pursued. Involve
members in determining and achieving goals.

Increase verbal and written communications. Improve
new member orientation.

Evaluate types of projects which members are working
on. Put members to work. Increase or change projects.

— From the International Altrusan —
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New member Use this agenda as a starting point to develop a new member orientation.

orientation
What is Altrusa?  Brief history of Altrusa
° Datefirst Altrusa club organized—April 11, 1917, Nashville, Tennessee, USA
° Philosophy and goals of Altrusa
° Organizational structure—International, District and local club
° Altrusa Foundation
» Show thevideo Thisis Altrusa International, if you have a copy
What are the » Financia obligations
responsibilities * Service commitment
of membership? » Attendance requirements
» Explain the classification system
Local club » Schedule of club meetings
activities * Service projects—present, future, and past
Local club Introduce standing committee chairs and have them give a brief explanation.
standing
committees » Service
* Membership Development
» Communications
» Finances
* Nominating
Special Review how each of these committees fits into the club.
committees of
local club
Fund raising Discuss each members responsibility to the fund raising efforts.
activities

Allow time for questions from the new members.

If you prefer to cover the local club information first, do so; if there is too much
information for one session, try two one-hour sessions. The important thing is that
new members understand the organization they have become members of.

132 |Section 9



CLUB BUILDING—REVITALIZATION

What is
revitalization?

Revitalization means new life in membership, leadership and service.

How do we
begin?

Self-analysis is the beginning of revitaization.

Who is
responsible?

Revitdization must be everyone's concern.

What will be the
hardest part?

Accepting the chalenge to make some changes!

Revitalization
tips

» Survey the community needs and select a new service project.

 Join with another civic club or neighboring Altrusa club in a program, city event, or
service project.

» Become a participating club in the Sister Club program and plan a major exchange
of materials and project or program ideas.

» Become aresource for clubs in the Didtrict which are below charter strength.

» Make a concerted effort to increase attendance at District conferences and Interna-
tional conventions.

» Project a more professiona image through the yearbook, newdetter, publicity, and
personal business endeavors.

» Be willing to schedule exciting and unusua programs.

» Plan socid events where members can easily get to know each other

» Approach orientation and re-orientation with new materials and ideas from another
club or District.

» Keep your members informed.

* Accent the positive.

Member
responsibilities
for a strong club

 Participate beyond paying your dues; membership is more than monetary.

» Accept an office, if nominated. Be sure you are informed and understand the duties
of the office.

» Attend as many meetings as possible to keep abreast of current and new projects.

* Initiate new ideas and undertake the action required to bring the idea to fruition.

» Keep informed by reading all publications from District and International. Y our
dues make these publications possible.

Every member must commit to successful revitalization.
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MEMBERSHIP TRANSFERS

While the International board made membership building a priority, retaining our cur-
rent members is aways important. Altrusa loses a fair number of members through
moves. This should not be the case. If we follow some smple steps, Altrusa can keep
most of its members who relocate.

Follow these
steps when a
member moves

» Be sureto get her/his new address!

* Have the treasurer include the member’'s new address on the deletion form that is
sent to International and the District.

* Check to seeif there is an Altrusa club in the area where your member is moving.

» If thereisaclub in that area, write to the president and inform her/him that one of
your members is moving to the area. Tell the president about your member. Give
her/him your members address, etc.

« |f thereis not a club in that area, inform International of that fact and enclose the
member’'s new address. The Internationa office will send information on affiliate
member ship to that person.

When a member
of another club
relocates to your
area

Rev. 5/90

 Itishoped that you have received a letter of introduction from another club presi-
dent telling you that one of their members has moved into your community.

» Immediately contact and invite that person to attend an Altrusa event or meeting.

» Send some of your Altrusans to visit shortly after she/he arrives. Your members
should be instrumental in making the new arrival feel welcome.

National trends show that people now move and relocate for work reasons more than
ever, especially younger people. Sadly for Altrusa, we lose mostly younger members
through moves. Our younger members are the future of Altrusa International. Let’s
keep each other informed when members move and we should be able to keep more
members!

MEMBERSHIP FORMS

The Membership Recommendation Form and the Emeritus Information Form on the
upcoming pages may be copied to use as needed or check the International web site
(www.altrusa.com) in order to download this information.
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MEMBER REFERRAL FORM
(for Altrusa clubs to complete when a member moves away)

TO: CLUB PRESIDENT OR DISTRICT MEMBERSHIP DEVELOPMENT CHAIRMAN

FROM: ALTRUSAINTERNATIONAL, INC., OF

DATE:

Purpose: The following member of our club is moving to your area and would like to continue as an
Altrusan. Please contact this individual about membership in your club or District.

For District Membership Development chairmen only: We have sent this form to you because we
are unsure whether there is a club in this member’s area. Please contact the appropriate club if
applicable. Otherwise please recommend this individual for affiliate membership.

Following is the information we have available regarding this member:

Name:

Address:

City: State/Prov.: Postal code:

Country:

E-Mail:

Telephone (B) (H)

Classification:

Comments and/or special achievements:

Completed by at Altrusa International, Inc., of
Telephone: (H) (B)
Mailed to: District or Club

If you need address information for a club president or District Membership Development chair, please consult your direc-
tory or contact Altrusa International, Inc. at 332 S. Michigan Ave., Ste. 1123, Chicago, Il 60604, U.S.A. 312/427-4410 or
email altrusa@altrusa.com.
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Request for Approval of Emeritus Membership Status
Districts One through Fifteen

Emeritus membership is an honor that may be conferred on Active and Active Retired members who have been
Altrusans for at least ten (10) years and who are deserving of recognition because of their history of service to
Altrusa and their devotion to its principles.

Eligible Altrusans are those members who are exemplary in their contributions to Altrusa, but who due to age,
infirmities, or disabilities cannot continue as active participants in their clubs.

Emeritus membership status must be approved by both the member’s local Altrusa club and by the District
Board of Directors. The club must forward a request for approval of Emeritus membership status to the District
Governor, who will expedite the request at the next District board meeting.

An Emeritus member can be returned to Active status upon notification to the club that she or he is able to
participate again as an active member.

To request Emeritus Member ship approval, complete this form and send it to your district governor.

Member name

Mailing address

Number of years of membership in Altrusa

Briefly describe the condition which restricts this member’s ability to actively participate in Altrusa:

Briefly describe this member’s service and contributions to Altrusa and to the community:

Submitted by AltrusaInternational, Inc., of

Signature of club president Date submitted

Signature of district governor Date approved

Distribution of approved Emeritus Member ship Requests:
Original copy to requesting Altrusa club, copy to Altrusa International and copy for District files
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Recommendation for Membership

To be completed by the sponsors (please print or type)

Name

Home address

City State Zipcode/postal code
Home phone ( ) Business phone ( )

E-mail address

Firm, corporation or organization

Business Address

City State Zipcode/postal code

Title or position

Description of responsibilities

Nature of businessor profession

Club or organization affiliations (include |eadership positions held)

Additiona remarks

Date Sponsor

Sponsor

Signatures of two active or active-retired members

To be completed by Membership/Classification Chair (please print or type)

Isthe proposed individual eligiblefor membership?

Classification
Isit currently filled? open?
Date Approved by
Signature of membership/classification chair
Approved Rejected Reason
Date Date Date
Invitation I ssued Accepted Declined

Date Date Date

Reason invitation declined

Dues/Feespaid (date)
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Membership Activity Record

Name:

Birthday:

Club participation

Date initiated:

If married, spouse's name:

Year Committee Member Chair Officer Board member

Year Specia recognition outside of Altrusa (brief description)

Digtrict participation

Year Committee Member Chair Officer Board member
Attendance a conference

Year Delegate Alternate Attendee Presenter

International participation

Year Committee Member Chair Officer
Attendance at convention

Year Delegate Alternate Attendee Presenter
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* One good word begets another.”



CREATING AN IMAGE

Theneed for a positiveimagefor Altrusais paramount. We are competing in aworld of
fierce competition for potential members time and energy and must make ourselves
attractive to women and men.

The third goal in the International Long Range/Strategic Plan states, “ Image: Achieve
recognition as a major positive influence in our communities.” Altrusa clubs must
foster this program and spread the word concerning our wonderful organization.

What is image

Image building is a composite of many public relations tools:

News releases to the media: television, radio, and newspaper

Public service announcement (PSA)—available from the International office or

Advertising—buy paid advertising to support a project, if necessary

A newdletter for distribution in your community explaining your club’s mission and

Marketing devices—wear your Altrusa T-shirts, sweatshirts, etc.
Direct mailing—Gets the word directly to the desired market, but is expensive

Altrusa Awareness Day and/or Week activities

All of these efforts contribute towards creating a positive image for Altrusa in our

building?
develop your own
» Appearances on talk shows
* Flyers and posters
activities
communities. Make Altrusa known!
Who is

responsible?

Image building comes at all levels of our organization. However, what is done at the
club or grass roots level is usually the most productive.
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As president
what can | do?

* Again, your role is one of leadership. Appoint a member as your image building/
public relations (IB/PR) chairman who is knowledgeable about or has an interest in
the media

» Ask your IB/PR chair to develop a written plan for image building that includes

promotlon of your club’'s full year’'s activities.
Use of the PSA available from the International office.

° Participate in community activities such as parades, county fairs, art festivals,
€tc.

° Wear T-shirts, sweatshirts, pins, or any item that has the Altrusa logo on it.

° Select projects that have visibility.

° Work with television, radio, and newspapers to get Altrusa news to the public.

A sample public relations chart and a blank chart follow on the next two pages. They
should be copied and shared with your IB/PR chairman.

How do we work
with the media?

The media wants information on meetings that are open to the public and/or a service
to the community.

Get to know the people at the newspaper or radio/TV stations! Make a contact. Take
al of your news directly to that person. In that way you will have a much greater
chance of getting it printed/aired. Acquaint the media with Altrusa.

Make every effort to recruit an employee from each media outlet for Altrusa member-
ship.

When should
information be
sent to the
media?

Information needs to get to the news media in atimely manner.

* Plan ahead

° Newsroom schedules are prepared at |east a week ahead. Submit articles at |east
7-10 days in advance. This improves your chances of having the articles pub-
lished.

° Notify editors at least 30 days in advance of major events.

° For very large events (hosting a conference, holding alarge fund raiser or service
project) contact the media at least two months in advance.

° Talk show guests are often booked three or more months ahead, but cancella-
tions may occur. Contact the media three months prior to the event. If no dotsare
available, let them know you would be interested in a cancellation dot.

 If you would like the media to cover the event in person, ask them. Don’t expect
them to drop in—maybe they will and maybe they won't. Follow up with a tele-
phone call the morning of the event to verify their arrival.
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Altrusa International, Inc., of
Public Rdations Yearly Planning Chart

20 to 20

Activity/event Date of event | Image building opportunity | Date to begin Commentd
or activity planning evaluation

Generd opportunities | Immediatdy Purchase PSA from Immediatey

PSA Internationa

Make a Difference Day | Fourth Saturday | Presentation onlocal TV or | Arrange by July 15
in October radio talk shows

Artides announdng evert in - | October 1—take
newspapers and radio/ TV to locd gations

dations
Coverage by mediaonday | Arrange for the Reminder cdl to
of evert coverage on media one wesk
October 1 prior to and day of
event

Members wear Altrusa T- Day of evert
hirts or sweatdhirts

Note: This chart doe't represent a complete plan, but only an example of what can be done: The full year of
adtivities should be liged and then andyzed for imege building and public rdations opportunities
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Altrusa International, Inc., of
Public Rdations Yearly Planning Chart

20 to20

Activity/event

Date of event
or activity

Image building opportunity

Date to begin
planning

Commentd
evaluation

Lig dl events chrondlogicaly and andyze dl imege building and public rdaions opportunities It is benefiad to
chat the full year as soon as yearly plans have been announced and then revise quarterly.
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PRESS RELEASES

Your favorite word processing program can help with the formatting and printing of
press releases. Just remember to get the who, what, where, when, why, and how inthe
first paragraph. Include a contact name and tel ephone number(s) and be sure the con-
tact person has agreed to accept that role.

Sample press releases can be found in most word processing programs including Corel
WordPerfect® and Microsoft® Word.

Formatting a
press release

u

Type on standard, |etter-sized paper.

Include contact information: name and telephone number with the name and ad-
dress of your club.

If you include a headline, type it in caps. The headline summarizes the content of
the release and must contain a verb.

Double space.

Use wide margins. one and one-half inches on the left, one inch on the right, one
inch at the bottom. Begin typing the information one-third to one-half of the way
down the page, the space alows the editor to make notes and assign a heading.
Indent paragraphs.

Eliminate confusion. It is best to write the event day and date, i.e. Friday, April 10.
Let the editors change the date to fit their style. Don’t use abbreviations or terms
unfamiliar to most readers.

Be sure your release mentions any costs, restrictions, and/or deadlines. Individuals
won't appreciate arriving at an event only to find that it required advanced ticket
purchases.

If continuing to a second page, type “more”’ centered under the last line of copy on
the first page. On page two, type the page number and dug line (a one-word de-
scription of the title/story) two inches from the top of the page, flush |eft.

Center the termination symbol “# # #’ under the final paragraph.

Type on only one side of the paper.

Pay attention to deadline dates. Does the community calendar require information
two weeks in advance? Factor the deadline into your schedule.

Model press
releases

The media prefers a certain format for press releases. Sample releases for your club to
use in developing its own press releases follow on the next four pages.
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MODEL PRESS RELEASE FOR CLUB AWARDS

Contact: Altrusa International, Inc. of (club name)
(Name, office)
(Address)

(Area code, telephone number)

LOCAL ALTRUSA CLUB RECEIVES INTERNATIONAL SERVICE AWARD

The (name and description of award) has been awarded to the (club name) for (name of
project or reason for award). The award recognizes (brief description of the award, who conferred
it, and why it was established, how often it is given, etc.) It was received by (name of person or
group) at (the name of event and location) on (date).

(Description of the project or performance by the club to merit the award, and personsin
the club responsible for the achievement. How the award will affect the club, the community
and/or beneficiaries of the award. Relate the relevancy of any past projects or performance
leading to this award.)

Altrusa International is a worldwide volunteer service organization of executives and
professionals dedicated to improving their communities through personal service. Members
combine their talents to develop and finance service projects meeting specific community needs,
especialy thosein literacy. Altrusais recognized internationally for the significant contributions of
its members.

#H#

Image Building |145



MODEL PRESS RELEASE FOR OFFICER ELECTIONS

Contact: Altrusa International, Inc. of (club name)
(Name, office)
(Address)

(Area code, telephone number)

(FIRST AND LAST NAME) OF (CITY, STATE/PROVINCE) ELECTED (OFFICE)

OF ALTRUSA INTERNATIONAL, INC., OF (CLUB NAME)

(Club city)—(First and last name), (title), (company name), (city, state), was el ected
(office) for 20__—20__ of Altrusa International, Inc., of (club name). The election took place
during the club’s annua business meeting. During her/his upcoming term of office (last name)
will emphasize (name and briefly describe the focus, goals, beneficiaries, etc., of upcoming
community service projects.)

Active in Altrusa since invited into membership in (year), (last name) currently serves as
the club’s (office currently holding, if any). Previoudly, (last name) served as (list of previoudy
held officers or committee chairmanships).

Other elected officers include (first and last name), (title), (company name), (city, state),
for president-elect; (use similar pattern for other officers).

Altrusa Internationa is a worldwide volunteer service organization of executives and
professionals dedicated to improving their communities through persona service. Members
combine their talents to develop and finance service projects meeting specific community needs,
especially those in literacy. Altrusa is recognized internationally for the significant contributions
of its members.

HH#
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MODEL PRESS RELEASE FOR A FUND RAISER

Contact: Altrusa Internationa, Inc. of (club name)
(Name, office)
(Address)

(Area code, telephone number)

ALTRUSA INTERNATIONAL, INC., OF (CLUB NAME)
RAISES (NUMBER OF DOLLARS) TO BENEFIT (BENEFICIARY)

(Club city)—Members of Altrusa International, Inc., of (club name) continued their local
tradition when they (describe event). This year over (amount of money) was raised and more than
(number) people participated.

For the last (number of years), Altrusa International, Inc., of (club name) has (sponsored,
cosponsored, organized, etc.) this event. Members have raised more than (amount of money)
directly for (beneficiary).

In addition, Altrusa International of (club name) has (developed, advocated, supported,
etc.) programs on behalf of (list major past and present projects, i.e., displaced homemakers,
elderly women living aong, etc)

Altrusa Internationa is a worldwide volunteer service organization of executives and
professionals dedicated to improving their communities through persona service. Members
combine their talents to develop and finance service projects meeting specific community needs,
especially those in literacy. Altrusa is recognized internationally for the significant contributions
of its members.

#HH#
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MODEL PRESS RELEASE FOR A MAKE A DIFFERENCE DAY

Contact: Altrusa International, Inc. of (club name)
(Name, office)
(Address)

(Area code, telephone number)

LOCAL ALTRUSANS MAKE A DIFFERENCE
(Club city)—Members of Altrusa Internationa, Inc., of (club name) continued their local

tradition of community service by participating in the (year, i.e., tenth) annual Make A Difference
Day, Saturday, (date). (Describe the event, how many participated, beneficiaries of the activities.)

(Identify if grant money was received from Wal-Mart.)

Make a Difference Day, the largest day of helping others, is sponsored by USA WEEK-
END and is held in partnership with the Points of Light Foundation. For the last (number of
years), Altrusa International, Inc., of (club name) has participated in this annual event.

In addition, Altrusa International of (club name) has (developed, advocated, supported,
etc.) programs on behalf of (list major past and present projects, i.e., displaced homemakers,
elderly women living aong, etc)

Altrusa Internationa is a worldwide volunteer service organization of executives and
professionals dedicated to improving their communities through persona service. Members
combine their talents to develop and finance service projects meeting specific community needs,
especially those in literacy. Altrusa is recognized internationally for the significant contributions
of its members.

HH#
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Section

]J.Communications

Methods of Communication
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“ Leaders must communicate
thevision in a way

that attracts and excites
member s of the organization.

— David E. Berlew, President, Rath and Strong—



METHODS OF COMMUNICATION

Communications, as it relates to leadership, was discussed in Section 2. It is impor-
tant, as president, for you to understand, use, and promote al types of communication
inyour club. The*eectronic age’ has revol utionized communications, including within
Altrusa. The leadership of any organization has no excuse for not keeping up with the
necessary communication through electronics. The latest technology not only makes
communication easier, but less expensive for clubs. Consider al these communica
tions methods:

* Old fashioned mail system—snail mail
* The telephone

* FAX

* Emall

* Newsdletters

* Yearbooks

* Web pages

» Altrusa email community

Whatever your preferred method, the important thing is to communicate, communi-
cate, communicate! It is often irritating for members in leadership positions to be
forced to share information more than once; however necessary in our busy world
where members may not read newdetters, but browse email on aregular basis.

Communication
tips

* Over communicate—AS a leader you can never communicate too much. Use all
methods of communication. You never know which method will be read by one of
your members.

» Beprompt—Itisirritating for members to get necessary information after the fact.

» Shareinformation—Several times a year, presidents receive packets of informa-
tion from the International office. Much of the information is meant to be shared
with specific committee chairs. It is your responsbility to get that information
to the appropriate member.

* Newdetter and yearbook editors—Select members for these roles that are not
only computer literate, but also responsible. Much of the information that is perti-
nent to the club operation is passed on through these tools.

» Thank you—Say thank you in as many different ways as possible. Members need
to be recognized for their hard work.

» Be brief, be friendly, and be concise—Saying too much is as bad as not saying
enough. Try to be concise, but get the point across. Altrusans are busy and don’t
have time to read long dissertations.
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Altrusa web Access the Altrusa International, Inc., web page at www.altrusa.com. The web page

page isan important tool for both the president and members. Membership forms, club lists,
and leadership information are available to download. You may aso keep abreast of
information concerning Club 21, ASTRA, and the Altrusa Foundation, as well as the
upcoming International Convention, history, and genera background information.
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NEWSLETTERS

The club newdetter isthe primary source of sharing information with club members. It
isnot only the responsibility of the editor, but the president isresponsible for seeing that
the necessary information gets to the editor for publication. Share the material be-
low with your newdetter editor.

Purpose

e Inform

* Inspire

e Entertain

* Acknowledge

e Advertise

e Provide historica record

Content

* President’s message

* Minutes of business meetings
» Treasurer’s report(s)

» Cadendars

* Member news

» Committee reports

» Board reports

* Reaults of elections

» Committee lists

 Digtrict and International news
» Other

¢ Include the names of members wherever and whenever possible!

Usual Elements

* Nameplate: The newdletter’s title, usually on page one

» Logo: Graphic symbol for an organization

* Subtitle: Short phrase to describe the purpose or audience for the newsletter

» Folio: Publication information such as volume, issue number, current date

» Headlines: Titlesthat draw attention to articles, usualy set in alarge, sans serif font

» Subheads: Secondary headings that provide transition from headline to body copy

» Byline: Author of the article

* Body copy: Main part of the newdetter. Columns (2 or 3) are nice because they
increase the readability of the text. Also use a font that is easy to read—a serif
typefacein 10 — 12 point is standard. An entire newdletter set in Paidey (or similar
fancy font) would be hard to read.

» Graphic images: Use with discretion. Graphic images can enhance a newdetter and
are great tools for copy fitting. Photos may require screening.
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Enhancements » Table of contents: A nice feature for a multi-page newdetter

» Sidebar: Related article set off from the main body copy using a box or rule

» Masthead: Contains the organization’s address, editor, publisher, etc.

» Headers and footers: Repesating elements at the top and/or bottom of the page that
enhance the document’s consistency.

» Pull quotes: A quotation drawn from the article; useful for copy fitting and break-
ing up long blocks of text

» Kicker: A “grabber” at the beginning of an article. It is usually placed above the
headline of the article.

» End signs: Indicate the end of an article

* Jump lines: Indicate the continuation of an article

* Rules (lines): Horizontal or vertical lines that help guide the reader’s eye.

» Paragraph enhancements: Drop caps, bold and/or italicized text, bullets, dingbats,
tabs and indents that call attention to key paragraphs.

* White space: Space without text or illustration. Plan your white space. Don't try to
put too much print on the page; it will overwhelm the reader

Putting it all » Planning: Refer to the club calendar and plan the specia articlesthat are needed for
together each newdetter. Planning for several months to a year in advance is wise.

» Make specific requests: Club members are busy people and, while they may have
good intentions to write articles, they are more likely to follow through if they are
asked for specific articles.

» Set deadlines: Publish the deadline for the next newsdletter in the current newdletter.
Let your regular and featured contributors know your deadlines well in advance.
Send reminders.

* Use emall to collect articles. You won't have to retype the text.

* Get help: Put together a team of people to help you with proofreading, reproduc-
tion, and distribution.
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YEARBOOKS

The club yearbook is the member’s guide to the new year and another important com-
munication tool. Share this section with your yearbook editor.

Purpose

* Member's guide to the club year
* Quick reference file

» Historical record

* Orientation tool

Content

* Membership roster

o Committee lists

» Officers and board of directors

* Meeting dates, times, places

» Club mission statement and strategic plan

* Club goals

* Club bylaws, policies, traditions

» List club projects with brief explanations

» Higtorical information such as date of club’s organization and charter, charter mem-
bers, past presidents and dates served

» Ligt of classifications represented in club

» Space for new member information

 Didtrict information including District officers and addresses, committee chairs and
addresses, upcoming workshop and conference information

* International information including theme, International projects, International of-
ficers, committee chairs, upcoming conventions, address, phone, and web address
of International office

* Club budget(s)

Extras

» Higtoric highlights and Altrusa milestones

» Altrusa, ASTRA, and Foundation logos

» Altrusa Collect and Altrusa Grace

* Altrusa Motto and Altrusa Colors

» Altrusa Benediction

» Nationa anthem and/or other songs used at club meetings
* Vison and mission statements of District and International
» Obligations of membership

» Principles of Altrusa

» Procedures to sponsor a member

* Dues schedule

» Calendar(s)

 Individua goals page

» Blank pages for notes
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Format » Cover includes official name of the club
» Table of contents or index
» Convenient size to handle and carry
* Logica arrangement of materials
» Different colored paper for different sections or tabs between sections
» Accurate and up-to-date
* Readable, clear type with prominent headings

Putting it all Planning: Always keep in mind that the yearbook isatool to make it easier to be an
together Altrusan. Ask yoursdf as editor how you can organize the material so the members
can make the most of it.

» Leave white space: If the yearbook is to be used as a tool, members need space to
write notes and additional information throughout the year. White space is not
wasted space!

» Edtablish a budget: Costs can vary widely depending on the format chosen, but
spending a little extra may make the tool more useable which may trandate into
happier members.

» Edablish a schedule: Examine the time line for information becoming available
and produce the yearbook as early as possible. (Mid-August is excellent.)

» Divide and conquer: Under the leadership of the yearbook editor, assign different
members to different sections of the yearbook: general information, membership
roster, calendar, District, and Internationa information.

* Involve the members: Ask committees to contribute information about their goals
and projects. Ask members to proofread their own roster information.

» Get help: Put together ateam of peopleto help proofread, collate, bind, and distrib-
ute the yearbooks.

* Make extras: Print sufficient quantities for distribution to new members asthey are
initiated, for distribution to District, also send one to the International Office for
archives purposes, and a copy to the International President and International Presi-
dent-Elect for reference information.
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INTRODUCING A SPEAKER

As an Altrusa leader, you will find yourself in a position where basic information on
public speaking will be important. Even as you facilitate a meeting, you will want to
make your point clear and be heard. The next pages are designed to help you with the
basics of public speaking. Every president finds her/himself in the position of intro-
ducing a speaker.

The presentation of an introduction serves the same purpose as a social introduction.
It creates a bond of interest between the speaker and the audience and establishes a
friendly atmosphere. It should give the audience information about the speaker that
demonstrates her/his qualifications for discussing this particular topic. Follow these
guidelines:

Do...

Be correct—Be sure to have the speaker’s name, her/his title, and the subject of her/
his presentation correct. Have this information on a card or small piece of paper. Prac-
tice the pronunciation of the name until you have it correct.

Do your research—AsK for the above information from the speaker; however, if that
is not possible, get it from another source. Possible sources include Who's Who, the
personnd office where the speaker works, or a mutual friend. Verify your facts with
the speaker prior to the presentation.

Be short!—A good introduction is brief and to the point (no more than a minute or
two). Don't give the speaker’s presentation.

Egtablish a common bond—The audience will want to know what the speaker will
talk about, why the subject is important to them, and what the speaker’s connection,
position, or authority is. Determine what will be of interest to your audience.

Be sincere—Be friendly and genuine in your introduction. A good introduction should
come from the heart with grace and dignity.

Emphasize the speaker’s name—Build to a climax! A good introduction ends with
the speaker’s name. Pause, look directly at your audience and pronounce the speaker’s
name. After the name has been spoken look at the speaker—not before! Remain stand-
ing until the speaker acknowledges the introduction; then, sit down or retire quickly
and inconspicuoudly.
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Don't... Do not make a speech your self—the audience came to hear the speaker, not you!
Do not talk about your seif.

Do not use trite or worn out expressions. Avoid such phrases as, “We are gathered
here tonight...” or “A person who needs no introduction...” Create a new approach.

Do not predict what the speaker will say.
Do not embarrass the speaker with extravagant praise.

Do not relate the speaker’s life history.
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USING A MICROPHONE

Speaking before an audience terrifies many individuals. Often added to the stress is
the common ailment called “mike fright.” Few pieces of equipment in common daily
use are as misunderstood and abused as the microphone. It is adevice that only wants
to be your friend and help you in your presentation. Follow these ssimple rules for
using a microphone and your worries will be forgotten.

A menu of
microphone
manners

* Arrive a the site early enough to become familiar with the public address system.

* Observe those who use the microphone before you and benefit from their experi-
ence.

» Don't make the “I don’'t need the microphone,” mistake.

» Test the microphone by gently tapping on it. Do not blow on it.

» Speak directly into the microphone from a distance of about four to six inches.

* Avoid handling the microphone unless you are sure it is designed to be hand-held.

» Take the time to adjust the microphones position so that it will be at the proper
height for you.

* Adjust lapel and lavalier microphones so that they are centered a few inches below
your chin.

» Stay within the sound range of the microphone.

» To avoid feedback, keep the microphone away from the front of loudspeakers

» Useafriendly but firm and clear voice. Do not shouit.

» Hold hand-held microphones horizontally or at a 45 degree angle, not verticaly.
* Get very close to the microphone when speaking in a noisy environment.

* When there are multiple microphones, be sure to know which one is the public
address microphone.

» Avoid stepping on or stumbling over a mike cord.
(Adapted from “Make Mike User Friendly,” page 15)
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TIPS FOR GREAT PRESENTATIONS

u Be prepared. Know your purpose. Know your audience. Know your presentation
arrangements. time allotment, expected audience size, room arrangement.

u Timing is everything! A good strategy for aregular presentation is to be ready to
utilize 75% of the dlotted time. Ending early will bring no complaints, but ending
late will cause uneasiness and you could be stopped.

u Evaluate what the audience needs to know. When preparing your presentation,
consider the must know, should know, and could know. Limit material based on
time and audience interest.

u Stand, don’t sit. When you realy want to make a point, you do it best standing.
You appear more forceful when you stand. Use a lectern or table. Face the group.
Don't shift your weight from one leg to the other or pace back and forth.

u Emotional buttons will create impact and bring more action than pure data. In-
clude stories, analogies, and metaphors to reinforce key points.

u Passon isimportant. It's amazing how catchy enthusiasm is. If your voice is ex-
pressive and your gestures animated, you will be more convincing. Every verbisan
excellent source for a supportive gesture.

u Find a place to practice out loud. Say the presentation differently each time you
repeat it. “ Spontaneity is an infinite number of rehearsed possibilities,” according
to Peter Drucker, management consultant and professor.

u Embrace technology. If a microphone is available, use it. If you are using other
equipment (overhead projector, dides, or a computer), test it. Fumbling with visual
aids will distract the audience from your message.

u Usecue cards. Under the pressure of alarge group, it can be tough to remember the
sequence of the major points of the presentation. Use 5" x 8" cards and a couple of
words to cue yourself.

u Be confident! Control physica stage-fright symptoms by breathing from the dia-
phragm. Use positive visualization and self talk. Have a hot liquid available. Prepa-
ration and practice are crucial, too.

u Regpect all questions. The question-and-answer part of the presentation may be
the most important part. Think ahead to all possible questions that might be asked—
particularly ones that might throw you. Always repeat a question; someone may not
have heard it. Avoid complimenting some questions and not others.

u Focus on the audience. To be a successful presenter, make the audience your pri-
mary focus in both preparation and delivery.
(Adapted from The Toastmaster Magazine, 1999, page 23)
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TURNING A PHRASE

Whether it be the written word or one-on-one communication there are certain words
and phases that support and encourage members. There are also words that turn mem-
bers off. Study these two lists:

Igniter phrases | agree!
| appreciate what you have done.
That’s good!
See, we can do it!
Good job!
Great!
| made a mistake, I'm sorry!
Let's get right on it.
Let's go!
Let's start a new trend.
Good for you!
That would be interesting to try.
Things are beginning to pop.
I know it will work.
I couldn’t do that well myself!
I never thought of that.
That's a great ideal
Keep going!
I’m glad you brought that up.
Very good!
That's an interesting ideal
Do that again.
Good work!
We can aways depend on you.
Your're on the right track.
Fantastic!
That's fine.
Keep up the good work!
That's a winner.
We can do a lot with that idea.
| have faith in you.
You can do it!
| looked at this last night and I’m pleased with what you have done.
Great mesting.
Super program.
You redly made a difference.
| like that!
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Killer phrases

...to destroy ideas and chloroform creative thinking.

A swell idea, but...
Let’'s not step on their toes.
Good idea, but our club is different.

Somebody would have suggested it before if it were any good.

It won't work...

Too modem...

We haven't the time.

Too old-fashioned...

It's not in the budget.

Let'sdiscussit at some other time.
It's too expensive.

You don't understand our problem.
We've tried it before.

Why start anything now?

We're not ready for it yet.

We're too big for that.

We ve never done it that way.

The new members won't understand.
All right in theory, but can you put it into practice?
It has been the same for twenty years, so it must be good.
Too academic...

The experienced members won't use it.
Too hard to administer.

We have too many projects now.
Too much paperwork.

What you are redlly saying is...

Too ealy.

Has anyone dse tried it?

It's not good enough.

Let me add to that...

There are better ways than that...

| just know it won't work.

It's against our policy.

Let's be practical.

Who do you think you are?

Let's form a committee.

You haven't considered...

Let’'s shelve it for the time being.

It needs more study.

It doesn't fit our program.

Don't be ridiculous...

Let's get back to redlity.
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“We can do no great things —
only small things with great love.”

— Mother Teresa —



DISTRICT VISITATIONS

Visgits by the Governor or her/his appointed representative are one of the most impor-
tant personal servicesDistricts providetheir clubs. District visitors come as consultants
to help the club appraise its entire operation, answer members' questions, and bring the
club into acloser relationship with the District and International . In many cases, her/his
vigit is the only contact the members of the club may have with District personnel.

Idedlly, visits should include a meeting with the club’ s Board of Directors, either before
or after the club meeting. The club meeting may be open to guests. Thisdecision should
be made by the club president in consultation with the District visitor.

As you begin preparations for the club visit, read the section entitled District Visitors
in the Altrusa International Encyclopedia.

Purpose Tofoster mutual understanding between local clubs, District and the International orga
nization. They enhance the club’ s conception of Altrusa asaservice organization, com-
mend members on their achievements, and point out areas in which improvements may

be made.
Scheduling the The Governor assigns District Board members to each club. As soon as those
visit assignments are made, the Didtrict visitor will contact the president in order to arrange

amutually agreeable date, time, and location for the visitation.

In some cases, it may be necessary for the visit to be on a date other than your club’s
regular meeting date. If this should happen, prepare your membership in a very posi-
tive manner and encourage them to attend this important meeting.

Prior preparation Return your club survey form promptly. This gives the District visitor some prior
insight into your club and assists her/him in their preparation. Survey forms include a
place for you to indicate specia subjects you would like covered during the visitation.

In some Districts, the visitor will request your previous year's Club Activity Report,
current budget, strategic plan, etc., prior to the visit. If so, fill the request promptly.
The more insight the District visitor has into your club previous to the visit, the more
help she/he can be.

Ask your Digrict visitor if shefhe will require overnight accommodations. Dis-
tricts usually pay for al travel expenses; however, many Didtrict visitors appreciate
the opportunity to get better acquainted through an overnight stay with a member. No
matter what type of arrangements need to be made, it is your responsibility to make
them.
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What should be
included?

The vist should be the meeting. Do not have another speaker. This only takes away
from the time alowed for the Didtrict visitor. Districts vary in what they expect to
accomplish at a visit; however, in general most official District visitors expect:

* A Board meseting.
* A business meeting with oral and written Committee reports.
* Ampletime for a presentation. Allow 20 to 45 minutes, depending on your District

visitor's request. Some District representatives do a workshop type presentation
and may require more time.

Helpful hints

Ask aclub member to write down the information and/or materials the District visitor
offers to send to your club. Give this to her/him following the presentation. It is a
thoughtful and very helpful gesture.

Healthy clubs mean a healthy District! Help make your visit meaningful. As each
member becomes involved in the visit, a stronger rapport will develop.
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HOSTING A GUEST

Whether your guest is a District Officer, community dignitary, guest speaker, or a
prospective member, you want them to feel welcome and comfortable at  your meet-

ing.

This list of questions will help you prepare

u If an invitation has been sent, have you included directions to find the location
easily?

u  Has your membership been notified that a special guest will be present?

u Do you have a “greeter” assigned to introduce the guest to your members?
u s aseating arrangement planned?

u Do you have name tags that include atitle for everyone?

u  Have you informed your guest of the menu, if applicable, and if there is a cost
factor?

u  |sit appropriate to pay for aguest’s meal?
u Do you aways remember to introduce guests by appropriate titles?

u  Doesyour guest have a clear understanding of what she/he needsto do if part of
the program?

u  Have you considered a thank-you gift? In the case of the District visitor, many
clubs are getting away from this practice. A small donation in the name of the
Didtrict visitor to the International Foundation is aways a nice gesture.

u Do you have a way for the guest to be excused easily, especidly if trave is
involved?

u  After the vist—have the club secretary or another person send a thank-you note.

Remember, these simple gestures will make your meeting run smoothly and your guest
will be grateful for the kindness.
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* Remember —
No job is complete
until the paperwork’s done.”



PERMANENT AND WORKING FILES

As with any organization, Altrusa must have a set of permanent and working files to
refer to when needed. At the conclusion of the president’s term of office, the files, in
good order, should be promptly turned over to the incoming president. Periodically,
the club’s board of directors should authorize the purging and destruction of outdated
records that are of no historical value.

Permanent files
should contain
the following
items

» Copies of al minutes of club meetings

» Copies of all minutes of Board of Directors meetings

» Copies of al District Conference reports

» Copiesof reports of International Conventions and International Executive Commit-
tee and Board of Directors meetings

» Officialy approved copy of the Club Bylaws

* A complete set of club yearbooks

* A complete set of club newdetters

* A complete set of District Service Bulletins

* The club charter

* An approved Recommendation for Membership form for each member in the club

* Annua membership dues reports for at least the preceding five years, including
membership information forms

» The club chronicle, scrapbook, awards received, correspondence relating to special
club projects

» Copies of Form 990, if applicable (United States clubs only)

Working files
should contain
these items

* The most recent dues report

* Club reports for the past two years

» Filefolders for each club Officer and Committee Chair

* Reportsmailings received from District Officers and Committee Chairs

o Current issues of Internationa’s officia publications

* Current District Service Bulletins

» Latest procedures and reports on the Altrusa International Foundation, Inc.

» Information about District Conference and fall workshop for current year

* International Convention materials

» Materiasfrom International Office: current supplies catalog and Doc Morgan, Inc.
catalog

* President’s personal Altrusa files

* Miscellaneous
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CLUB ACTIVITY REPORT

As part of Altrusa International, Inc., it is necessary for al clubs to provide Altrusa
International with information concerning their progress towards the completion of
the goals, objectives, and strategies outlined in the International Long Range/Strategic
Plan. This is done through the completion of the Club Activity Report. As president,
you are responsible for the completion of this report.

Where is the
report?

The International Office will send you a copy of the latest version of the Club Activity
Report included in the Awards Packet in the January club president’s mailing . (Altrusa
Accent)

Who completes
the report?

As the outgoing president, you are responsible for the report at the end of your term.
You may choose to do this by yourself, with a group of Altrusans, or delegate it to
another officer.

When must the
report be
completed?

It must be completed and sent to the designated person in your District by May 31.

Should | keep a
copy of the
report?

Yes, this is a valuable tool and may come in handy during the next year. In some
Didtricts, clubs may be asked to providethe District visitor with acopy either prior to or
during thevisit.

How important is
the report?

It is very important! Altrusa needs to measure its successes and determineits failures.
Members at the club level are the only ones who really know their successes and
failures. We must monitor these in order to make improvementsin our programs.

The report helps Altrusa Internationa determine the need for changesin its programs.
In thisway it can provide better service to the local clubs. The report is not meant asa
means of checking up on clubs. By the time it reaches the International Officeit isa
compilation of information from all the clubs in each Disgtrict.

Please take the time to complete the Club Activity Report.

Please note:  The Club Activity Report can be also be found on the Altrusa Interna-
tional website www.altrusa.com
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Altrusa International Awards

The Mamie L. Bass Service Award

The Letha H. Brown Literacy Award

Dr. Nina Fay Cahoun International Relations Award
The Distinguished Club Award

The Eleanor Roosevelt Humanitarian Award

The Community Leadership Award

ASTRA Club Service Award

“Vision without action is merely a dream,
action without vision just passes the time,
vision with action can change the world.”

— Jodl Arthur Baker —



ALTRUSA INTERNATIONAL AWARDS

Awards are an important part of any organization’s function. Awards are a means of
giving recognition for jobs well done and encouraging clubs to continue their efforts.
AsanAltrusaleader, your roleisto encourageyour club to reach out and apply for the
many and varied awards offered by Altrusa International and your District.

Applying for awards also provides opportunities to share your projects with other
clubs. Awards recipients are recognized at conferences and conventions for their ef-
forts.

The Altrusa International Encyclopedia is an excellent source of information regard-
ing awards. Here are several frequently asked questions.

Where do | get
the information
concerning
awards?

The award applications from Altrusa International, Inc. will be sent directly to the
president in the Awards Packet included in the January club president’s mailing along
with the Club Activity Report. Watch for this very important packet!

Who is
responsible for
filling out the
application?

Generally a group of members who have worked closaly with the project completes
the application.

When are the
entries due?

Dates vary by District. Your District Governor has probably given you ayearly caen-
dar. Check to seeif the due dates are included in it. Another source of information on
due dates is your local District Service Bulletin.

How do | know
the criteria?

Award criteria information comes with your awards packet.

May we enter
the same project
for the Mamie L.
Bass (MLB),
Letha H. Brown
(LHB) and the
Dr. Nina Fay
Calhoun (NFC)
Awards?

No! If your project fits the criteria for al of these awards, your club must decide for
which oneto apply.
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May we enter
more than one
LHB, MLB or
NFC entry in a
given year?

No! You may make only one Letha H. Brown, Mamie L. Bass and Dr. Nina Fay
Calhoun application in any one year.

Are projects that
are primarily
fund raising for
club use
eligible?

No! MLB and LHB awards are meant to show service to the community. The Dr.
Nina Fay Calhoun is an International Relations Award.

Who judges the
entries?

MLB, LHB and NFC awards arefirst judged in the District by non-Altrusajudges. The
annua winners at the District level go to International where they are judged by three
non-Altrusan judges.

You will have a much better understanding of the awards program, if you continue to
read the awards applications, instructions, and criteria on the following pages.

Good luck in your club’s efforts to achieve these very coveted awards.
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THE MAMIE L. BASS SERVICE AWARD

The International Board of Directors created the Mamie L. Bass Community Service
Award in 1963 asamemorial to the First National President of Altrusa. The name was
changed to the “Mamie L. Bass Service Award” by the International Board of Direc-
torsin 1975. The objectives of this service award are as follows:

Objectives

» Tostimulateinterest in developing action programsin the community that fall within
the scope of Altrusa’s program of service

» To encourage members of local clubs to participate actively in service projects de-
signed to meet specific local needs

» To recognize outstanding club achievement in service in the community.

District and
International
competition

Service projects nominated for the Mamie L. Bass Service Award are judged each
year at District Conferences. First-place winners from each District are entered in the
competition at the International level. Established judging criteria are used by Districts
and by International.

One (1) service project from the Clubs-at-Large is included in the competition by
Internationa . The Clubs-at-L arge Committee organi zesthe selection processfor projects
from Clubs-at-Large.

Eligibility criteria

Every Altrusaclubis digibleto enter one (1) service project each year of the biennium.
Clubs can enter any service project that was:

» Conducted initsentirety during the twelve (12) month period ending prior to the date
of submission of entriesfor judging; or

» Completed on or before the date of submission of entries for judging; or

» Clubs with projects of an ongoing nature may submit those major activities con-
ducted during the twelve (12) month period ending prior to the date of submission.

Projects which are primarily fund-raising projects or which generate funds for
club use are not digible for nomination. In addition, a project submitted for the
Letha H. Brown Literacy Award can not be submitted for the Mamie L. Bass
Service Award in the same biennium.
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Entry Each Mamie L. Bass Service Award entry should be completed and submitted as fol-
preparation lows:

All entries should be typed.

e Covers should be labeled, “Nomination for Mamie L. Bass Service Award, Name
of Club, District, Club Year.”

» Thefirst page of the manuscript should be the entry from, completed in its entirety.
» The narrative must not exceed 500 words and must be typed, double-spaced, on one

side only on plain white paper. In developing the narrative, clubs should refer to the
judging criteria and score shests.

Procedures for Clubs submit entries for the District competition on or before the date established by
submitting the District Governor. The winning District entry is forwarded to the International
entries office immediately following the close of the District Conference.

» Thewinning entries at March/April/May District conferences must reach the Inter-
national Office by June 1 to be considered in the International competition.

» Thewinning entry from Clubs-at-Large for each year of the biennium is forwarded
to the International Office by the Clubs-at Large Committee by June 1 to be consid-
ered in the International competition.

The International Office will acknowledge receipt of each entry to both the District and
the president of the winning club. The Internationa office also will be responsible for
following up with each Didtrict to make sure that each District submits each year’s
winning entries for consideration in the International competition. Finaly, the Interna
tiona office will submit &l District entries to the International Service Program De-
velopment Committee, who will coordinate the judging activities of the International

competition.
Judging criteria The District Governor appoints a chair of the District Mamie L. Bass Award Commit-
and score sheet tee. The chair selects three (3) prominent members of the genera public to serve as
judges.

The International Service Program Development Committee coordinates the Interna-
tional judging activity. The Chair appoints three (3) prominent members of the general
public to serve as judges.

The judges may disqualify any entry for any rules violation. In evaluating entries, the
judges place primary importance on the written narrative. Substantiating materials are
considered only in a supplementary perspective. The amount of funds spent on an
activity is not amagjor criteria in selecting award winners.
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In determining award winners, the judges consider how the club selected, devel oped,
implemented and evaluated the service project. The questions which follow are the
types of questions the judges use to evaluate the components of club projects. A club
should use the judging criteria and score sheet as a guideline in preparing its entry.

Criteria and
score sheet

I. Selection of Project (25 points)
(Explain the method used to identify the community need and select the literacy
project.)
A.How was the need for the project determined?
B. Was this need being met by other community groups and agencies?
C. What was the purpose of the project?
D. What segment of the community was the project designed to help?
E. What were the reasons for choosing this project?
F. How was the membership involved in selecting the project?
G. What provisions were made for member participation in carrying out this project
Maximum Points. 25 Points Earned

I1. Development and Implementation of the Project (50 points)

(Describe the activities and efforts to carry out the project.)

A.How was the project structure (e.g., guiddlines, timetables, work assignments,
communication, record-keeping) devel oped?

B. What resources and fund-raising were needed for the project?

C. How were the talents and abilities of club members utilized?

D. What percentage of club members participated in the project?

E. How many hours of personal service were contributed by club members?

F. How was each party informed on the progress of the project?

E. What was the extent of participation or support by individuals and/or organiza-
tions in the community?
Maximum Points. 50 Points Ear ned

I11. Evaluation of the Project (25 points)
(Explain the method(s) used to assess the project and the results achieved.)
A.What criteria were used to evaluate project activity?
B. Was the process designed to carry out the project effectively?
C. Were the original objectives of the project achieved?
D. What was the estimated number of people who were helped by the project?
E. What were the benefits to the community?
F. What were the benefits to the club?
G. What plans were made for continuing this project?
H. Did the project promote community awareness of Altrusa and its commitment to

Literacy?
I. Does the project summary state how the objectives were accomplished?
Maximum Points. 25 Points Ear ned
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Awards and The names of the winning entries are kept secret until the time of the award presenta-

award tion.

presentation
District awards: A Certificate of Merit is presented to the winner at each Digtrict
conference. Runners-up (the number not to exceed three (3)) may be given honorable
mention.

International award at conference: An award of $100 (U.S. dollars) is presented
annually by the International representative to the winner at District conference. For
Clubs-at-Large, an award of $100 (U.S. dollars) is given annualy to the winning en-
try; one Certificate of Excellence will be given for honorable mention.

International award at convention: An award of $300 (U.S. dollars) is presented to
the first-place winner, and awards of $75 (U.S. dollars) are given to the clubs winning
first and second-place honorable mentions. In addition, a Certificate of Excellence is
given to the officers of the Didtrict that submitted the highest percentage of entries
during the biennium.

A sample title
page

Name of Project

Nomination for Mamie L. Bass Service Award

Date

Name of Altrusa Club
Mailing Address/Street Address
City, State/Province, Zip Code/Postal Code
Country

District

Awards (175



Altrusa International, Inc.

MamielL. Bass Service Award

Entry Form

Please print or type.

Name of club:

Address:

Street/Post Office Box:

City: State/Province:

Country: Zip/Postal Code:

District:

Date (day, month, year):

Club Membership (as of date of entry):

Project Title:

In 500 words or less, describe your project. (Please double space.) Refer to attached judging
criteria for ideas on what to include.
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Signature of Club President:

Revised November 2000
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THE LETHA H. BROWN LITERACY AWARD

The Letha H. Brown Literacy Award was adopted by the International board of direc-
torsin honor of past International President Letha H. Brown for her in work establish-
ing literacy as a mgjor emphasis of the organization. The objectives of this Interna-
tional award are as follows:

Objectives

» To stimulate local club interest in developing active literacy projects to serve their
communities

» To create an awareness of Altrusa and its commitment to literacy

» To encourage members of local clubs to participate actively in literacy projects
designed to meet specific community needs

» To recognize outstanding club achievement in literacy projects.

District and
International
competition

Literacy projects nominated for the Letha H. Brown Literacy Award are judged each
year at the District conference. First-place winners from each Didtrict are entered in
the competition at the International level. Established judging criteria are used by
Didtricts and by International.

One (1) literacy project from the Clubs-at-Large is included in the competition by
Internationa . The Clubs-at-L arge Committee organi zesthe selection processfor projects
for Clubs-at-Large.

Eligibility criteria

Every Altrusa club is eligible to enter one (1) literacy project each year of the bien-
nium that meets the following requirements:

» Conducted in its entirety during the twelve (12) month period ending prior to the
date of submission of entries for judging; or

» Completed on or before the date of submission of entries for judging; or

» Clubs with projects of an ongoing nature may submit for judging those major ac-
tivities conducted during the twelve (12) month period ending prior to the date of
submission of entries for judging.

Projects which are primarily fund-raising projects or which generate funds for clubs
use are not digible for nomination. In addition, a project submitted for the Letha H.
Brown Literacy Award can not be submitted for the Mamie L. Bass Service Award in
the same biennium.
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Entry Each Letha H. Brown Literacy Award entry should be completed and submitted as
preparation follows:

All entries should be typed.

» Covers should be labded, “Nomination for Letha H. Brown Literacy Award, name
of club, Digtrict, club year.”

» Thefirst page of the manuscript should be the entry from, completed in its entirety.
» The narrative must not exceed 500 words and must be typed, double-spaced, on one

side only on plain white paper. In developing the narrative, clubs should refer to the
judging criteria and score shests.

Procedures for Clubs submit entries for the District competition on or before the date established by
submitting the District Governor. The winning District entry is forwarded to the International
entries office immediately following the close of the District conference.

» Thewinning entries at March/April/May District conferences must reach the Inter-
national Office by June 1 to be considered in the International competition.

» Thewinning entry from Clubs-at-Large for each year of the biennium is forwarded
to the Internationd office by the Clubs-at Large Committee by June 1 to be consid-
ered in the International competition.

The International Office will acknowledge receipt of each entry to both the District and
the president of the winning club. The Internationa office aso will be responsible for
following up with each Didtrict to make sure that each District submits each year’s
winning entries for consideration in the International competition. Finally, the Interna
tiona office will submit al District entries to the International Service Program De-
velopment Committee, who will coordinate the judging activities of the International

competition.
Judging criteria The District Governor appointsachair of the District LethaH. Brown Award Commit-
and score sheet tee. The chair selects three (3) prominent members of the genera public to serve as
judges.

The International Service Program Development Committee coordinates the Interna-
tional judging activity. The chair appoints three (3) prominent members of the genera
public to serve as judges.

The judges may disqualify any entry for any rules violation. In evaluating entries, the
judges place primary importance on the written narrative. Substantiating materials are
considered only in a supplementary perspective. The amount of funds spent on an
activity is not amagjor criteria in selecting award winners.
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In determining award winners, the judges consider how the club selected, devel oped,
implemented and evaluated the service project. The questions which follow are the
types of questions the judges use to evaluate the components of club projects. A club
should use the judging criteria and score sheet as a guideline in preparing its entry.

Criteria and
score sheet

I. Selection of Project (25 points)
(Explain the method used to identify the community need and select the literacy
project.)
A.How was the need for the project determined?
B. Was this need being met by other community groups and agencies?
C. What was the purpose of the project?
D. What segment of the community was the project designed to help?
E. What were the reasons for choosing this project?
F. How was the membership involved in selecting the project?
G. What provisionswere made for member participation in carrying out this project?
Maximum Points. 25 Points Earned

1. Development and Implementation of the Project (50 points)
(Describe the activities and efforts to carry out the project.)
A.How was the project structure (e.g., guiddlines, timetables, work assignments,
communication, record-keeping) devel oped?
B. What resources and fund-raising were needed for the project?
C. How were the talents and abilities of club members utilized?
D. What percentage of club members participated in the project?
E. How many hours of personal service were contributed by club members?
F. How was each party informed on the progress of the project?
G. What was the extent of participation or support by individuals and/or
organizations in the community?
Maximum Points. 50 Points Ear ned

[11. Evaluation of the Project (25 points)
(Explain the method(s) used to assess the project and the results achieved.)
A.What criteria were used to evaluate project activity?
B. Was the process designed to carry out the project effectively?
C. Were the original objectives of the project achieved?
D. What was the estimated number of people who were helped by the project?
E. What were the benefits to the community?
F. What were the benefits to the club?
G. What plans were made for continuing this project?
H. Did the project promote community awareness of Altrusa and its commitment to

Literacy?
I. Does the project summary state how the objectives were accomplished?
Maximum Points. 25 Points Ear ned
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Awards and The names of the winning entries are kept secret until the time of the award presenta-

award tion.

presentation
District awards: A Certificate of Merit is presented to the winner at each Digtrict
conference. Runners-up (the number not to exceed three (3)) may be given honorable
mention.

International award at conference: An award of $100 (U.S. dollars) is presented
annually by the International Representative to the winner at District conference. For
Clubs-at-Large, an award, of $100 (U.S. dollars) is given annualy to the winning
entry; one Certificate of Excellence will be given for honorable mention.

International award at convention: An award of $300 (U.S. dollars) is presented to
the first-place winner and awards of $75 (U.S. dollars) are given to the clubs winning
first and second-place honorable mentions. In addition, a Certificate of Excellence is
given to the officers of the Didtrict that submitted the highest percentage of entries
during the biennium.

A sample title page

Name of Project

Nomination for Letha H. Brown Literacy Award

Date

Name of Altrusa Club
Mailing Address/Street Address
City, State/Province, Zip Code/Postal Code
Country

District
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Altrusa International, Inc.

Letha H. Brown Literacy Award
Entry Form

Please print or type.

Name of club:

Address:

Street/Post Office Box:

City: State/Province:

Country: Zip/Postal Code:

District:

Date (day, month, year):

Club Membership (as of date of entry):

Project Title:

In 500 words or less, describe your project. (Please double space.) Refer to attached judging
criteria for ideas on what to include.
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Signature of Club President:

Revised November 2000
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DR. NINAFAY CALHOUN INTERNATIONAL RELATIONS AWARD

The Dr. Nina Fay Calhoun International Relations Award was adopted in 2002 as a
memoria to the only International President who served two terms and who focused on
the International aspect of our organization. The objectives of this International Rela-
tions Award are as follows:

Objectives

- To encourage and to stimulate international relations
To create an awareness of other cultures and people of the world
- To recognize outstanding club achievement in international relations

Didtrict and International Competition

Activities nominated for the Dr. Nina Fay Calhoun International Relations Award are
judged each year at District Conferences. First-place winners from each District are
entered in the competition at the International level. Established judging criteria are
used by Didtricts and by International.

One (1) service project from the Clubs-at-Large is included in the competition by Inter-
national. The Clubs-at-Large Committee organizes the selection process for activities
from Clubs-at-Large.

Eligibility Criteria

Every Altrusa club is digible to enter their international activities each year of the
biennium. Thisaward is based on ayearlong focus on international relations, not just
one specific project. The winner is judged on the overall emphasis for the entire
program year. The activities should meet the following criteria

1. Number of meetings dedicated to internationa relations (minimum of two (2)
per club year).
2. Most outstanding program - did it contribute to the initiation of a new club project?
(50 words or less)
3. Doesyour club currently have an existing project to promote international rela
tions? If yes, describe the project in 200 words or less.
4. Didyour club observe any of the following international dates during the past
year? (Minimum of 3 - please state the manner of observance)
a Women's Rights Day, March 8
b. World Health Day, April 7
c. World Literacy Day, September 8
d. International Peace Day, third Tuesday in September
e. United Nations Day, October 24
f. Human Rights Day, December 10

5. Does your club know that Altrusa has a United Nations Representative?
a. Did your club utilize the resources available from the Altrusa
United Nations Representative?
b. Did your club have a program relating to the United Nations? If
yes, please describe your program in 50 words or less.
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Entry Preparation Each Dr. Nina Fay Calhoun International Relations Award entry should be completed
and submitted asfollows:

All entries should be typed, double-spaced, on one side only on plain white paper.
- Covers should be labeled, “Nominations for Dr. Nina Fay Calhoun International
Redations Award, Name of Club, District, and Club Year.”

The first page of the entry should be the entry form, completed in its entirety.

The narrative must not exceed the parameters for each section. In developing the
narrative, clubs should refer to the judging criteria and score sheets.

Procedures for Submitting Entries
Clubs submit entries for the District competition on or before the date established by
the District Governor. The winning District entry is forwarded to the International
Office immediately following the close of the District Conference.

The winning entries at March/April/May District Conferences must reach the Inter-
national Office by May 31¢ to be considered in the International competition.

- Thewinning entry from Clubs-at-Large for each year of the biennium isforwarded to
the International Office by the Clubs-at-Large Committee by May 31%to be consid-
ered in the International competition.

The International Office will acknowledge receipt of each entry to both the District and
the president of the winning club. The International Office also will be responsible for
following up with each District to make sure that each District submits each year's
winning entries for consideration in the International competition. Finaly, the Interna-
tional Office will submit all District entries to the International Service Program Devel-
opment Committee, who will coordinate the judging activities of the International com-

petition.
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Judging Criteria
and Score Sheet

The District Governor appointsachair of the District Dr. Nina Fay Calhoun International
Relations Award Committee. The chair selects three (3) prominent members of the
general public to serve as judges.

The International Service Program Development Committee coordinates the Interna-
tional judging activity. The chair appoints three (3) prominent members of the general
public to serve as judges.

The judges may disqualify any entry for any rules violation. In evaluating entries, the
judges place primary importance on the written narrative. Substantiating materials are
considered only in a supplementary perspective. The amount of funds spent on the activi-
tiesis not a consideration in selecting award winners.

In determining award winners, the judges consider how comprehensive the Internationa
focus was during the entire club year, how it was incorporated into other aspects of the
club. The questions that follow are the types of questions the judges use to evaluate the
activities. A club should usethe judging criteria and score sheet as a guiddinein prepar-
ing itsentry.

Dr. Nina Fay Calhoun International Relations Award

Award and
award presentation

The name of the winning entry shall be kept secret until the time of the award presenta-
tion.

District Awards: A Certificate of Merit is presented to the winner at each District Con-
ference. Runners-up (the number not to exceed three (3)) may be given honorable men-
tion.

International Awards at Conference: A Certificate is presented annually by the Inter-
national Representative to the winner at District Conference. For Clubs-at-Large, a Cer-
tificate is given annually to the winning entry; one Certificate of Excellence will be given
for honorable mention.

International Awardsat Convention: An award of $100 (U.S. dollars) is presented to
the first-place winner, and awards of $50 (U.S. dollars) are given to the clubs winning
first and second-place honorable mentions. In addition, a Certificate of Excellence is
given tothe officers of the Didtrict that submitted the highest percentage of entries during
the biennium.
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Criteria and Score Sheet

1 Number of meetings dedicated to International Relations: (minimum of 2 per year)
Maximum Points; 15 Points Earned

2. Most outstanding program; did it contribute to the initiation of a new club project? (50
words or less)
a What was the international focus of the program?
b. Was a new club project established?
C. Was an existing club project expanded?
Maximum Points; 30 Points Earned

3. Does your club currently have an existing project to promote International Relations? De-
scribe. (200 words or less)

a What percentage of club members participated in the project?
b. How many hours of persona service did club members contribute?
C. How were the talents and abilities of club members utilized?
d. What segment of the community was the project designed to help?
e How did this project help international relations?
f. What resources and fundraising were needed for the project?
0. What was the benefit of the project?
Maximum Points; 30 Points Earned
4. Did your club observe any of the following International dates during the past year? (minimum

of 3—please state the manner of observance):

a Women's Rights Day, March 8
b. World Health Day, April 7
C. World Literacy Day, September 8
d. International Peace Day, 3" Tues. in Sept.
e. United Nations Day, October 24
f. Human Rights Day, December 10
Maximum Points; 15 Points Earned
5. Does your club know that Altrusa has a United Nations Representative?
a Did your club utilize the resources available from the Altrusa U. N. Representative?
b. Did your club have a program relating to the United Nations? Describe. (50 words
or less).
Maximum Points; 10 Points Earned
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A sample title
page

Name of Project

Nomination for Dr. Nina Fay Calhoun International Relations Award

Date

Name of Altrusa Club
Mailing Address/Street Address
City, State/Province, Zip Code/Postal Code
Country

Didtrict

Revised December, 2005
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Altrusalnternational, I nc.

Dr. NinaFay Calhoun Internationa RelationsAward

Entry Form

Nameof Club

Address

Street/Post Office Box

City State/Province

County Zip/Postal Code

District

Dateof Entry

Club Membership

1. Number of meetings dedicated to International Relations: (minimum of 2 per year)

2. Most outstanding program; did it contribute to theinitiation of anew club project? (50 wordsor less)

3. Doesyour club currently have an existing project to promote Internationa Relations? Describe. (200
words or |ess)
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4. Didyour club observe any of thefollowing Internationa datesduring the past year?(minimumof 3—
please state the manner of observance):

a Women'sRightsDay, March 8

b. World Heglth Day, April 7

c. World Literacy Day, September 8

d. Internationa Peace Day, 3rd Tues. in Sept.

e. United Nations Day, October 24

f. Human Rights Day, December 10

5. Doesyour clubknow that AltrusahasaUnited Nations Representative?

a Didyour club utilizetheresources availablefromtheAltrusaU. N. Representative?

b. Didyour club have aprogram relating to the United Nations? Describe. (50 wordsor less).

Signature of Club President
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THE DISTINGUISHED CLUB AWARD

The Distinguished Club Award recognizes a club’s activity and productivity at every
level of program involvement. Information from Club Activity Reports on service,
programming, membership, leadership, and communication are used to judge whether
aclub is a Digtinguished Club—a leader in every respect.

Criteria The criteriais included in the January Club President’s mailing in the awards packet
and is also available on the Altrusa International website www.altrusa.com
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THE ELEANOR ROOSEVELT HUMANITARIAN AWARD

This is the highest individual award that International bestows. A special committee,
appointed by the president and the board of directors, will select the recipient for this
biennium to be presented at the International convention.

Eligibility criteria

The nominee must be a current active, or life member of Altrusa International, Inc.

* The nominee's service to Altrusa must have been given at the local club, Didtrict,
and/or International levels.

» The nominee must be recognized beyond Altrusa International, Inc., as a volunteer
directly responsible for improving the quality of life in her community.

The nomination
process

You are encouraged to nominate a fellow Altrusan for the Eleanor Roosevelt Humani-
tarian Award. Complete the attached nomination form and include three (3) letters of
recommendation, from persons within and outside of Altrusa, who can give tangible
evidence of the nominee's service. A photograph of the nomineeis also requested. All
application materials for the Eleanor Roosevelt Humanitarian Award must be sent to
Altrusa International, Inc. postmarked no later than May 15, 20 .

Presentation

If an Eleanor Roosevelt Humanitarian Award is presented, the winner will be honored
during the Awards Banquet at the International Convention. The winner will receive a
commemorative medal to mark the occasion.
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Altrusa International, Inc.

Eleanor Roosevelt Humanitarian Award
Nomination Form

To nominate a candidate for the Eleanor Roosevelt Humanitarian Award, complete and return this
nomination form to the Altrusa International Office postmarked no later than May 15, 20__. Be
thorough in answering each question.

Please type or print

Nominee's Name

Nominee's Altrusa Club District

Address

City State Zip Code
Classification

Job Title

1. How long has the nominee been a member of Altrusa International, Inc.? Years.

2. What positions or offices in Altrusa International, Inc. has the nominee held? Please list.

Club Level

District Level

International Level

3. List other services to Altrusa International, Inc.
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4. List volunteer activities outside of Altrusa International, Inc.

5. List other interests, achievement, honors or contributions you think merit consideration.

6. Why do you think your nominee should win the Award? (Maximum of 100 words on a separate
sheet of paper).

7. Include three (3) letters of recommendation from persons in or outside of Altrusa who can
provide tangible evidence of the nominee's service.

8. Please send a photograph of the nominee for possible publicity use.

9. Nominated By

Address

City State Zip Code

E-Mall

Send this completed application form to:
Awards Committee

Altrusa International, Inc.

332 South Michigan Avenue, Suite 1123
Chicago, Illinois 60604-4305

USA

Revised November 2000
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THE COMMUNITY LEADERSHIP AWARD

Theboard of trustees of the Altrusa Foundation, Inc. presents the Community Leader-
ship Award to recognize individuals who have made significant contributions to their
communities as volunteer leaders. Every Altrusa club has an opportunity to recognize
the individuals in their communities who are contributing to the welfare of others.

The Community Leadership Award will be presented annually, with the recipient se-
lected from nominations submitted to the International Foundation by Altrusa clubs.
Nominations should be submitted directly to the International Foundation office in
Chicago, lllinoisby May 1,20 .

Eligibility criteria » The award will be given to one (1) nominee in recognition of one (1) specific com-
munity service program or project the individual chaired which has or continues to
provide a meaningful benefit to the community and which clearly demonstrated
leadership abilities.

» The project or program chaired by the individua can be sponsored by an Altrusa
club. The project or program cannot have been a fund raiser for the Altrusa club’s
community service budget.

» Projects sponsored by an Altrusa club in cooperation with other local civic and chari-
table organizations qualify, provided the nominee served asthe chairman and had full
responsibility for the project or program.

Nominees * The nominee must be an individual who lives or works in the community in which
the Altrusa club is established.

» The nominee cannot be a paid staff member of the organization, agency or group
that conducted the community service project/program. The award is for “volun-
teer” achievement not “professional” accomplishment.

» Civic work completed in the past, professional recognition, other awards, etc., are
not relevant to this award. Nominees will be judged on the specific community
service project they conducted.

* Membership in Altrusais not required.

Procedure for Altrusaclub presidents should submit their nominationsto the International Foundation
submitting by May 1, 20 . The nomination should take the form of a letter,not more than three
nominations single-spaced, one-sided pages, one (1) inch margins and 12 point type, outlining the

reasons why the particular individual should be recognized. Substantiating information
such as newspaper articles, photographs and project reports showing results can be
submitted with the letter of nomination. Please send an original and three copies of the
complete submission, fastened at the top with a binder clip.

Do not enclose submissions in a notebook, or any type of binder.
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Judging

A specia committee chaired by a trustee of the International Foundation will judge
nominees. Three (3) non-Altrusans will serve as judges. Judges will be chosen based
upon their own record of achievement in civic activities and volunteer service.

The award

The annual Community Leadership Award will be a $500 contribution to the project/
program conducted by the honoree. In the event that the project is completed and
requires no additional funds, the $500 cash award will be presented to aloca charity
designated by the recipient.

The honoree will be presented with a certificate of recognition by the International
Foundation on behalf of the Altrusa club that submitted the winning nomination.

Award
presentation

After the judging is completed (June 20 ), the Foundation will notify the Altrusa club
that made the winning nomination.

The award presentation will be made in the local community by either a Trustee of the
Foundation, an International Officer of Altrusa International, the District Governor,
Governor-Elect, or a past Foundation or International Officer in cooperation with the
Altrusa club that made the nomination.

A feature story on the award presentation will be published inthe International Altrusan.

Revised October 2005
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ASTRA CLUB SERVICE AWARDS

If your Altrusa club sponsorsan ASTRA Club, an entry for thisannual award isamust!
Therulesallow an entry to bein any format that the young people select to describe the
service project they believe is eigible for recognition.

Funded by the Altrusa International Foundation, Inc. the ASTRA Club Service Award
annually recognizes ASTRA Clubs for the service activities they conduct in their com-
munities and schools. The 20— 20 awards will be given in recognition of service
projects conducted from June 1, 20 to May 1, 20__. Entries must be submitted to the
Internationa Office by May 31, 20 .

Guidelines for
entries

Entries can consist of a brief written report, scrapbook, newspaper clippings, photo-
graphs — all material that describes the service project being nominated for the award.

The service project should benefit either the community or school of the ASTRA club.
Awards will be given in recognition of service projects conducted from June 1, 20
to May 1, 20__. Ongoing projects (projects conducted annually) also are eligible.

When describing the service project, please be sure to do the following:
* Include the ASTRA club’s name and the name of the sponsoring Altrusa club.

» Giveabrief description of (1) the reasons for choosing the project, and (2) the goals
of the project.

 If fund-raising was necessary, describe the technique, and how much was raised.

» Summarize the project’s results—who was impacted and how, short and long-term
conseguences of the project—any facts that show the importance of this project.
Include a description of how the ASTRA club and its members benefited by partici-
pating in this project.

* Include supporting materials—Ietters from school administrators, letters from those
who benefited, newspaper articles about the project, photographs. (These items are
not required. Projects will be judged on their merits and their results.)

Awards and
award
presentation

Altrusa International will present three 20 —20__ ASTRA Club Service Awards:
 First placeis a $100 contribution to the ASTRA club and a trophy.
 Second place is a $75 contribution to the ASTRA club and an award plague.

 Third place is a $50 contribution to the ASTRA club and an award plague.
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The winning ASTRA clubs will be contacted by Altrusa International, Inc. Awards
will be presented to the ASTRA club by an Officer of Altrusa International or the
International Foundation, if at all possible.

Submit entries Altrusa International, Inc., 332 South Michigan Avenue, Suite 1123, Chicago, Illinois
to 60604-4305.

Questions? Call the Executive Director, 312-427-4410, Fax: 312-427-8521,
email:altrusa@altrusa.com
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15Altrusa Foundation

The Altrusa International Foundation, Inc.
Foundation Grants Program

Incorporating a Local Club Foundation

“Never doubt that a handful
of committed individuals
can truly change the world.”

— Margaret Mead —



THE ALTRUSA INTERNATIONAL FOUNDATION, INC.

The Altrusa International Foundation was established in 1962, as a 501(c)(3) not-for-
profit corporation which accepts and administers contributions from Altrusa clubs, indi-
vidual members, and the general public for its programs. Its mission is to improve
economic well-being and quality of life through a commitment to community services
and literacy.

TheAltrusa International Foundation, Inc. is an entity independent of Altrusa Interna-
tional, Inc., withits own Board of Trustees, six (6) qualified Altrusans, directly eected
by the delegates at each International Convention.

The Board of Trustees elects its own Chairman and Vice Chairman from the six (6)

There are the following appointed Committee Chairmen:

A member of Altrusa International, Inc.’s Executive Committee, appointed by the In-
ternational President, serves astheAssociation Representativeto the Foundation Board,
along with the Legal Advisor, and the Secretary/Treasurer. These membersall serveas
Ex-Officio members of the Foundation’s Board of Trustees.

In 1987, literacy became the main focus of the Foundation and in 1994-1995 the Foun-
dation expanded the grant program to include grants to clubs and individuals for non-

literacy projects. Grant guidelines and criteria can be requested from the Foundation
Administrative Assistant at the International Office

The Foundation Endowment Fund was established in 1992 to mark the 75" anniversary
of Altrusa International, Inc. Interest income from the Endowment Fund is currently

Board of
trustees
sitting Trustees.
» Development Chairman
* Education/Marketing Chairman
¢ Finance Chairman
¢ GrantsChairman
Foundation
grants
Foundation
Endowment
Fund

being used to support the following programs:

» Association’s Letha H. Brown Literacy Awards, District and International awards
e Dr. NinaFay Calhoun International Relations Award

» Association's ASTRA Club Service Awards, given to three ASTRA clubs annually

» Foundation’'s Community Leadership Award, given annually to recognize individual
achievement by a volunteer
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Disaster Relief The Disaster Relief Fund enables Altrusa to respond immediately to the traumas of
Fund natural disasters. During the years, the Foundation has sent funds to accredited relief
agencies around the world to assist victims of disasters.

Club 21 The Club 21 program was established in 1997 to support the Safe Haven Project. Each
year, the Safe Haven Project hosts Camp Safe Haven which provides over 300 chil-
dren infected with HIV and AIDS, week-long camp experiences at two different sites.
It costs approximately $1,000 per child; there are no expenses to the families, and the
entire staff of professionals and volunteers donate their time and services.

The Club 21 program has expanded to include work with HIV/AIDS agencies world
wide.

With an annual contribution of $21 (US) or more to the Altrusa International Founda-
tion, individuals can become members of Club 21. As a member, one receives the
special gold and white Club 21 pin, signifying participation in a program that every
Altrusan can be proud of.

The Lamplighter recognition program honors an Altrusan who contributes $500 or
more to the International Foundation in one year’s time; that individua is awarded a
specially designed Lamplighter pin. Additional contributions of $500 in succeeding years
provide the honoree with a Lamplighter pendant; a diamond chip is awarded for each
additional $500 contribution in succeeding years.

Lamplighter
recognition
program

When the tenth level of Lamplighter support is reached, the honoreeis designated a
“Lucente Lamplighter” and receives an additiona Pin signifying they have reached
that donor level.

Publications The Altrusa International Foundation utilizes each issue of the Altrusa Accent to re-
port the Foundation’s activities and publish the names of those clubs and individuals
who have made contributions to the Foundation. It aso produces an annual report
whichissent to all International Foundation trustees; International officers; committee
chairs and appointees; past International presidents; District Foundation liaisons; and
local Altrusa club presidents.

District Each District appoints a Foundation Liaison to promote understanding of the Altrusa

Foundation International Foundation, Inc., and its mission. She/he also serves as a communication

Liaisons link between the International Foundation Board, District programs, and club programs.
Y our Digtrict Governor can provide the name of your Foundation Liaison.
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FOUNDATION GRANTS PROGRAM

Grants from the Altrusa International Foundation, Inc. will be made to assist Altrusa
clubs in sponsoring individuals who need assistance in improving the quality of their
lives and those of others through continued education either in the field of literacy or
in vocational/technical training. Foundation grants may also assist the graduate stu-
dent from a developing country in completing hisher studies. (An individual may not
have received a previous grant from the Altrusa International Foundation.)

The International Foundation also awards grants to Altrusa clubs to assist with their
loca community service projects.

Altrusa International Foundation grants range from aminimum of $250 to a maximum
of $1,000, based on need and funds available.

The Altrusa International Foundation, Inc. reserves the right to make the final decision
onall applications.

Grant
application
processing Thefollowing isthe grant application schedule, which is used by the Foundation Grants
schedule Committeein reviewing al applications:
September 15, grant requests due from clubs
October 31, decisions made on al applications received by September 15 deadline
November 30, approved grant applications received by the September 15 deadline
funded
March 15, grant requests due from clubs
April 30, decisions made on al applications received by the March 15 deadline
May 15, approved grant applications receive by the March 15 deadline, funded
A club may receive only one (1) Foundation Grant per fiscal year (June 1 - May 31)
How do Thefollowing materials can be obtained from the Foundation Administrative Assis-
| obtain tant at the International Office in Chicago or downloaded directly from the Altrusa
Foundation International website (www.altrusa.com):
materials? . Local Club Foundation 501(c)(3) Information Packet
. Grant Guidelinesand Criteria
. Grant Applications - Project and Individual Grant Applications
. Grant Follow Up Forms
. Mock Grant Application
. Foundation Brochures
. Club 21 Brochures
. Planned Giving Brochures
. Foundation Annual Report
. Community Leadership Award Application
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INCORPORATING A LOCAL CLUB FOUNDATION

Request a The packet from the International Foundation will contain the following items:
packet
* Instructions

Prototype Articles of Incorporation

» Prototype Bylaws
Instructions for 1. The board of directors of the club must approve formation of the Foundation, and
incorporation this approval should be clearly reflected in the board minutes.

2. The membership of the club must approve formation of the Foundation and this
should be clearly reflected in the board minutes.

3. You must havealocal attorney preparetheArticles of Incorporation and Bylaws for
you. Use the prototypes provided in the packet and change them only where neces-
sary to conform to local law.

N

. Before filing the Articles with the required state offices (and some county offices),
you must submit 3 copies of the following items to headquarters:
a Articles of Incorporation
b. Bylaws
¢ Minutes of Board of Directors and club meetings, evidencing approva of Foun-
dation
d. Copy of completed Form SS-4, Application for Employer Identification Number.

Headquarter’ s staff will keep one copy in the Foundation file; send one copy to the
Foundation chairman and one copy to the legal advisor for review. Upon approval
of the legal advisor (and after making any requested changes), the Articles should
be filed with the appropriate state office.

5. Once the Articles have been filed, the Foundation President should send a memo-
randum to Headquarters with notification of the filing date.

6. Form S$4, Application for Employer | dentification Number, (EIN), should be sent to
the IRS. Headquarters should be notified of the number when it is assigned.

7. After filing, for the EIN number, the local Foundation President informs Foundation
chair, requesting that the local Foundation be included with the Foundation’ s group
exemption number.
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General
Instructions

Y ou must keep two separate bank accounts and separate books and records for the
club and foundation.

Only fundsrelating to the Foundation’ s service project activities (which may include
contributionsto the International Foundation) should be run through the Foundation’s
bank account and books. It is permissible to pay the expenses of aparticular project
out of fund-raising proceeds.

You may tell people that their contributions are tax-deductible. However, remem-
ber that only that portion of the contribution in excess of the “value” received is
deductible, not the entire contribution. For example, a Foundation sponsors afashion
show-luncheon, with tickets selling for $15.00 and the meal costing $5.00. Only
$10.00 of each ticket is deductible, and your tickets should so indicate. For contri-
butions of noncash items (used clothes, etc.), the contributor should specify the
value. Be prepared to give areceipt, identifying what was donated, but the founda
tion should not set the value of the donation. Leave it up to the contributor.

You may provide for any number of directors, providing you meet the minimum
number required by the laws of your state. Y ou may want to provide that the club’s
board of directors is also the Foundation’s Board of Directors, or you may wish to
have outsde community people serve on the Board. The majority of the Board
should be Altrusans, however.

Each Foundation should file a Form 990 each year, even if its“grossincome” isless
than $25,000. You must forward a copy of your completed Form 990 to headquarters
each year.
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].6Internationa| Office

Roster of Club Officers Form

Roster of Club Committee Chairs Form

Sister Club Program

“ Nothing is particularly hard
If you divide it into small jobs.”

— Henry Ford —



ROSTER OF CLUB OFFICERS

Altrusa International, Inc. of

Term begins

Term ends

District

Please print or type. See your membership printout for member identification numbers.

PRESIDENT Member ID# SECRETARY Member ID#
Name Name

Address Address

City/State/Code City/State/Code

Telephone Fax Telephone Fax
E-mail E-mail

TREASURER Member ID# IMM. PAST PRESIDENT Member ID#
Name Name

Address Address

City/State/Code City/State/Code

Telephone Fax Telephone Fax
E-mail E-mail

PRESIDENT-ELECT Member ID# DIRECTOR #1 Member ID#
Name Name

Address Address

City/State/Code City/State/Code

Telephone Fax Telephone Fax
E-mail E-mail

1ST VICE PRESIDENT Member ID# DIRECTOR #2 Member ID#
Name Name

Address Address

City/State/Code City/State/Code

Telephone Fax Telephone Fax
E-mail E-mail

2ND VICE PRESIDENT Member ID# Date / /

Name Submitted by

Address

City/State/Code Club Meeting Information (please circle)
Telephone Fax 1st—1st/2nd/3rd/4th/5th  Mon/Tue/Wed/Thu/Fri/Sat  am/Noon/pm
E-mail 2nd—1st/2nd/3rd/4th/5th Mon/Tue/Wed/Thu/Fri/Sat am/Noon/pm

IMPORTANT: Return to Altrusa International, Inc. at 332 S. Michigan Ave, Ste. 1123, Chicago, IL 60604-4305.

Send a copy to your District Treasurer. Retain a copy for your club records.
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ROSTER OF CLUB COMMITTEE CHAIRS Term begins Term ends

Altrusa International, Inc. of District

Please print or type. See your membership printout for member identification numbers.

ASTRA Member ID# MEMBERSHIP DEVELOPMENT  Member ID#
Name Name

Address Address

City/State/Code City/State/Code

Telephone Fax Telephone Fax

E-mail E-mail

COMMUNICATIONS Member ID# NOMINATING Member ID#
Name Name

Address Address

City/State/Code City/State/Code

Telephone Fax Telephone Fax

E-mail E-mail

FINANCES Member ID# SERVICE Member ID#
Name Name

Address Address

City/State/Code City/State/Code

Telephone Fax Telephone Fax

E-mail E-mail

Date / /

Name

Officer Title

Daytime Phone

IMPORTANT: Return to Altrusa International, Inc. at 332 S. Michigan Ave, Ste. 1123, Chicago, IL 60604-4305.

Send a copy to your District Treasurer. Retain a copy for your club records.
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SISTER CLUB PROGRAM

Altrusa International’ s Sister Club Program alows two clubs to link together by be-
coming “ Sister Clubs,” and gain aunique opportunity to expand their interests by shar-
ing projects, information, visits and publications. Through a Sister Club, you can build
friendships with Altrusans on the other side of the globe, or in the next county.

How do we get a There are several ways for you to “match” with a Sister Club. No matter what method
Sister Club? you choose, there are four basic steps:

1) Make a list of prospective Sster Clubs.
You may aready know with what club you would like to match: perhaps you
have a special interest in a certain city, or have met an Altrusan at a convention or
conference with whose club you would like to match.

A list of contacts can also be obtained from International . The office will send you
several Sister Clubs contacts based on the criteria you specify.

2)  Contact the club you are interested in.
Write directly to the president of the club(s) you have selected. Explain your
club's interest and ask if they would consider becoming your Sister Club. Use
your International Directory for addresses and telephone numbers, or call Inter-
national for information.

3)  Confirmyour match.
If the club you have contacted agrees to be your Sister Club, then your match is
confirmed. You may have to contact severa clubs before you find a match, but
don’t be discouraged. The clubs may smply have had too many commitments at
this time.

4) Register.
Register your new Sister Club relationship with the International office by emailing
the International office at altrusa@altrusa.com or completing the registration
form which follows.

Frequently Q. Does our Sister Club have to be in another country?
asked questions A. No, Sister Clubs can be in a neighboring town, across the country, or across the
world.
Q. What should we keep in mind if we decide on a Sister Club in another country?
A. An International Sister Club match will provide your club with a very specia

internationa relations opportunity. However, you should consider the expense of
international mail and how trandations, if necessary, will be handled.
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Q. Can we have more than one Sister Club?
A. Yes, however, most clubs will find that one Sister Club is enough to keep them
busy.
Q. How dowefind out if we aready have a Sister Club?
A. Cdl or write the International office or ask your club Treasurer to check the
listing on your club’s latest member roster.
Now that we First, introduce yourself with a letter or a telephone call. Early personal contact is
have a Sister extremely important.
Club, what do we
do? Remember to put your Sister Club on your newsletter mailing list!

Think of your Sister Club as a friendly resource. Committee chairs may want to ex-
change information with their counterpartsin your Sister Club. Be sure each chair has
appropriate names and addresses.

Share details of your service projects and fund raisers. If your clubs have similar ac-
tivities maybe you'll be able to add a new dimension to one of your events If your
activities are very different, maybe you can interest your Sister Club in trying some-
thing new. Your clubs can even work together on a service project.

How about exchanging information that helps your Sister Club get to know your com-
munity and some of the persona aspects of your club better? Try exchanging club
photographs and newspaper articles on community events or club service projects. If
your Sister Club isin another country, this type of exchange might form a part of your
international relations program.

Above al, enjoy your new friends. You might arrange to visit one another, or get
together at the International convention or your District conference.
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Sister Club Registration Form

Return thisformtoAltrusalnternational after establishingamatch with your Sister Club.

Your club (please print or type)

Contact person’ sfull name

Street address
City State Zipcode/postal code
Altrusa International, Inc., of District number

Daytimetelephone number ()

Your Sister Club (please print or type)

Contact person’ sfull name

Street address
City State Zipcode/postal code
Altrusa International, Inc., of District number

Daytimetelephone number ()

Present activities

Newsletter exchange Personal visits
Rendevous at
conference/convention Information exchange

Send completed Registration Form toAltrusalnternational
332 South Michigan Avenue, Chicago, I llinois60604.

Altrusalnternational, Inc.: 312-427-4410
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