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INTRODUCTION

This manual attempts to present the basics of running an Active 20-30 Club and to help you, the
officers and members, achieve its main purpose-helping children!

What is a policy? It is simply a Method of Procedure that is binding upon members of Active
20-30 Clubs. Itis, as Webster says, "...a settled course adopted and followed."

A policy is determined in either of two ways -- (1) by inclusion in the National Constitution and
Bylaws, and (2) by action of the National Board of Directors.

The bulk of the manual deals with sections on specialized club problems that are not hard-and-
fast Administrative Policies, but are, rather, Recommended Procedures in such diverse areas as
projects, membership recruitment and retention, general education, public relations, history,
duties of club officers, etc.

We would like to thank the Sacramento Club for allowing us to "borrow" the section on "Chairs".
This was taken from a booklet they had prepared over the past years to educate their own
members on chairing projects.
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THE PRESIDENT

Your election as President of an Active 20/30 Club carries with it a great responsibility to you
and to your Club. You embark upon your term of office with the success or failure of the Club
upon your shoulders. Probably you are faced with your first real opportunity to show your
organizational and executive ability. It isup to you to make this opportunity what you will.

Active 20/30 Club has a two-fold purpose. Oneisto aid the cause of child welfare and the other
is to develop young men and women. The term as President can and will develop you, if you
apply al your talents to the position. By successfully operating the Club and by successfully
furthering child welfare, your abilities will be refined and cultivated. You will find that, in truth,
you have helped yourself by helping others.

Thejob ahead is not easy and cannot be satisfactorily accomplished without devoting a great deal
of time and effort. However, it has been proven conclusively that time and effort spent in Active
20/30 Club work is repaid many times over in the good that results for the community and the
individual concerned. Money cannot buy the training offered. Regardless of present position or
future ambition, the abilities for organization, leadership, public speaking and constructive
thinking developed in a successful President are invaluable. Try it and see!

This section has been prepared to assist you to become a successful Active 20/30 Club President.
If you are successful as President, your Club will have a successful term. Read the book through;
plan your term; fill out the necessary forms and you have taken your first step toward that
success. The manual, however, cannot supply the most important element of success. That is
your own constructive thinking and local application of the ideas and procedures contained in
this

manual. Thefinal effort must be yours alone.

This, then, is your training manual; you are the student; Active 20/30 Club is the school. We
hope you graduate with honors, because it may be the most important training course of your life.
GOOD LUCK!



DUTIESOF THE PRESIDENT

You are the presiding officer. In this capacity, run a dignified, snappy well organized meeting --
adhering at al times to universal rules of parliamentary procedure, such as Robert's Rules of
Order.

Plan and organize all business and program meetings well in advance. Do not expect results if
you neglect everything until fifteen minutes before meeting time, it will just not pan out.

You have to carry on the organization of meetings and programs throughout the entire weeks
ahead. Check with all committee heads and participants.

Have a DEFINITE starting and closing time.
Once a month have a closed board meeting (no guests) to clear up matters of business that
require discussion before the whole club, and matters that have been postponed for lack of time

at previous meetings.

COMMITTEE CHOICE

Choice of good heads for committees is important. Confer with your appointees before making
any announcements. Be sure that each committee member not only WILL work on the
committee on which you have placed them, but that they WANT to work on it. Do not hesitate
to remove committee members who are not making satisfactory efforts. Consult with other
officers on choosing them. Insist on reports from your committees; notify them when such
reports are expected.

Place responsibility on other officers or on members of the Board of Directors for proper
functioning on some of the committees.

CLUB OFFICERS

The Club President should maintain continual and close contact with all the officers of the club,
asthe responsibility for coordination of all units rests upon the President's shoulders.

The President should consult the Immediate Past President often, and ask for advice on all
guestions. The experience as an executive can be of great value to the incoming President, if they
will seek that help.

The Vice-President or President-Elect must preside in the absence of the President, so it is the
President's responsibility to see that they are well versed on all matters pertaining to the club.



The Vice-President or President-Elect should be assigned to jobs which will not only benefit the
club, but will prepare them to take over the presidency should the occasion arise.

An important administrative function of the President is to make certain that the Club Secretary
is performing their duties. A poor secretary can seriously cripple a club. The relations between
the President and the Secretary should be most constant. The Secretary is the vital point of
contact between the Club, other clubs and the National Office. It is the President's duty to see
that the official notices and suggestions from the National Office and National Officers are not
stopped at the Secretary's wastebasket, but that these official notices and suggestions are
delivered to the proper committees, officers, and directors.

The President should not overlook the importance of working closely with the Treasurer. The
President should at all times have a complete picture of the club's financial condition, including
dues outstanding, revenues from other sources and bills owed by the club. If necessary, the
President should be able to assist the Treasurer in compiling the financial statement submitted to
the Board of Directors.

BOARD OF DIRECTORSAND THE CLUB PRESIDENT

Take care of all possible business before the Board of Directors, thus leaving the regular meeting
free for the regular program and necessary committee reports.

Have the Board minutes read and approved (with changes, if any) by the club at the regular
business meeting of the club, so that all action of the Board becomes the action of the club as a
whole.

Confer with the Vice President(s) prior to the meetings of the Board as to the business to come
up, both old and new. Check old business of the Board by regularly reading the last meeting
minutes.

Charge the Board with formulating plans and policies of the club, which shall be presented for
the approval of the club. Charge the Board with the transaction of al financial matters and
approval of matters required by your By-Laws.

Require that the Board meet at |least once a month.

THE NATIONAL OFFICE

The President should strive to maintain a steady contact with the National Office of Active 20/30
and avail themselves of its various services. Advice and information may be readily had for the
asking.



TIPSFOR PRESIDENTS

1.

2.

10.

Appoint committees. There are brief outlines of duties of committees in the manual.

Good programs are the lifeblood of the meetings. Plan them carefully and in advance
through the Program Committee. The list of suggestions for programs will be helpful, and
will suggest further ideas to you as well.

Together with the Board, plan the calendar of goals and events and record them on the
pages provided for that purpose. In making up your program, keep in mind the Minimum
Standards of Accomplishment. Set actual dates in advance. Record completion of
progress on each point as it is carried out. As the weeks pass, it is then easy to see which
items require special effort.

A well-performed initiation ceremony is essential. A suggested ceremony is included in
this manual.

Prepare an outline for the business meeting in advance so that you will not overlook
important items. Keep each one as arecord of what was accomplished.

When your term as President is completed, pass this manual along to your successor.
Your records will be extremely valuable to them. Also, make a point of having a new
manual to present to them as part of their installation.

Sergeant-at-Arms -- Use this person to stir up enthusiasm with good fun during the
meetings. An occasional stunt in conjunction with assessing fines goes well.

Fines -- Spread fines around sparingly and keep them from being a burden. Suggestions
for fines might include: 25 cent fines for such things as being late, swearing, advertising,
addressing the chair other than "President ", not wearing lapel pin, wearing pins
from other clubs, new cars, babies, etc. Have your Sergeant-at-Arms primed to make the
fining good fun for everyone.

Meetings -- Start them on time. Keep them businesslike but interesting. End them on
time. Have an official greeter at the door. Call on each committee chair for a report.
Where possible, arrange for a special business meeting with no outside entertainment and
at other meetings, make your meeting primarily one of entertainment and conduct little
business.

Assignment of Work Parties -- Asking for volunteers at meetings can be discouraging at
times. Try going around the table and calling each member by name as they volunteer.
Have atelephone committee call those who are absent.






11.

12.

13.

14.

15.

Work Details -- Group work parties are one of the best means of developing an
enthusiastic club. Foster them and make special efforts through direct contact to get weak
members out to them.

Telephone Committee -- Have one, by all means. Use it to solve your attendance
problem. A personal call will produce more action than nearly all other methods.

Guests -- Have name tags for your guests. Spread guests among strong members and
Active 20/30 will sell itself. Direct persona remarks to them if possible, to make them
feel welcome.

The "Can" -- At each meeting collect a designated amount of money from every member
present and have a drawing during the meeting -- winner take all -- and they must be
present to win. Some clubs draw names for a three- minute speech. The name drawn
must give a public speaking talk and by so doing wins the money in the can.

Miscellaneous -- Many clubs find that one or more of the following adds considerable
character to their meetings: Start with a flag salute, song, etc. Have club literature
available for guests to look over. Be sure to use your name badges, lapel pins, and
banner.

THE PRESIDENT ASTHE CLUB'SREPRESENTATIVE

A. To Nationa Active 20-30

1 Represent your club at every possible National function;
2. Know your National officers; arrange to meet them if possible;

3. Contact the Nationa Office frequently for suggestions and advice. Make sure that
all your club's correspondence is answered promptly!

B. Inter-Club Relations

1 Visit nearby Active 20/30 Clubs frequently;
2. Arrange for joint meetings,

3. Carry on a sports program with neighboring Active 20/30 Clubs.



C. Civic Affars
1 Attend all civic affairs where your club should be represented,;
2. Work closely with other service clubs.

D. Personal Relations with Members of Business and Special Groups
1 Always be.. THE PRESIDENT OF THE ACTIVE 20/30 CLUB!

THE PRESIDENT ASTHE EXECUTIVE -- THE OBJECTIVES

1 To offer sincere service to the community and to make at least one lasting contribution
during the term,

3. To bring real fellowship and friendship to every member in the club;

4, To give every member thorough knowledge of the principles of Active 20/30 and it's
history;

5. To offer interesting and constructive meeting programs,

6. To build the club to maximum strength;

7. To take advantage of all expansion opportunities.

SPECIAL NOTES

1 All Nationa Officers should be seated at the head table and you should pay for their
meal;

2. Stand up while presiding;

3. When you talk, insist upon club members' full attention. Speak clearly and audibly, and
do not ramble.



PROJECTSCOMMITTEE

1.

4.

This committee should endeavor to see that the club always has a mgor, and minor fund
raisers and projects to keep the members on their toes and make them feel they are
accomplishing the objectives of Active 20/30 through community betterment;

It should review al requests for benevolent donations and check to see if they meet the
minimum requirements in order to make a recommendation for approval,;

Draw up a comprehensive plan for the term at it's beginning, which will map out the
objectives or aims of the club, with suggestions as how the objectives could be attained;

Investigate all suggested service club projects as to whether they are suitable for the club.

MEMBERSHIP COMMITTEE

1.

Check with the Board for it's approval of all prospects for membership, and be sure there
isareport on each applicant based on investigation;

After prospects have been approved by the Board, bring them to the next meeting to meet,
and be met, by the members,

Vidgit the new member and make them feel they are really wanted in Active 20/30;

See that the new member is made to fedl at home at meetings, and help them to become
better acquainted,

When members become delinquent (either in attendance or dues), and the Board is about
to take disciplinary action, visit or talk with these members and try to regain their interest
and enthusiasm in the club; if there is a "beef" try to find out what it is. Report back to
the Board.

PROGRAM COMMITTEE

1.

Make a chart showing each meeting for the term in which the committee isto serve, then
fill in the dates of specia anniversaries and observances and other occasions that will
require special programs;

Start contacting leads for programs at once, and try to arrange most of them two or three
months in advance;



Vary the type of programs -- have the club members participate in the program
occasionally through public speaking activities, debates, quizzes, etc.

Arrange to have occasional entertainment and novelty programs, not always speakers,

Consult with the club President as to when they want meetings reserved for business
alone, at which time no outside speaker should be invited.

EDUCATION COMMITTEE

1.

5.

It is the duty of this committee to conduct the initiation of new members into the club,
using the standard initiation ceremony, or one developed by your club;

It is the duty of this committee to meet with newly initiated members and offer them an
education in Active 20/30 as fully as possible. Also, to meet with newly installed officers
and review their duties, the club program and policies;.

In educating new members, the committee should map out in advance what they believe
is essential knowledge to impart to the new member. This should include a brief history
of the club and of Active 20-30 it's objectives;, what Active 20/30 expects from the
member and what the member can expect out of the club; the place of the service club in
the community; procedure for bringing in new members; finances, dues, etc.

In educating the new officers, the members of this committee should be past officers and
have the experience to back them up;

Schedule an educational meeting in your club early in the fall and again in the spring.

FINANCE COMMITTEE

1.

This committee should prepare a budget at the beginning of each term and present it to
the Board for approval;

Check with the treasurer of the club to see that dues are paid up by al members. The
President should assist in the collection of dues by calling on those members with
delinquencies and impressing them with the need for prompt payment of dues to the club;

See that the treasurer's accounts and books are in proper order at the close of each term;

Check with the treasurer to see that all reports and obligations are taken care of, including
those to National Active 20-30;



5.

See that the necessary federal and state forms are properly filed each year; and state forms
if required by law.

SOCIAL AND SPORTSCOMMITTEE

1.

A well-balanced calendar of sports and social activities should be planned for each term
in advance. Try to take care of the various sports programs that the majority of the
members are interested in; and try to have frequent socia events such as dances, parties,
efc.

It is the duty of this committee to make all arrangements for such social and sports events.
Work in cooperation with the other committees to see that all work is coordinated for the
function you are putting on;

When a picnic, for instance, is planned, see that all food, transportation, etc., are taken
care of. The same with socia events such as dances, and sporting events such as
tournaments;

See that these functions are spaced out well enough so that they do not interfere with
other functions of the club.

VISITATION COMMITTEE

1.

Make plans and arrangements for at least two "at home" and two "away from home"
inter-club meetings during the term;

Check with the program chair to see that appropriate programs are arranged for inter-club
meetings at home -- and sometimes it is a good idea to have a program prepared and with
you on visitsto other clubs;

See that the Secretary of your club records mileage and number of members traveling on
these visits. Thiswill be to gain credit for the Club Visitation award.

RECEPTION COMMITTEE

1.

One duty of this committee is to prepare, in advance of all meetings, the supplies,
emblems and other paraphernalia, etc.

Handle all complaints, suggestions for changes, etc.

Make sure that all visitors and recently initiated members are welcomed on their arrival to
meetings. Introduce them around and make them feel at home. Y ou are official hosts!



4.

Assist the social committee in the arrangements for parties and dances;

Secure props for programs; see that speakers are welcomed and seated.

NEWSLETTER COMMITTEE

1.

This committee is important in because it keeps all members informed and interested in
what is to happen at the meeting;

Send out newsletters on aregular basis. Send it in plenty of time to reach members before
the next meeting;

Print alist of the members absent from each meeting, and urge them to be present at the
following meeting;

Check with the program chair and make announcements of coming programs, attempting
to work up interest;

Be sure that a copy of the newdletter is sent to the National President and the Nationa
Office.



A STATEMENT OF MEMBERSHIP PRINCIPLES

The Membership of Active 20-30 is comprised of young men and women in their twenties and
thirties who are dedicated to the principles of Service, Fellowship and Self-Improvement:

--Service to the community, be it City, Country or World,;
--Fellowship with each other throughout the World;
--Self-Improvement of the individual and the opportunity for the improvement of others.

The Membership recognizes that these three goals are beneficial to themselves, their community
and all other communities. It is therefore the aim of the Membership to carry these goals to all
communities.

It is also recognized that the members of Active 20-30 shall be of the highest caliber. If they are
not leaders in their occupation they should have the potential for becoming such. Current
financia standing in acommunity shall have no bearing on a person's potential in Active 20-30.

It is further understood that expansion, either in the club or in a new area of the country, is of
paramount importance to the individual member. It is with the individual member that our hope
for perpetuation rests. It isthe obligation of the Officers to provide the assistance and incentive
needed, for the ultimate gain in the member's responsibility. They, therefore, reap the rewards of
continuing these primary goals.

For a member or a club to further it's primary goals, it is understood that they must have the
strongest internal structure, including the levels of club and National. The foundation of Active
20-30 isit's clubs and the members of those clubs. It is understood that we are an organization of
clubs designed under a common set of Bylaws. To become a member club, we or our
predecessors agreed to abide by these documents. It is therefore the obligation of our clubs to
insure that they are operating consistent with the rules they have set down for themselves. When
thisisinsured, our clubs will bein the best position to further their basic goals.

The image alocal club presentsin it's home community is directly involved in the gain or loss of
members. It, therefore, holds true that our entire movement rests with the image we project as an
organization. The caliber of our clubs, and our members, determines our internal and external
growth. It isalso true that the officers we elect and their own caliber helps determine our future
growth or decline. Therefore, we must insure that these people are the best qualified individuals
at each level. These officers must have systematic qualifications to fulfill before we entrust them
with our individual member. They must be able to speak with knowledge of goals and benefits of
Active 20-30 membership. We rely on the wisdom, knowledge and dedication of our past
officers. We must make use the past members to the fullest extent for the benefit of our loca
clubs.



|. THE BASIC REQUIREMENTSOF THE INDIVIDUAL MEMBER

Definition of the individual member: "They are a socially conscious person in their twenties or
thirties with potential requiring development, with a sense of direction, and an anticipation of the
future. They feel their personal welfare is co-mingled with that of others. They are society's most
important unit, an embryo leader."

Concisely and constructively, this could describe your "idea™ member, but even in the colors of
the rainbow we have degrees, shading and variations. The overall effect, we realize, can only be
achieved in direct correlation to the individual's degree of participation.

Some of the other descriptive terms worthy of consideration to complete this picture are:
A. A gspirit of dedication to the three basic goals of Active 20-30:

(1) Service
(2) Fellowship
(3) Sdf-Improvement

B.  Sincerity, ability, wherewithal, coupled with reliability;
C. Aliking for competition and the willingness to exercise responsibility.
II. BASIC REQUIREMENTSFOR INDIVIDUAL CLUBS
1. Initial Responsibility:

(A) Properly conducted meetings,

(B) Good programs;

(C) Balanced socid activities,

(D) Well-rounded program of "hands-on" service activities;
(E) A membership educated in Active 20-30;

(F) Frequent publicity in all media;

(G) A conveniently located and desirable.

meeting place

2. Responsibility to the individual Member:
The club must constantly pursue an overall program that affords the member the

opportunity to identify themselves as an integral part of the club, irrespective of financial
or other materialistic contributions.



3. Responsihility to the community.

Inaugurate and participate in such programs that are of benefit to the club's community,
beit local, national or world.

4. Responsibility to Active 20-30:

(A)
(B)
(©)

Provide, recruit, encourage and support the leadership of National Active 20-30;
Abide by and initiate necessary changes to our Constitution and Bylaws;

An awareness of the inter-dependency of all clubs to each other. Yet, with a full
recognition of their constant individuality.

1. BASIC REQUIREMENTS OF AN OFFICER

1.

(A)
(B)
(©
(D)
(E)
(F)
(©)
(H)

2.

(A)
(B)
(©)

3.

(A)
(B)
(©)
(D)
(E)

(F)
(©)

INITIAL RESPONSIBILITIES:

Reliability and follow through (most important of all);
Desireto lead, not just assumetitles;

Knowledge and experience of the job and the organization;
Sincerity;

Aptitude ;

Communication---both oral and written;

Ableto work well with others;

Financial responsibility;

DEVELOP AND EXPAND THE FOLLOWING SKILLS:

Delegation of authority;
Recognition and development of potential in others;
Recognition of accomplishments and achievement of others;

RESPONSIBILITY TO CLUB AND ALL OF ACTIVE 20-30:

Self-control;

An active participation in all social and service activities;

Unselfish regard for the interests of others,

Redlization that they are the image of Active 20-30 to their community;

Aims and programs are seldom achieved in a single term of office; only continued
active participation can assure their ultimate success,

Initiate and perpetuate continued membership expansion programs,

Plan new goals and projects once aterm of office has expired.



INCREASING MEMBERSHIP

The recommended procedure for increasing membership in Active 20-30 Clubs is adaptable to
large and small communities alike. It is a comprehensive method that, IF FOLLOWED
THROUGH, will bring the desired results.

FIRST -- Have the club officers appoint a membership committee. They should be relieved of all
other duties in the club while doing this work and should, if at all possible, be members whose
occupations take them "outside" a good part of the time.

SECOND -- The first function of the Membership Committee is to prepare, either from the city
directory or the telephone book, afull roster of al businessin the community.

THIRD -- The list of your active members should be surveyed with an eye toward determining
which of the type of businesses are not represented in your club.

FOURTH -- Armed with a complete knowledge of Active 20-30, which should be secured
through a thorough study of Active 20-30's basic literature, the Membership Committee -- at least
two members working together at a time -- proceeds to call on heads of the businesses which are
not already represented among your active membership.

The committee members explain Active 20-30 briefly but thoroughly, and point
out that the business over which "Mr. Jones' has jurisdiction is not represented in
the local Active 20-30 Club. "Mr. Jones' himself would be the most logical
candidate if they are of the proper age. If not, they are asked to recommend a
prospective member, whose name will be brought up for consideration --NO
PROMISE OF ACCEPTANCE BEING GIVEN.

FIFTH -- After the various individuals turn over to the committee the names of prospective
members to represent their business in the club, these prospects are interviewed. They are asked
to fill out an application for membership. The applications are then put through the usual
channels and, if approved by the Board of Directors, the applicants are then offered membership
in the Active 20- 30 Club.

HOWEVER...THEY ARE NOT YET FULL-FLEDGED MEMBERS! And hereis how you can
take definite steps to remedy that too-prevalent problem -- attendance. When informed that they
have been granted the privilege of becoming members, the prospective members are informed
that they must attend a certain amount of meetings during a particular time frame.

If they fail in these requirements, they are automatically dropped from the roster --- no action of
the Board of Directors being necessary --- UNLESS they show a good reason for failing to



conform. Then they must begin over again the trial period, not ssimply be excused for the
absence!
WHAT ARE THE STRONG POINTS OF THISMETHOD?

ONE -- Clubs become properly balanced through the recruiting of members of a variety of
occupations.

TWO -- Members who are heads of businesses, or selected by heads of organizations to
represent them, are aimost invariably high-type individuals who realize they are expected to
really represent their firms, and not just be casual members.

THREE -- Such a method of selecting members wipes out the old evil of a"closed corporation”
and control by cliques.

FOUR -- A tria period impresses on the new member -- and there is no time better than AT
FIRST to make the proper impressions -- the importance of attendance, THEY GET IN THE
HABIT OF ATTENDING.



DUTIESOF THE MEMBERSHIP COMMITTEE

1.

10.

Set a membership goal for the term and select, with the approval of the Board of
Directors, a membership development program;

Institute an effective method of passing upon prospective members,
Keep an up-to-date-record of prospective members,

Submit a brief report on each prospective member to the Board of Directors for approval
of rejection. See that all prospects are acted upon promptly;

Keep club members informed on the progress of your membership development program
and other activities pertaining to your committee's activities;

Report monthly to the Board of Directors on your progress and obtain their complete
cooperation, as well asthat of other club committee chairs;

Each member of your committee should be familiar with the history and merits of Active
20-30 as an individual club and as part of the National association;

Watch for hindrances to membership development within the club -- weak programs,
objections to meeting places, meals or activities;

Take an active interest in all new members. See that they are properly received at you
meetings. Help them join in the fellowship and activities of the club. Keep them
interested!

Learn what promotional pamphlets are available through the National Office asan aid in
the recruitment of new members.

CHAIR: PREPARATION FOR FIRST MEETING

1.

2.

Set the date, time and place for the meeting after consulting with the President;

Notify the members of the committee at least a week in advance of the meeting. Give
them areminder call two days before the meeting;

Secure copies of the club roster. Have all material necessary for the first meeting;

Next on the agenda is a discussion a plan-of-action;



0.

If the club does not have a consistent plan in the way the club accepts new members, they
should recommend a procedure to the Board of Directors,

The third duty of the Membership Committee is the maintenance of the current record of
prospective members. To start, ask each committee member to write down all the names
of people in the community who could be prospective members of the club. Other
members of the club should be asked to submit names also;

It will be helpful to refer to the telephone directory and make a list of all business and
professions. Then, obtain the name of a person who can represent this business or
profession in the club.

Designate a member of the committee to prepare a prospective member file. If the club
adheresto classification principles, afilled and unfilled classification file may be used,;

Set adate for the next meeting. At least one meeting should be held monthly.

MEMBERSHIP GOAL

The ultimate membership goal of an Active 20-30 Club is to have the strongest possible
membership. Until such time as the membership of the club is commensurate with the size of the
city or town it serves, the club's obligation to it's members, it's community and to the
International and National Active 20-30 organizations is not completely fulfilled. In setting a
membership goa consider the following questions:

1.

2.

Isthe Active 20-30 Club the largest service club in the city?

Does the club's membership compare favorably with the leading Active 20-30 Clubs
located in communities of similar size?

How many people are available who can add to the welfare of the club?

Have provisions been made for overcoming losses which may occur because of transfers
and other membership deletions?

MINIMUM MEMBERSHIP SCALE

1.

N

All Active 20-30 Clubs must have a minimum membership base of 10 members; We
recommend at least 20 members,

Clubsin cities with a population of 4,000-9,999 should have 25 members,

Clubsin cities with a population of 10,000-14,999 should have 35 members,

Clubsin cities with a population of 15,000-49,999 should have 50 members,



5. Clubs in cities with a population over 50,000 should have 75 and those cities over
100,000 should have 100 members or more.

PASSING ON PROSPECTIVE MEMBERS

Membership in an Active 20-30 Club is through invitation only. A prospective member must be
sponsored by an active member in good standing. Before inviting the prospect to join, the
sponsoring member must fill in an Application for Membership form and give it to the Chair of
the Membership Committee. The committee then considers the eligibility of the prospective
member and submits a recommendation to the Board of Directors.

The Membership Committee does not have the power to accept or reject a prospective member.
This decision is made by the Board of Directors. If the Board approves the prospect, the
application form is returned to the Chair of the Membership Committee, who sees that the
prospect is brought into the club.

Reinstated members are approved in the same manner; however, an application form is
unnecessary. Facts concerning the membership of the prospective transfer or reinstatement
should be presented to the Board of Directors for official action.

POINTSOF INTEREST TO A PROSPECTIVE MEMBER

There are four main points to incorporate into atalk presented to a prospective member.

First, why are they wanted in the club? Second, what the club will do for them. Third, what the
club has done for the community. Fourth, what is the scope of the National and International
Associations from which the club obtained it's charter.

Briefly, here are the answers to their questions which can be incorporated into atalk or letter.

1 Their friends want them in the club. They are needed to help with the many worthwhile
activities sponsored by the club. They will enable the club to obtain a more representative
cross-section of the business and professional life of the community. Their membership
will add to the prestige of the club.

2. The club will provide opportunities to enable them to be of service to their community. It
will provide opportunities for fellowship not often realized elsewhere. It will develop
their leadership qualities through association with leaders. It will give them training as a
speaker and executive. It offers them relaxation and broadens their general outlook on
life.

3. Relate the activities which the Active 20-30 Club has sponsored and point out generally
what it has done for the community.



4, There are many Active 20-30 Clubs in the United States, Canada and Latin America.
Active 20-30ians have friends wherever they go. There are thousands of Active 20-30ians
demonstrating daily through hundreds of activities their abilities to build their respective
communities and help less fortunate individuals. Active 20-30 holds National and
International conventions annually. Every member receives "The Active Twenty-
Thirtian", the official newsletter of the National Association of Active 20-30.

IMPROVING ATTENDANCE

If an Active 20-30 Club is to be successful, it is necessary there be regular attendance of all
members. Required minimum attendance requirements are optional for each club. However,
consistent attendance should be encouraged if no formal attendance minimums are required in
the club. To stimulate attendance at club meetings, the following are afew suggestions:

1 Divide the club into teams, with team captains who are individually responsible for the
members on their team;

2. The duties of each team are to:
a Receive and introduce new members;
b. Stimulate membership participation in club activities;
C. Keep records of attendance and reasons for absences;

d. Promote friendships, good fellowship and an appreciation of the objects and
benefits of Active 20-30.

3. The Chair will make a monthly report to the Board of Directors asto the activities of their
committee.

This important committee should make a study of absences and report it's findings to the Board
of Directors, together with recommendations as to the methods of remedying each cause. The
Board should then act to remedy the causes; if it does not, the preliminary work is useless.

There are many causes for poor attendance and participation by members. The following are
some suggested remedies:

1 Failure of club officers to have every member participate in some phase of club work
leads to disinterest. The president should appoint each member to some committee. The
relative importance of the committee aone is unimportant, but the fact that each member



knows they are definitely responsible for some particular phase of the club's activities is
important.

2. Lack of instructive, interesting programs is conducive to poor attendance. Members
should be requested to submit their suggestions for any desired change in the methods of
making the meetings more instructive and interesting.

3. Failure of the Club President to convene and adjourn the meeting on time makes a bad
impression. Meetings should start on time!

4, If attendance minimums are required in the club, failure of the Board to enforce
attendance rules permits laxity. The obligation of each member is to heed the Club's
Bylaws.

5. Lack of well developed fellowship among members is aways discouraging. One of the
chief causes of lack of fellowship is the formation of cliques which expect special favors.
A fair and open-minded study of the local internal conditions should be made and steps
taken to dissolve them if cliques are found.

6. Lack of knowledge of the ideals and objectives of Active 20-30 on the part of individual
members robs them of the true appreciation and value of Active 20-30, and also leads to
careless attendance. Each new member must be presented with a copy of the Bylaws and
instructed to become familiar with them. A proper knowledge of the history, objects,
Bylaws and ideals of Active 20-30 will help to instill in them a spirit of enthusiasm that is
characteristic of all good members.

A definite educational program should be adopted and time devoted periodically to the stressing
of Active 20-30 objectives.

Regular attendance is encouraged not because it is an end in itself. Rather, it is a means to an
end. The Active participation of each member is the objective of Active 20-30, and the
enthusiastic desire of each member to be sincere in service, produces the greatest
accomplishments for the community. By such standards are determined the success or failure of
each Club.



HEL PFUL INFORMATION FOR CLUB SECRETARIES & TREASURERS

While at first glance the obligations of an Active 20-30 Club Secretary or Treasurer to the National Office of Active
20-30 are many and pressing, the fact remains that with the proper education and the setting up of some sort of
schedule, the duties can be reduced to an automatic routine. With the thought in mind of helping secretaries and
treasurers achieve that "automatic routine”, we have prepared the following outline.

Many Active 20-30 Clubs combine the offices of Secretary and Treasurer. In clubs that maintain separate offices, the
coordination between the two must be very close and at times the duties will overlap each other. Active 20-30 makes
no recommendation as to the best procedure. This should be determined by the size of the club concerned. In some
of the larger clubs, the two offices are not only separated, but the duties of the Secretary are divided between a
recording secretary and a corresponding secretary.

QUARTERLY REPORTS. The form is to be filled in and mailed to the National Office. Every quarter, a quarterly
report form is inserted in the "Club Quarterly Packet." The report is self-explanatory and gives all concerned a
complete picture of your club's operations.

CLUB ROSTER. Each secretary will receive a printed list of members names and addresses as they appear in the
computer at the National Office. Each secretary is required to review the listing against the club records to determine
any non-reported deletions, non-reported additions or changes of address AND RETURN THIS FORM WITH
THEIR NEXT QUARTERLY REPORT.

NEW MEMBER PROCESSING Each new member will be given their "Welcome to Active 20-30" new member kit
which contains a lapel pin, name badge, various pamphlets, and a Membership Certificate. These kits are sent to the
club upon full payment of the new member fees and pro-rated dues.

MEMBERSHIP CHANGES. In addition to the notification expected on new members, it is also quite important the
National Office receive news of any address changes, deletions from the membership roster, transferred members,
etc. Also, keep the National Office abreast of information concerning changes in officers and meeting places that
occur during the terms.

CLUB SUPPLIES. Order blanks and price lists for all general club supplies are available from the National Office
and should be a part of your permanent files. On all items stocked in the National Office delivery can be expected
within 10 days of the receipt of the order. Supplies such as bells, club banners, etc, are not stocked and shipment will
usually take about 6-8 weeks.

INVOICES AND STATEMENTS. All invoices should be given to the treasurer for approval by the Board and for
payment. New member fees and Past Active Life fees must be paid in advance at the time of reporting before the
National Office can process these applications. All store orders are on a pre-paid basis either by check or credit card.
(VISA or MASTERCARD)




THE CLUB SECRETARY

The Secretary is the key to a successful local club operation. The Secretary is depended upon to
keep the doors between the club and the National organization of Active 20-30 open.

How well the job is done, in large measure, determines how successful Active 20-30 will be in
carrying out it's objectives of child welfare, community service and self-improvement. Thejobis
not an easy one, yet it isnot ajob that is overburdensome if properly executed.

This section is designed to make the job as simple as possible and to provide the necessary
materials and information. Follow the check lists; use the outlines and other materials that are
provided and keep them up to date. Being the Secretary is an interesting and informative job.

1.

BEFORE THE MEETING: Materias should be available for guests and prospective
members;

ATTENDANCE: If attendance is required in the club, it should be recorded immediately;
CLUB MINUTES: Should be typed and then presented to the Board and/or club;

CORRESPONDENCE: Should be read or distributed among the Board and replies
made;

QUARTERLY REPORTS AND MEMBERSHIP ROSTERS: Filled in and mailed to the
National Office. Member additions, deletions and address changes noted,

NEW MEMBERS: Applications should be presented to Board; new member applications
should be sent to the National Office so New Member Kits can be sent;

SUPPLIES: Should be ordered from National Office when necessary;

NEW OFFICERS: Club Information Forms should be updated and returned to the
National Office.



1. TOTHE NATIONAL OFFICE AND INTERNATIONAL

A.

Send in the quarterly reports to the National office;

1 Note any change off address of members on the roster;
2. Note any change of information about the club on the report form;
3. Send an order for supplies on a catalog order blank.

Read all communications from National Office and National Officers and report
to the club on any that are intended for club consumption.

1 Answer all correspondence from the National Office immediately;
2. Write the National Office for information and materials.

See that articles for the Nationa newdetter--THE ACTIVE TWENTY-
THIRTIAN--are sent to the National Office for publication.

2. TOTHECLUB

cowp

Be prompt to all club meetings and have records with you;

If required, keep an attendance record of your club and take roll at all meetings,

Keep accurate minutes of al club and Board meetings;

Read communications from the National Office, National Officers and other

clubs.

1 Respond to communications are requested by the club or Board,;

2. Keep record of correspondence.

Have materials on hand for new members, prospective members and guests.

1 Have a guest book and help make all visitors feel welcome;

2. Have brochures, newdletter and other materials for guests;

3. See that prospective members have application blanks and assist them in
completing them;

4 Present applications to the Board for approval;

5. Present new members with "New Member Kits';

6. Send in New Member applications and fees to the National Office.

Keep in touch with the club treasurer.

1 Be sure that annual dues are sent and new member fees and pro-rated dues
are sent to the National Office;

2. Give Treasurer al invoices for prompt payment.



GUIDE TO THE CLUB TREASURER

This section has been prepared to set out a few simple facts in order to carry out the job
efficiently.

The following is a general outline of the duties and examples of budgets essential to the
operation of the club.

Read these carefully, the job is not too difficult if you know these facts and are guided by them.

Through this position, the members know regularly the financial position of the club and will
therefore be able to accurately assess the financial position.

DUTIESOF THE TREASURER

The office of Treasurer is one of the most important jobs in the club. The Treasurer should be
responsible to the Board of Directorsin respect to al revenue and expenditures.

1 Cooperate with the club president and budget committee in setting the term budget for the
club;

Make necessary arrangements with the bank for signing officers of the club accounts,
with the president;

Set up separate accounts for the General and Benevolent funds,

Record all receipts and disbursements of General and Benevolent funds;

Present all approved accounts to the Board of Directors for final approval;

Pay bills promptly by check;

Collect membership dues,

Prepare regular financial statements;

Remind the Board of Directors to appoint auditors,

0. Arrange for Treasurer's Bond, if required by Board of Directors,

N
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BUDGET
See the following section on Budget and Finance Committee.

SIGNING OFFICERS

The Treasurer upon taking office should immediately arrange the signing officers for the ensuing
term. The Treasurer and usually the President and one other are appointed as signing officers. All
checks should bear the signature of the Treasurer and one other signing officer.

BENEVOLENT ACCOUNT




Clubs may have one or more benevolent accounts depending upon it's activities in the field of
community service work. Separate records of each project should be maintained to record the
revenues and expenditures for each project.

GENERAL ACCOUNT

In the general account are recorded revenues and expenditures relative to the operation of the
club.

Revenues are derived primarily from:

. Annual dues

. New Member Fees

. New Member Pro-Rated Dues

. Fines and penalties

. Portion of the revenue from fund raising projects not to
exceed 5% of the net profit

. Raffles

. Revenue from any special fund raising projects entirely
within the club

. Miscellaneous

Expenditures are generally made on account of the following:
. Publishing Club Newsdl etter
. Stationery and Supplies
. Presentations and Awards
. Telephone and postage
. Guests and entertainment
. National dues
. Travel -- to National and International Conventions
. National Education Conferences and inter-club activities
. Sundry - Treasurer's bond, etc.

All expenditures should be made by check after having been duly authorized by the club Board of
Directors. Use acheck book with stubs sufficiently large for legible comments.

All receipts should be deposited immediately into the bank. No disbursements should be made in
cash. For record purposes, a duplicated deposit book should be used.
It isimportant that all accounts be paid promptly.



MEMBERSHIP DUES

The Treasurer should keep a record of all dues payable to the club. Statements should be mailed
to all who are delinquent. The Treasurer should report details of overdue dues at least monthly to
his Board of Directors.

FINANCIAL STATEMENT

Prepare and present interim financial statements at al regular Board meetings;
The fina financial statement covering the full year is prepared and audited for
presentation at the end of the club year.

CLUB PROJECTS

All club projects, when completed, should have awritten financial statement for club records.

AUDIT OF BOOKS

The Board of Directors should arrange for areview of the books, general and benevolent account,
before presentation by the Treasurer of the final financial statement covering the term of office.

It is imperative that a properly prepared and reviewed statement by an accounting firm be
available for inspection by any authoritative group.

The accounting firm shall make a report to the club on the annual financial statements to be
presented to the club and shall state whether in their opinion the financial statements referred to
there in present fairly the financial position of the club and the results of it's operations for the
period under review.

The accounting firm will report any irregularities which come to their attention to the club
officers immediately. The accounting firm should have access to the accounting records at al
reasonable times. It is suggested the accounting firm should do interim checking during the year,
and in particular, should check the records of any benevolent money-making project as soon after
the event asis practical.



ADDITIONAL TREASURER'SINSTRUCTIONS

The club Treasurer is charged with the responsibility of properly accounting for the receipt and
disbursement of all club funds. This means, therefore, that the club Treasurer must do the
following:

Obtain and keep on file adequate evidence in support of all receipts and disbursements;
Properly record and balance the club's accounting records,

Prepare financial statements from the club's accounting records;

Require each treasurer of each separate fund-raising project to account for all receipts and
disbursements for the project;

Submit the accounting records and financial statements to the accounting firm for their
examination.

Assist in the preparation of a budget for the current term and submit it to the club for it's
approval.

It is hoped that the information that follows will be of value to those treasurers who may not have
had any previous accounting experience. However, it is impossible to anticipate all difficulties
which might be encountered and attempt to provide the information necessary to overcome them.
Therefore, the best advice which may be given is to suggest that when a club treasurer is faced
with an apparent problem which they cannot solve, they should immediately obtain assistance
from a person qualified to solveit for them.

GENERAL INFORMATION

Receipts

1 Prepare a duplicate pre-numbered receipt each time that funds are received. Issue the
original to the person and keep a copy for the files. The copy supports the entry to be
made in the cash receipts book. Separate duplicate receipt books should be kept for the
genera and benevolent accounts.

2. All receipts should immediately be deposited in the bank as they are received. It is
required to keep separate bank accounts for general and benevolent funds. Therefore,
separate bank deposit books should be kept for each account. The bank deposit receipts
should be kept since thisis the support for the entry to be made in the cash receipts book.

3. It is recommended that the duplicates of deposits contain enough information so that the
source of the funds can be determined at a later date. The Treasurer may find that on
various occasions they will not have time to write up the cash book immediately and
might otherwise, at various times, experience difficulty in remembering the source of all



monies deposited. It sometimes happens that receipts do not get written during a busy
meeting.

A list of al club members should be kept. The amount of dues owed by each member
should be listed and the date the dues are paid. The total of dues paid as indicated by this
list should agree with the total dues deposited in the bank and entered in the cash receipts
book.

Disbursements

1.

Disbursements should be made only by check. Cash payments should be made only when
absolutely necessary and unavoidable. Separate check books should be kept for the
genera and benevolent funds. The details that are entered on the check should also be
entered on the check stub. In addition, brief particulars of the payment should be entered
such as invoice number and particulars such as meal costs, stationery, etc. The entry in
the cash book is made from information on the check stubs.

All disbursements should be approved by the Board and noted in the minutes.

Invoices in support of all payments should be received from the persons to whom
payments are made. Each invoice should be checked by a person knowing the
circumstances of the services or merchandise received and signed by them approving the
total. Place on each invoice the number of the check used in payment and file the invoices
in numerical order. Be sure to keep separate file for general and benevolent account
invoices.

All checks should be signed by the authorized signing officers, usually any two of the
Treasurer, President and/or one other officer named.

Checks should never be signed in blank by one of the signing officers. All invoices in
support of payments should be examined by both signing officers and initialed by both
indicating that they have signed a check in payment thereof. This procedure shall
eliminate the possibility of duplicate payments for goods or services.

Deposits and checks should be entered in the blank check stub and the balances extended.
Thiswill ensure better control of funds.



ACCOUNTING RECORDS

Genera Comments

1 The form of the cash books should be as ssimple as possible and be tailored to fit the
needs of the club. The club's accounting firm or a member with banking or accounting
background would assist with this.

2. It is essential that a separate cash book be kept for the general account and the benevolent
account.

Receipts

1 As cash is received, it should be entered into the total column and also one of the credit
columns. The number of the covering receipt should be entered in the column provided
for this purpose.

2. When a deposit is made the amounts entered in the total column since the date of the

preceding deposit should be added and this total should be entered in the cash received
total with brackets around the amount (indicating a credit) and also in the deposit column.

Disbursements

1.

The amount of each check should be entered in the check column and also in one or more
of the debit columns.

The check number should be entered in the column provided for this purpose.

Bank charges which may be entered on the bank statement should be entered in the check
column and in the bank charges column.

Month-End Procedures

1.

At the end of each month, all columns in the cash book should be added and the sum of
the debit columns equal the sum of the credit columns.

The true bank balance should be determined by calculating the difference between the
totals of the bank debit and credit columns as shown by the cash book.

Each time the bank statements and canceled checks are received, the checks and bank
debit memos should be checked against the debits on the bank statement. Debits on the
bank statement not supported by a canceled check or bank voucher



usually represent bank service and interest charges. These should be entered as such in
the "check" column of the cash book.

4, After all debits on the bank statement have been properly accounted for then al canceled
checks, drafts and bank memos should be checked against the "check” column of the cash
book. Place a check mark opposite each column as it is checked. Any item that pertains to
amonth previous to the current month should be checked to the bank reconciliation of the
previous month. All bank vouchers must be checked to (a) an entry in the current month's
check column of the cash book or (b) the bank reconciliation as mentioned above.

5. When this has been completed, a list should be prepared of al unmarked items on both
the bank reconciliation of the previous month and the "check™ column. This list
represents the outstanding checks at the end of the current month.

6. The deposits should then be checked on the bank statements against (a) the entries in the
deposit column of the cash book and (b) the preceding months bank reconciliation (if
there are any deposits outstanding as of the date of the preceding bank reconciliation).
Any amounts not marked in the deposit column of the cash book should represent
outstanding deposits which did not get into the bank until some time after the end of the
month.

7. For most clubs a general ledger may not be necessary. However, in order that the
financial records may be up to date, the following procedures are recommended:

€)) At the end of each month the cash book columns will be totaled as previously
explained. The totals of the previous month then will be carries forward
immediately beneath the current month totals. The final figures will represent the
"year to date" figures.

(b) In order that the bank and cash balances may be correct, when following the
foregoing procedures, these balances will not be carried forward at the beginning
of each month because they are included in the totals carried forward at the end of
the month.

For some of the smaller clubs it may not be necessary to subtotal the cash book each
month. Less frequent intervals may be satisfactory.

Y ear-End Procedures

After the end of your fiscal year, financial statements will be prepared and reviewed by an
accounting firm. These statements should be presented as early as possible, possibly at the same
meeting as the new term budget will be presented for approval.



BUDGET AND FINANCE COMMITTEE

Every Active 20-30 Club has met financial difficulties from time to time and those are overcome
only by the formation of a strong Finance and Budget Committee. It is recommended that the
Club Treasurer be amember of this committee.

It's duties include:

1 To prepare budgets of estimated receipts and expenditures for club funds and submit such
budget for approval by the Board of Directors;

2. To report to the club at various times during the term as to the standing of the budget;
3. To approve all purchases of supplies and equipment and approve al bills for payment.

Many clubs have made this committee entirely responsible for the finances of the club and, in
such cases, it approves all purchases, passes on all accounts and prepares budgets. Other clubs
use the Board of Directors to check on the Finance Committee by delegating to them the power
to approve bills and purchases of supplies. Both methods have value.

It is important that each Active 20-30 Club should have a sound financial policy. The
preparation of a budget is not a difficult task if the details of revenue and expenditure for
previous years are available. A little study and conservative estimating is all that is required.
When the previous term's revenue and expenditure statements are not available for guidance,
then the task of the Budget Committee is more difficult.

Benevolent funds are budgeted by some clubs but thisis entirely up to the individual club policy.
Those clubs that have major fund-raising projects will find it advantageous to draw up budgets
for such projects a so.



A STRONG CLUB THROUGH BETTER PROJECTS

The best intentions can plunge a club into trouble unless proper planning prepares the way.

The following suggestions, prepared as a guide for Active 20-30 Clubs, should make the task of
selecting new projects an easier one.

1.

Are club members prepared to provide the leadership and personal effort necessary?
Although we know that we won't have the time to help with a project, we may wrongfully
assume that the other club members are less busy. Sometimes, it may be worth paying
professionals to do the job if the job isworth doing.

Do most of the members favor the project? The club may be "riding a dead horse' in
which it has lost interest and for which there is little need. Or afew zealous people may
commit the club to something that it wouldn't favor if it understood the implications.

Can the club pay for the project? Frequent assessments and fund- raising gimmicks soon
grow tiresome and solicitation of public funds puts the club into conflict with accepted
fund drives. Too often we underestimate the costs. Then we cut our suit to fit the cloth
and the project failsto cover our good intentions.

Is this the most urgent problem we can tackle? How many other projects were
considered? Are we making the greatest permanent contribution to our community with
our projects? Do we dissipate our resources on many small projects with obvious public
relations value rather than attacking a major problem that has less glamour?

Have we consulted with agencies and other groups? Perhaps some other club in town is
planning a similar effort -- we don't want to duplicate it. And let's not forget that official
agencies have information (as well as regulatory powers) which could avoid embarrassing
situations.

Will the project drain resources from other community efforts? If assistance from the
genera community is needed to put the project over, whether it be funds or volunteer
help, needed aid may be detracted from established activities. While benefitting the few,
the project may harm many.




10.

11.

Is the club committed for a limited time only? The purpose of a project should be to
demonstrate a service or to provide a facility which the general community will want to
take over. Rarely does a community require more than three years to determine if it wants
a service continued. If it does, the club should be prepared to completely hand over
leadership, administration and funding of the new programs. The club is then free to
provide additional support if necessary, to act as watchdog over it's "baby", or to turn it's
attention to other community needs.

Have firm plans been made for the termination or continuation of the project? If it is
imagined some city agency will eventually take over the financing and operation of the
project, the matter should be cleared in advance as much as possible. Transition of
responsibility will be easier if legal consideration, standards of facilities and personal
operating policies are formulated with the transfer in mind.

Can the club establish a procedure in advance for the evaluation of the project? The club
may ask that a committee from the local chamber of commerce or other civic group check
on the progress of the project a a pre-determined date and report to the club whether the
project should be continued, expanded or discontinued. Such a procedure can act as a
spur to successful operation of a project. And it likewise permits the future leadership of
the club to consider the project aside from the pressure of the original initiators without
offense or club "poalitics.

Has a good committee been appointed to run the project? Certainly the club as a whole
cannot have its collective fingers in the pie. The club's Board of Directors and other
standing committees have other things to do. The specia committee in charge of the
project should have adequate responsibility, authority and guaranteed funds and it's
members should serve overlapping terms.

If it is ajoint venture with other groups, are full details spelled out? Make sure the club
agrees on who bears legal responsibility, how general and administrative procedures are
to evolve, how unexpected cost are to be met, who reports to who, when and how.

A project is a wonderful way of uniting a club and helping the community. Wise and careful
planning, however, is needed today more than ever before to avoid duplication, poor community
relations and actual harm to our common concerns. In many communities the areas of need have
become less obvious, though unfilled needs may be just asreal.



SELECTING THE PROJECT

Each club should have a committee with the sole purpose of investigation of new projects and the
re-evaluation of old projects. This committee is directly responsible to the Board of Directors and
should at all times be prepared to report to the general membership regarding it's activities.

The question of selecting the project is probably one of the most arduous tasks and questions that
will face any club. There are many factors that must be taken into consideration before Y OU can
say. "Yes, we have our project”.

First of al, whom is the project supposed to benefit...the Club, the individual or the proposed
recipient? Secondly, what is the available manpower with which to operate and adequately
handle al of the many intricacies which always accompany any project, regardiess what the
magnitude might be? It might be well to point out that no matter how much merit Y OUR project
has, it will be a dismal failure unless you have the complete cooperation of all members. It is far
better to have a project which can be handled by the enrollment of your club than to take on a
project of enormous proportions and find out that you do not have the manpower, willingness or
the cooperation of the club. Thirdly, all projects must keep certain goals and ideals in mind: (1)
Youth, to be served, must serve; (2) Civic betterment; (3) Leadership and the opportunity to
build character and responsibility in the individual.

There is no predetermined number of projects that a club must support over ayear's period. This
is left to the discretion of the club. The Board should propose ideas, and the there should be
ratification be the entire club. Some clubs have the membership base and the means to undertake
eight or ten projects per year and do an outstanding job on all of them. Smaller clubs may only be
able to support two or three a year, but do a bang-up job on those they do. This decision should
be left to the individual club's circumstances as well asto it's desires.

Because projects are the backbone of enthusiastic, aggressive Active 20-30 Clubs, their selection
must be made with several different objectives in mind. There is no shortcut to a good project.
Creating and choosing one always requires work, study and thoughtful consideration on the part
of the officer or committee making the recommendation. But when the time consuming details
are worked out and this labor has paved the way for a successful project, the rewards that you and
your club will receive will more than justify the time spent...in community recognition,
fellowship among your members, development of your individual members capacity for
accepting and carrying out responsibility and sometimes, fortunately, increasing your club
treasury.

Remember that Active 20-30 is not a charitable institution, but a service club. Don't donate cash
or time to charity or to some organization just because the club is flattered by the request or
because it feels that donations are their main function. The primary responsibility is to Active
20-30 and the members. For without an interesting membership the club cannot function as a



community. The Active 20-30 motto is "Y outh, to be Served, Must Serve'. Be very careful that
when the club serves the community through projects that it is in turn being served. And that in
each project the club either receives, encourages or enhances:

Q) Fellowship among the members,

2 Community recognition and interest;

3 Development of the individual members capacity for accepting and carrying out
responsibilities;

4) Enrichment of the club treasury, or, in instances where the project is not a money maker,
the club's reputation in the community.

Remember...better projects build better clubs. And better clubs seldom if ever have financial or
membership problems!

Recognition tends to lift each persons spirits and a club that is based on fellowship and service
needs thisingredient as aregular part of it'sdiet.

Active 20-30 has grown in service and has sown the seeds that have helped its growth in past
years. Community projects involve the problems of our society and the locale in which we live.
Quite naturally they present the most frequent opportunities for service. We must continue our
efforts to provide help through our various projects and we should emphasize those projects
which will awaken in the individual a keen notion of his responsibility in solving his own
problems. Each member should give some thought to projects so that a businesslike program can
be launched and followed through.

There are many ways to achieve this goal. Every project being considered should be weighed on
these merits: 1. It's service rendered; 2. It's profit; 3. It's fellowship.

Community recognition can be considered in the second category, profit, and by continual good
project choices a club can make arapid gain up the ladder of recognition.

Word of mouth by club members and a good club newdletter will help, but the cornerstone
should be a dedicated committee chosen to collect, process and disseminate all worthy news
items pertaining to club activities and personnel.

These news releases can be sent to all of the media. Don't be disappointed if they fail to use them,
for it often takes a personal call to these busy people to achieve your entry into the publicity field.

After organizations such as Active 20-30 are established, they become known through their
consistent work, dependability and their good deeds. It also take additional



advertising through projects and other activities, and word of mouth praise, to become well
known and to be recognized.

In getting and maintaining the respect of the citizens of the community the club is putting itself in
a better position for more and better advertising for future projects, and at the same time
stimulating the interest in the community's young men and women to become members.

Seeing the club's name in print, or hearing it mentioned on other media, will certainly stimulate
the entire membership to work even harder on future projects.

FUND RAISING PROJECTS

It isthe policy of Active 20-30 to help support worthy causes through the personal services of the
members rather than just donating financial gifts. There are exceptions of course, but the
members of Active 20-30 realize that more can be accomplished through individual service than
can ever be rendered by their club becoming a"pocketbook™ for the community.

Whenever an Active 20-30 group undertakes a project to raise money from the people of it's
community, it should first make certain that the activity for which the money isto be used will be
of benefit to the community in general and secondly, that the money raising project itself will
contribute to the betterment of the community.

Many fund raising activities are adaptable from one community to another. The individual club
must first determine the amount of money that it needs to raise. One method is to sponsor a
project of considerable range, the proceeds from which will be enough to care for the activity
expenses for the administrative year. Another plan is to sponsor severa projects during the year,
the proceeds of which are to equal the total amount of the years expenditures. Again, the club
may find it necessary to supplement the annual project with other fund raising activities. The plan
to follow will depend largely on the individual community and the circumstances involved.

It is hoped that the following list of proven fund raising activities will prove helpful to Active
20-30 Clubs. It should be realized that all of these projects take considerable planning and work
by all members of the club. (NOTE: In undertaking any fund raising project keep in mind any
federal, state or local taxes and permits that may be involved.)

AMATEUR SHOW: Make early appointments of necessary committees. stage Properties,
auditorium, tickets, publicity, etc. The Master of Ceremonies should be from the club and be able
to control the situation and add humor. Keep in mind that some local amateurs do not have show
worthy acts. Care should be taken in the screening and selection of acts to be presented. The
purpose of the show should be widely publicized and should be handled by a capable committee.
When the public is aware that the show is being presented for charity you are sure to get a better
turn out. A steering committee of the general chairman, president of the club and



secretary/treasurer should be in charge of the finances. A well defined budget should be worked
out and presented to the Board of Directors for approval.

SPONSORED PERFORMANCES. Many Active 20-30 clubs have been successful in
sponsoring performances of concert artists,symphony orchestras, and radio or T.V. personalities
and commentators, actors, etc. Arrangements for these types of programs are generally made
through local or nearby lecture and entertainment bureaus.

CARNIVALS OR FAIRS: This project may be one of the must be one of the most difficult to
accomplish, but it can also be one of the most successful. One of the most popular isamain crop
festival. Almost any club can capitalize upon the particular crop or natural resources of an area.
The main feature of such a carnival should be the coronation of a queen. She can be selected by
popular vote of the townspeople. The voting should last for several weeks before the coronation.
Vote can be sold in lots on 100 from anything from a penny on up. A queen's court should also
be added. Other features could also include food concessions, games and rides that have been
leased from a carnival company.

VENDING MACHINES: Many clubs have arranged for the placement of vending machines or
scales in their communities as a money making project. The machines are owned and placed by
the company with whom the arrangements are made and an agreed percentage of the proceeds are
paid to the club.

DANCES: Dances can have considerable drawing power if a well known band is engaged
although this is not always essential. This project is popular as an annual event but some clubs
hold weekly or monthly dances as an ongoing project for fund raising.

MILE OF PENNIES: This program has been used with great effect by a number of Active
20-30 clubs in the past years. Cards one foot long are printed with slots for one foot of pennies.
They are distributed throughout the community and people are asked to fill them with pennies. A
mile of pennies amounts to $88.80. A variation on this would be a mile of dimes. Long strips of
adding machine tape may be laid down main street for this purpose.

PANCAKE DAYS: Thisis highly recommended for raising money with a minimum of planning
and comparatively little work. A vacant store or some other available place that is centrally
located in the community should be secured for this purpose. This event should be advertised and
on the day of the event all of the pancakes that a person can eat are sold for a predetermined
price. In some cases sausages or bacon are provided at an additional cost. Much of the material
will be donated.



SPORTING EVENTS: Here you have unlimited opportunity for sponsoring such sporting
events as baseball, basketball and football games, boxing and wrestling matches, etc. Post
season championships and round-robin tournaments are highly recommended.

SUPPERS-BANQUETS: Through banquets, barbecues, ice cream socidls, etc, a great deal of
money can be raised. Make full use of wives and girlfriends of members on this one. Again,
much of the material will either be donated or can be obtained at low cost through your club
connections.

MISCELLANEOUS PROJECTS: Take advantage of the opportunity of contracting with local
concerns to furnish donkeys and other equipment on a percentage net profit basis for a donkey
basketball or softball game.

Paper drives have netted several clubs sizable profits. They are most successful when a central
depot is provided and some sort of collection serviceis provided. Make sure, however, that there
is a market for the collected paper. Junk and scrap drives have also used with success. And don't
overlook bottle drives.

Raffles, with tickets sold in advance and marked "Donation™" to a welfare or charity, have been
conducted by many clubs. Cars, boats, liquor, turkeys, etc are popular prizes.

Two highly profitable yet easily operated events are turkey shoots and rummage sales.



CHAIRING A PROJECT

LEARNING FROM THE PAST

In addition to promoting uniformity in club projects and familiarizing new members with club
procedures, this section is designed to assist members in avoiding some past mistakes. Generally
speaking, any problem encountered by the chair(s) on a project has probably been encountered by
a previous chair. Unless the old and the new chair(s) have met and discussed matters, it is likely
that the problem will be approached differently by the newer chair(s). This frequently leads to
inefficient and occasionally embarrassing solutions. Hopefully, by following the guidelines in
this section, the mistakes of the past can be identified and the new chair(s) can be warned to
avoid similar problems.

ORGANIZATION OF THISSECTION

Club events can be divided into large projects and small projects. The first part of this section
will be directed to the organization and administration of smaller projects. This part will discuss
guidelines generally applicable to al projects. Essentially, these guidelines and procedures are th
minimal requirements for administering any club event.

The second part of this section will concentrate on the particular difficulties encountered when
administering a larger project. The chair(s) of larger events should read the entire section and
familiarize themselves with all of its contents. The chair(s) of some smaller projects may want to
read the section of major projects. Not only will this help prepare them for administering alarger
event in the future, but it may also generate some ideas about improvements to their events.



PART | - ADMINISTERING A SMALLER PROJECT

MEET YOUR CO-CHAIR

You have just been appointed by the Board of Directors as the co-chair of one of the term's
projects. The first task as a new project co-chair will be to learn the name of the co-chair from
the President. The Club President should be asked which member of the Board of Directors has
been appointed as an advisor to your project. Further, a schedule of all Board meetings which
will occur during the term should be obtained. This will enable the chairs to schedule any
appearances before the Board of Directors which may be necessary to obtain approval of budgets
and/or policy decisions.

Next, give the co-chair a call and set up a meeting to acquaint yourselves with each other and to
generaly discuss the project. Keep in mind that this call may be the start of one of the greatest
benefits the club has to bestow. You have all heard other members express the belief that Active
20-30 has been one of the single largest influences on their lives. This is because membership in
the club enables us to make friends with people we never would have encountered outside the
normal circles of acquaintances. The most likely source for these new friends are people with
whom we work closely on projects. Many members will confirm the fact that some of the best
friendsin their lives have been people with whom they worked as a project co-chair.

Y ou and the new co-chair should get together as soon as possible to generally discuss the event.
The focus of this initial meeting should not necessarily be on planning the event in detail.
Instead the co-chairs should get to know each other, discuss schedules and review the meeting
availability. The general plans, hopes and ideas for the event should also be discussed. This is
also a good time to discuss concerns about the event or the schedule. If either co-hair has
reservations about being able to fully perform during a certain period of time they should discuss
this frankly with the other. Usually the other co-chair can arrange to "carry" the other over this
period of time. If not, the potential conflict should be immediately discussed with the Board
advisor.

In addition to the "getting acquainted” period, the meeting should also cover two more points.
First, the last project's co-chairs should be identified and a meeting should be set up with them.
The co-chairs should identify some times and dates for such a meeting

and someone should undertake the responsibility for contacting the previous co-chairsto set up a
meeting. Next, the Board advisor should be identified and discuss getting together with them at
some point in the near future. Someone should be assigned responsibility to contact the Board
advisor for this purpose.

A word on the Board advisor may be helpful. Before the beginning of each term, the Board of
Directors may want to appoint one of its members to serve as a Board advisor to every project.
Generally speaking, the person appointed as the Board advisor has acquired some familiarity



with the project in the past, either by virtue of having co-chaired it themselves or by being
involved with it. The function of the Board advisor is twofold: First, the advisor is elected to
provide information about club policies, procedures and

expectations in the event that such information becomes necessary. Secondly, the advisor will
serve as a conduit of information from the co-chairs to the Board of Directors in the event that
the co-chairs are not present at a Board meeting. Naturally, co-chairs are expected to attend all
board meetings. The co-chairs should keep the Board advisor appraised of the planning so that
they can answer any questions about the project that might arise at a board meeting.

MEET PREVIOUS CO-CHAIRS

The meeting with the last co-chairs should be scheduled as soon as possible after the chairs have
been appointed. For the minor projects, this meeting can take the place of a relatively informal
discussion over lunch. When you set up this meeting, you should ask the previous co-chairs to
bring their file on the project. You will be particularly interested in the financial structure of the
project, the timing of the project, and any problems encountered in administering the project.
Y ou should specifically ask the last co-chairs to bring their final report and final budget.

This introductory meeting assumes even greater importance in the case of a magjor project. The
co-chairs will be interested in discussing all of the above listed items with the previous co-chairs
and will undoubtedly have many questions about other aspects of the event. In the case of larger
projects, this particular meeting generally takes severa hours.

Y ou should use this meeting with the prior co-chairs not only as an opportunity to learn about the
project, but also as an opportunity to make new friends. Keep in mind that last term's co-chairs
worked on the very same project you are now approaching. They will be very interested in
sharing their experiences with you and you should listen carefully to their advice. The "give and
take" associated with such discussions can often be the beginning of a new friendship.

PLAN ALL ASPECTSOF THE EVENT

Now that you have discussed your expectations and hopes for the project, and have obtained all
of the information about the event, the co-chairs should be together and plan the event. The word
"plan" can not be stressed enough. This meeting should not be an informal discussion about your
hopes. Instead, you should bring to the meeting alist of all the problems you expect to encounter
in the event and your proposals for solving them. You should discuss the need to delegate
responsibility to any other club members. Generally, where a small project is involved, there
should be no need to assign work to anyone other than yourselves. The larger projects will
require some degree of delegation and the co-chairs should discuss the timing of such delegation.
If the project will incorporate a theme, you should discuss possibilities and attempt to arrive at
one. If the project requires the acquisition of some site, you should discuss aternatives and set up
a time table for exploring them. In short, the co-chairs should get together and anticipate every



need of the project. Once the needs have been identified, a discussion should occur and
agreement upon away of meeting each need should be established.

THE IMPORTANCE OF TIMING

The Co-Chairs should be very concerned about the timing of an event. As any glance at the
calendar will confirm, the Club's schedule of events virtually consumes many weeks of the
calendar year. This makes for a very busy and involved membership and emphasizes the need to
schedule an event on the Club calendar as soon as possible. The chairs should take alook at the
club calendar and attempt to pick two or three possible dates. Before the event can be scheduled,
you must obtain approval of the Board of Directors. The approval can be obtained by appearing
before the Board and recommending that a certain date be selected for the project. Be prepared to
back up the recommendation with reasons. In selecting the date, the chairs should avoid a
conflict with any other scheduled project. Generaly, the project should not be scheduled during
the same week as some other project. One should avoid conflicts with scheduled Board meetings
or the scheduled meetings of other projects.

If you are administering one of the larger projects, you should also be sensitive to other events
already planned in the community which might adversely affect the project. Thisis not to say that
you should reschedule the project because one of these events coincides with your proposed
schedule. You should simply identify the potential of conflict and evaluate its seriousness before
you make the date recommendation.

FORMULATING A BUDGET

Next you should plan your budget. This often proves to be one of the more troubling aspects of
administering any particular project. The starting point for any successful budget is a thorough
examination of your predecessor's original proposed budget and their final budget. Reviewing
these two documents will give you a clue about the accuracy of your prior co-chair's
expectations. Once you have reviewed the prior budget, you and your co-chair should seek to
identify each and every item of cost involved in putting on your project. Your should be very
careful to be redlistic in evaluating these costs. Avoid the temptation of minimizing costs when
preparing your budget. Although this might make it more palatable to the Board of Directors, it
will lead you to underestimate the amount of money it takes to run your project. In turn, this can
create a financial loss for the Club. This loss cannot be recouped by applying the "you sign-you
dine" policy. Club members who sign up for an event and fail to attend can only be held liable
for the projected ticket price. Therefore, if you underestimate the per-person ticket price, the
Club will have to pay the difference between the ticket price and that member's prorated share of
the loss.



In addition to being conservative in evaluating potential expenses, you should also attempt to be
accurate in this process. Do not ssimply mark up expense items by a factor of 10 percent to cover
what you believe to be an increase in these items. The Board of Directors will examine your
report and will question you about your basis for the figures shown on your proposed budget.
The Board of Directors will be unlikely to accept your budget if it is merely last term's budget
increased by a 10 percent inflation factor. Obtaining accurate, realistic figures will eliminate the
need for you to redraw your budget and represent it at the next Board meeting.

It is practically impossible for us to cover al the items which must go into the construction of an
effective proposed budget. Each of the items on your proposed budget should be carefully
evaluated and supported. Often, you must give consideration to Club and community
expectations in making certain budgetary decisions. These would include amenities necessary at
any particular event and the ticket price. Generally speaking, any time you plan on increasing the
ticket price for an event, you will have to carefully consider both community and club
expectations. Similarly, a planned decrease in ticket price may trigger grave concern among
Club membersif the result will be decreased revenues flowing to the Club.

In many events, you will need to obtain an advance of monies from the Club before you can
commence your project. Oftentimes, money is needed to pay for posters, ticket printing or other
items. The need for and amount of this advance should be supported by your budget. At the
time your budget is approved, the Club Treasurer can write and give you a check in the amount
of your advance.

OBTAINING BOARD APPROVAL

One of the most critical stages in the administration of your project is obtaining Board approval
of your budget. Every project must prepare a budget and that budget must be approved by the
Board of Directors before any steps are taken to implement the project.

When you have formulated your budget, and are confident that you can explain and justify al of
its contents, you should contact your Board advisor to discuss the date on which your budget will
be presented to the Board of Directors. Thisis aso a good time to recommend a date for your
project and obtain approval of that date from the Board.

A few days before the scheduled Board meeting, you should contact the Club President directly
and confirm the fact that he/she has placed you on the meeting's written agenda. Y our should
arrive at the Board meeting on time and be prepared to stay as long as is necessary to present
your report. It is extremely discourteous to schedule a presentation and then fail to appear.

Y ou should bring with you to the Board meeting enough copies of your proposed budget for each
Board member as well as extra copies for other members. These copies should all be three-hole
punched on the left margin. Your budget should be typed and should clearly detail al of the



income and expense items you have previously identified. Depending upon the nature of your
project, the bottom line should show either a "break even" event or an amount of profit flowing
to the Club. Your budget should indicate how much the event will cost the Club. This cost
should not exceed the amount already budgeted by the Board of Directors for your event.

Y ou should keep in mind that in approving your budget, the Club is counting upon you to adhere
as closely as possible to the proposed budget. If, at any time, you anticipate that your event will
produce a result that is significantly different than that shown in your budget, you should
immediately contact both your advisor and the Club President.

Y our should expect to be examined by the Board of Directors on each of the items shown in your
budget. Be prepared to discuss the accuracy of any assumptions you have made in preparing the
budget. You should aso be prepared to receive input about more efficient ways of raising
revenue or calculating expenses. Keep in mind that the Board of Directors represents an
accumulation of Club experience and knowledge. Although these individuals may not have been
involved in the day-to-day planning of your event, they have been elected because they have
demonstrated to the Club a commitment to its goals and an accumulated knowledge of Club
affairs. The comments and questions from the Board should not be taken personally but should
be viewed as an effort to insure that your plans will be in the best interests of the Club.

If the Board of Directors finds your report to be deficient in some areg, it is quite likely that
discussion of your budget will be tabled until the next Board meeting in order to give you time to
cure the deficiency. If the Board finds your report to be in order, it will approve your budget.
This approval constitutes a grant of authority from the Board of Directors to you to administer
the project in the manner described by your budget. It does not authorize you to go beyond the
project's scope as described by the budget. If, at any time, you wish to modify your project in a
way not shown on the budget, you will need to obtain further approval from the Board of
Directors.

SITE SELECTION

Many projects require the co-chairs to coordinate or select asite. In some situations, the site has
aready been designated.

In general, if you are required to select a site, you and your co-chair should give careful thought
to the location. Your should consider the accessibility of the site to all people who will be
invited to attend. Problems with parking, access, or set-up availability should be identified and
evaluated.. When you have selected the site, you should reserve it as soon as possible. Many
larger meeting places are reserved six to eight months in advance.



Naturally, you should meet with the entity which owns the site facility to discuss and negotiate
the club's use of the site. Pay careful attention to matters such as cleaning deposits, reservation
fees, room accessibility, service of alcohol and the like.

When your project involves the sale or distribution of alcohol, check into the need for obtaining a
liquor license through the city and the State Department of Alcohol and Beverage Control.

MAKING COMMITMENTS

As a co-chair of one of the Club's projects, you will occasionaly be called upon to made a
commitment to a supplier or some facility. If the commitment involves a promise to pay for
certain goods or services, the supplier may require an agreement to be signed by an officer of the
organization. If this situation arises, you should present the agreement to the President for
signature. If the supplier iswilling to take your signature as a co-chair of the event, you have the
authority by virtue of the Board's approval of the project to execute the agreement.

Hotels, restaurants and other suppliers of food often require you to commit to a certain number of
attendees in advance. Usually, your commitment must be made within aweek or so of the actual
event. The need to make these commitments underscores the importance of preparing a careful
budget. Such commitments also make it increasingly important for you to keep an accurate
record of everyone who has signed up for the event.

INTRA-CLUB PROMOTION

One of the keys to the success of any particular project is your communication with the general
membership. Project co-chair frequently spend great amounts of time and effort in organizing
their projects and then fail to let the club know what they have planned. There are two primary
methods of informing the club about your project. One of the two co-chairs should be assigned
responsibility for contacting the newsletter editors and asking them to assist in promoting your
project. At a minimum, you should ask the newdletter editors to place your project in the
newsletter calendar. You should specifically ask the newsletter editor to put the title of your
project, the date and time of your event and the location of your event in the calendar. This
provides a ready and concise source of information for people who are looking for information
about your project. You should also ask the newsletter editor to run a short feature about your
event. In order to insure that the correct information gets into the newsletter, and in order to
reduce the workload on the newsletter editor, you should write your own copy and present it to
the editor.

A second method of promoting your event is to make announcements at regular meetings and
Board meetings. In order to get on the meeting agenda, you should contact the President prior to
the scheduled meeting and ask him/her to place you on the agenda for the purpose of making an
announcement. Your should also devote some time to planning your announcement. The most



effective announcements involve a humorous presentation of your project. Do not be content
with merely standing at a microphone and reciting the dry, statistical facts about your event.
Such a presentation will quickly be forgotten by the membership. Instead, you should try to
enliven your announcement by coming up with a catchy phrase or gimmick to describe your
event or find some other way of presenting it in a humorous light. In addition, with a few phone
calls you should be able to identify other members who would be more than happy to help you
with your announcement.

"SIGN'EM UP"

The nature of most projects requires the co-chairs to obtain an advance indication of the number
of people who will be attending the event. This eliminates the need for you to explain the
particulars of the event to every person who reviews the sigh-up sheet. It also allows you to pass
the sheet aong the table during a meeting without causing undue disruption. Prominently
featured on the sign-up sheet should be the name of the event, the date, time and place of the
event, the admission price, and areference to the Club's "you sign/you dine" rule.

The "you sign/you dine" rule refers to an adopted policy of the Club. This policy entitles the
Club to charge any member who commits himself to attend an event, and later fails to attend,
with that member's pro-rated portion of any loss suffered by the event, up to the amount of the
admission price. During your general announcements to the Club, you should let the members
know the last date on which you will be able to accept cancellations of sign-ups. Your
cancellation date should be one day before the date on which you must commit to your supplier.
Individuals who contact your requesting cancellation after your commitment date should be told
that you cannot allow cancellation and that, if the event suffers a loss, you will be required to
charge them their pro-rated share of the loss under the "you sign/you din€" rule.

D-DAY

Be sure to show up early for your event. Depending upon the nature of the project, you may have
to be there as early as one to two hours before the scheduled commencement time. It is your
responsibility to insure that the room has been correctly decorated, that the number of correct
places have been set at the head table, that the commitment made by the hotel is being followed,
that someone is present to check in members as they arrive and cross-reference their name with
the sign-up sheet, that name stickers (if appropriate) have been made available together with a
pen, and that all of the other specia touches you have planned are ready. Ultimately, it is your
responsibility to insure that all things necessary for a smooth meeting are on hand.



Once the event begins, do not merely sit back and take a neutral role. You are still in charge of
the event and it is up to you to make sure that everything runs smoothly. You should be
constantly observant to make certain that the meals are being served correctly and on time, that
the "entertainment” is ready, and that all other special features will take place as you have
planned them. If the event is at all complex, you should have devised a time table and should be
organizing things so that they will occur in accordance with your timetable.

If people performing at your event will expect payment after their performance, it will be your
responsibility to contact the Club Treasurer and arrange for payment at the meeting. On
occasion, these payments must be made in cash. Do not expect the Treasurer to arrive at the
event and have cash available without warning.

THANK YOUS

Y ou should go out of your way to acknowledge the work done by fellow members. This applies
with special emphasis to the contributions made by new or prospective members. For these
members, your project may very well be one of the first experiences they have in the Club. All
of you can appreciate the fact that these early contacts with Club events will produce important
and lasting memories. Frequently, an individual's entire orientation towards your Club is shaped
by their first few experiencesinit. Because of your position of prominence in the Club, you have
aunique ability to make the experience arewarding and meaningful one for a new member.

FINAL BUDGET

Once your event has concluded, one of your last remaining responsibilitiesis to provide the Club
with a permanent record of your efforts. This record consists of two parts; the final budget and
the final report. Your and your co-chair should get together as soon as possible after your event
has concluded to tally up your income and expenses. One of your responsibilities as a project co-
chair is to prepare the final budget and present it to the Board of Directors. Your final budget
should show a specific accounting of all items of income received and all categories of expenses
incurred. The key piece of information communicated by your final budget is the "bottom line".
If your event is designed to "break even", the number appearing on your bottom line should be
zero or some positive figure. If your event is designed to "break even", the number appearing on
your bottom line should be zero or some positive figure. If your event incurred a loss because
not everyone who signed up actually attended, the bottom line should still reflect a zero, because
you will have charged the non-attending members their prorated share of the function's loss under
the "you sign/you dine" rule. Naturaly, this means that you will not be in a position to make a
final report until you have collected this share of the loss from the non-attending members. Keep
in mind that it is your responsibility to collect this prorated loss. Do not expect the members of
the Board of Directorsto step into your shoes and extract these monies. If you have made several
persistent efforts to extract these monies from non-attending members, you should report this fact



to your Board advisor and to the Board of Directors. The Board will then consider some effort to
assist you in your process of collecting the overdue money.

If your event is totally funded by our Club, then the bottom line should reflect the total expense
of the project. Your final budget should also set forth the actual budgeted amount for your
project and then compare the budgeted amount with the amount actually spent. In no event
should the amount actually spent be greater than the budgeted amount without first obtaining the
Board's approval.

Your final budget should be presented to the Board of Directors at a regular Board meeting.
Once again, be prepared to answer guestions the Board may have concerning the make-up of
your budget. If your budget isincomplete or you are unable to answer the questions which arise,
it is possible that the Board will defer approval of your report until you can fully address these
issues.

FINAL REPORT

Your last responsibility as a co-chair will be the preparation and submission of your final report.
The final report is a duty often neglected by project co-chairs. However, as your Club increases
in size and complexity, the preparation and preservation of such reports will become increasingly
important.

Your final report should consist of a typewritten narrative description of the efforts you and your
co-chair have made. The primary purpose of your final report is to make the job easier for the
next term's co-chairs. Keep this purpose in mind; it will enable you to decide what to include
within your final report.

The final report should cover the actions you and your co-chair took in conceptualizing,
planning, budgeting, organizing, promoting, and running your event. In addition, your fina
report should indicate how much Club manpower it took to plan and run your event. A separate
area of the report should be devoted to discussing problems which arose during your project.
Y our should discuss your solutions to these problems. If you do not feel that your solutions were
adequate, you should make recommendations for countering these problems in the future. Y our
report should also include a section which makes recommendations for the future of the project.
If you believe the project should be modified in some way, this would be the place to set out your
ideas. Essentialy, your report should provide any and all input you have concerning
improvements for your project.

Ideally, your final report should be written and ready for submission within one month after your
project is completed. In no event should your report be delayed beyond the end of the current
term. Doing this will impose an extra burden on the following co-chairs and will make it
exceedingly difficult for our Convention Awards Committee to fulfill its responsibilities.



Remember, one of the jobs you accepted when you agreed to serve as project co-chair was to put
together and submit an effective final report. Your task is not finished until you have submitted

your report.

When it is complete, you should make three copies of your report. One of these copiesis to be
distributed to the Club President. A second copy should be forwarded directly tot he Convention
Awards Committee co-chairs. The last copy should be kept in your own personal files.



[I1. ADMINISTERING A MAJOR PROJECT

INTRODUCTION

If your are co-chairing one of the Club's magjor events, be prepared to read a few more pages.
Everything that has previously been said applies with equal force to your project. However,
because of the complexity of your project and because of its importance to the Club, there are
several additional considerations which will affect your actions. In short, you should do
everything which as previously been discussed and your must supplement that by covering the
points raised in the remaining pages of this booklet.

SELECTION OF APPROPRIATE SUB-CHAIRS

One of the features that distinguishes your project form the Club's minor projectsis the fact that
you cannot do all the work yourself. In turn, this means that you must recruit and accept other
members to assist you in putting on the project. Often, this area presents the first important
challenge you must face as project co-chair. Human nature being what it is, not every individua
who volunteers for sub-chair responsibilities will be able to carry them out. From the very
beginning, you must identify the important sub-chair responsibilities and work to fill them with
members who can do the job. You must carefully consider the personalities and track record of
each member you assign to a sub-chair slot. Do not simply consent to a member's request that he
be given a sub-chair responsibility without consciously deciding that the individual will have the
time, energy and ability to fulfill histasks.

Y our sub-chair selection decisions also play an important role in the process of integrating new
members with the Club. Most of us can recall that the first time we really felt a part of Active
20-30 was when we worked as a sub-chair on some particular project. Because of this, you
should make an effort to assign sub-chair responsibilities to new members. Thisis not to say that
every sub-chair should be a new member. You may wish to team a new member with an older
member when filling any particular sub-chair position. Obviously, we hope that the older
member will take the opportunity to explain Club policies, procedures and traditions to the new
members as they work together on fulfilling their sub-chair responsibilities.

FINANCING YOUR PROJECT

The discussion under part | of this section, covers the general considerations that apply to project
financing. Naturally, if your project depends upon Club revenues for operating expenses, you
will know precisely how much money has been budgeted. If, on the other hand, your project will
need to raise ticket revenues, you will be facing a number of difficult decisions. First, you must
evaluate your projected expenses in terms of possible individual ticket prices. Next, you will
have to evaluate Club and community feelings



about a change in the ticket price. Finaly, you will have to consider additional methods of
raising revenue (such as sales of souvenirs, t-shirts, raffle tickets, and the like).

GET A TREASURER

The foregoing discussion has hopefully highlighted the importance of making careful financial
decisions. Inevitable, your job will be easier if you can persuade an accountant to assist you with
your financial planning. Unfortunately, the value of accounting assistance is well recognized in
the Club and qualified accountant-members receive numerous requests for assistance each term.
Nevertheless, it is important for you to make your pitch. Find one of these members on whom
you believe you can rely and do everything in your power to persuade that individual to act as
your project treasurer.

MEET WITH EACH SUB-CHAIR

Active 20-30 projects have an excellent track record. Project co-chairs can generally look back
on their project with a well-founded feeling of accomplishment. However, almost every project
co-chair will admit that one or two areas of their project failed to go as well as they had hoped.
One of the most common reason for such failures is alack of sufficient communication between
the project co-chairs and the sub-chairs in charge of the problem area. In order to avoid such
problems, it is essential for both project co-chairs to meet with each area sub-chairs before your
project gets underway. At this meeting, you should stress to the sub-chairs that you need a firm
commitment from them. Y our should discuss in detail everything that you expect a sub-chair to
do. Thiswould include providing you with an early estimate of al financial expenses, attending
all project meetings, preparing and submitting manpower requests to the manpower sub-chairs as
soon as possible, attending both on set-up day and the day of the event as necessary to fulfill their
responsibilities, promptly submitting any expenses incurred during the project to the project
treasurer, and preparing and submitting the sub-chairs fina report as soon as possible after the
conclusion of the event. This last task cannot be stressed enough. As has been discussed above,
the club may suffer from alack of continuity in the projects. The most obvious way to cure this
particular problem is to prepare and maintain systematic records about each project. This process
begins by obtaining accurate, detailed reports from the individual sub-chair.

After you have explained all of these responsibilities to the sub-chairs, you should obtain some
indications from each of them that they understand their responsibilities and are committed to
fulfilling each one of them. Any schedule conflicts, time pressures, or any other problems which
might prevent successful performance should be fully discussed. Hopefully, by the end of the
discussion, both you and the sub-chairs will be in agreement about all of these responsibilities.
Naturally, if any unsolvable problems arise, this would be the time to excuse the particular sub-
chair from responsibility and find a replacement. Attempting such a switch during the middle of
the project will inevitably cause disruption to you, the sub-chairman, and the project.



PRINTING

The need to obtain printed materials is generally one of the sub-chair responsibilities.
Frequently, consideration must be given to printed materials amost immediately after the project
co-chairs are selected. This is either because it takes a significant amount of time to come up
with a particular design or logo and then have it drawn by an artist or because it is important to
send out some kind of invitation to the general public early enough to allow them to plan their
calendars. In any event, you and your co-chair should discuss the need for any printing. Give
some thought to selecting these particular sub-chairs as soon as possible and get them underway.

"KICKIT OFF" RIGHT

In recent years, it has become traditional for our larger projects to have a "kick-off day". Kick-
off days are most effective when the co-chairs have carefully planned their presentation. Keep in
mind that, although you and your co-chair have been living with this project for several months,
the general membership has not. You may be excited about the event, but the genera
membership has been occupied by other matters. Use the kick-off day to transfer some of your
enthusiasm and hope about the project to the membership. Do not minimize the fact that each
member can have fun working on your project and selling the project's tickets. After dl, thisis
the essential glue that binds together the entire membership. Be confident, enthusiastic and
optimistic about the project's plans. One of the objectives of your meeting will be to distribute
tickets to the membership for sales to the general public.

INTRA-CLUB PROMOTION

Much of the discussion under this topic has already been covered before. However, co-chairsin
charge of a mgjor project should give it additional consideration. For you, the need to publicize
your event and its requirements is critical because the success of your project will ultimately
depend upon drawing Club members to fill sub-chair and manpower slots. You and your co-
chair should plan on making announcements at every Club meeting and every Board meeting.
These announcements should provide the Club with a brief status report concerning the progress
of your project. In addition, your announcements should be designed to create Club enthusiasm
by stressing exciting developments in your project, important milestones passed by the project,
and the developing projections of your project's success. Begin your announcement by "taking
control". Avoid making statements that cast doubt upon your ultimate success of the
achievements of any particular sub-chair area. Similarly, avoid expressing your fears concerning
the project. These can only work to decrease the necessary enthusiasm of the membership for the
project.

Again, do not overlook the importance of the newdletter. Plan on reviewing each newsletter
issue to insure that your project is accurately and fully described in the caendar. Maintain
contact with the newdletter editor and stress the need to have accurate, informative and



enthusiastic articles inserted in the following week's issue. Do not assume that the newsletter
editor will be able to provide these articles. You, yourselves, should write and forward new
articles to the newsdletter editors frequently.

PUBLICITY

Many events depend upon the success of ticket sales to the general public. This can be assisted
by effective publicity. If your project warrants it, you should assign publicity responsibilities to a
sub-chair and encourage that person to discuss publicity methods with previous sub-chairs. Give
some thought to the possibility of having your publicity sub-chair draft weekly press releases for
your project to be distributed to a media mailing list. Make contacts with radio stations and TV
stations at an early date and stress both the unique nature of your project and the desirable effect
it will have on the children of your city. Encourage special-interest reporters to attend the event
or your set-up day. Never turn down any invitation ot appear on aradio talk show or television
show to plug your event. Although it may not seem like much, keep in mind that a 30-second
discussion on the radio may spark interest in purchasing many tickets. Viewed in this
perspective, your timeiswell spent.

When you meet with the media, never lose sight of the fact that you are representing the Club.
Communicate your pride about the Club's past accomplishments and express your optimist about
the success of the project.

Don't lose sight of the fact that other Active 20-30 Clubs may aso be interested in your project.
Plan to send information to other clubs in your area which will present an opportunity to sell
tickets and to promote good will.

DON'T BURN BRIDGES

It is easy to get caught up on the problems and rewards of administering a project. However,
don't become so wrapped up in the event that you forget to show your appreciation and gratitude
to community business people who provide invaluable assistance in putting on the event. All it
takes is preoccupation with your event to convey the impression to a business people that we do
not really appreciate their efforts. Keep constantly in mind that your event will be followed by
countless others and that the club will need the continuing support of local businesses.
Remember that you are, in effect, an ambassador for the Club. Every contact you make with
local community business people should be aimed at both achieving your goal and developing
important contacts for the future. It is usually appropriate and desirable for you to devise some
method of publicly thanking the Club's supporters.



MEETINGS: WHY ARE WE HERE?

As a Club member, you have undoubtedly attended many project meetings. Usually, during a
member's first few months in the Club, they have reason to wonder about the seeming
inefficiency of these meetings. Members who have been around alittle longer have gained some
valuable insights about the important purposes served by project meetings.

There are essentially two reasons for holding project meetings. The first of these is that a
meeting is an excellent way to boost the morale of the sub-chairs. Co-chairs must carefully plan
their weekly meetings to insure that the sub-chairs leave the meeting with a feeling that
everything is developing on track and that the vent will be successful. It is often advisable for a
co-chair to plan a meeting agenda around two or three important developments that will lend an
air of excitement and achievements to the meeting. Don't always use the same agenda order;
instead, place some exciting development towards the middle or end of the agenda so that the
enthusiasm it creates will last until the end of the meeting. This way, members can leave your
meeting in high spirits.

A second very significant reason for having meetings is that they provide an excellent place to
solve problems. Use the meeting as a place to seek problem solutions. The essentia point is to
remember that the diversity of your membership makes it relatively easy to solve problems.
Don't forget to utilize this resource.

Be sure to take attendance at all project meetings; the easiest way to do this is to pass around a
sign-up sheet. However, do not simply pass out a blank sheet of paper and expect people to sign
their names. Instead, make a pre-printed sign-up sheet and pass it around for signatures.

A note of caution about conducting meetings would be appropriate here. If at al possible, you
should avoid the temptation to actually make decisions at project meetings. Aswe all know, itis
extremely difficult to develop a consensus among large groups of people without very extensive
discussion. Keep in mind that your and your co-chair have been appointed as the chair of this
project. You have, in essence, been designated as the people who will make the project
decisions. Reserve this authority to yourselves. By all means, seek out the advice of the people
working on the project, but do not assign to the entire meeting the task of making a particular
decision. This is one situation where the majority does not rule. You do. Listen to what the
members say and then, in a quiet session with your co-chair after the meeting, make the
decisions.

Many co-chairs worry about retaining control of the meeting. The difficulty of thistask generally
varies depending upon the personalities of the co-chairs. Naturally, everyone has their won
particular style. If you find things getting out of hand, it would be appropriate to stop everything
and to pint out to the assembled membership that the individuals present have all been working
on their portion of the event. You might go on to indicate that it is unfair to the people



attempting a report to deny that individual the attention they deserve. The need to use good
humor and a friendly tone of voice cannot be overemphasized here. No matter what happens, do
not come "down" on the meeting as a tyrant. This will only antagonize the members and
frustrate your efforts to run the project. If you feel the problem is significant, it would be a good
idea to individually contact some reliable sub-chairs and enlist their support in keeping things
quiet at the next meeting.

Always provide an agenda at the meeting. This enables sub-chairs to plan their report and tie it
in with the other presentations. It also alerts new members who are attending your meeting to the
possibilities for serving as a sub-chair. It isaways agood ideato put your event's date on the top
of the agenda and to indicate how many days remain between the meeting date and the event.
This is one effective way of stressing to members that time is running out and that necessary
tasks have to be completed quickly.

Lastly, do not forget to follow up the sub-chair's reports before the next meeting. Do not ssmply
wait until the next meeting to ask a sub-chair how heis doing. In the day or so before the next
scheduled meeting, you and your co-chair should contact each one of the sub-chairs to obtain an
interim progress report. During that contact, you can tell the sub-chair to stress various portions
of their report at the meeting and to de-emphasize others. Making these pre-meeting contacts
gives you a much better feel for the overall scope of the project and frees you at the meeting to
listen more intently to what the members have to say. It also emphasizes to each sub-chair that
you are on top of the event and that you expect them to discharge their responsibilities. Lastly,
constant contacts of this nature insure that you and your co-chair have afirm grasp on the overall
developing picture. In thisway, if problems do develop, you will be in a position to assess their
significance and search for solutions at the weekly meetings.

DEFINE SUB-CHAIR RESPONSIBILITIES

One of the most difficult problems plaguing an event in its later stages is the fact that subchair
responsibilities begin to overlap. Y our leadership at this point is very important. Only the two co-
chairs can effectively set the boundaries of each sub-chair's responsibilities. Be prepared to
resolve disputes between sub-chairs about their tasks. Obvioudly, this can be done in a very non-
aggressive and friendly manner. Keep in mind that such disputes and problems are always going
to result when numerous people are working on different parts of a project. Be aert to any
developing problems and be ready to define responsibilities as soon as the problem surfaces.

PROGRESSIVE DELEGATION OF RESPONSIBILITY

As an event nears, many of us have heard a co-chair to exclaim that, "It's out of my hands".
Usually, thisis an expression of both frustration and relief. By the time the event nears, your sub-
chairs should be fully prepared to execute their tasks. If things go smoothly, this will mean that
you will have fewer and fewer things to do yourself and more and more last minute decisions to



make. The fear and panic that accompany this fact are natural. The best way to deal with this fear
is to remind yourselves that you have carefully selected the subchairs to accomplish their
responsibilities. If everyone has done their job, the event will proceed as planned. Don't worry
about whether your sub-chairs will do their job; if you've picked the right people, the jobs will
get done.

It is also important for you to recognize that you cannot do the job yourself. Y ou should resist the
temptation to take on any new tasks as the event nears. By this time, the Club should be
supporting you with both its attention and its manpower. If new tasks arise, delegate these tasks
to new individuals. Keep in mind that your first priority is to insure the smooth running of the
event. This means that you will have to keep yourselves available to observe problems and make
decisions during the event. Y ou cannot use your valuable time in the few hours before the event
running down loose ends. Delegate these tasks to people you can trust.

HOW TO HANDLE CONFLICTS

Occasionally it happens that a personality conflict develops between two of your sub-chairs. If
this occurs, you should make a special note of it. If the problem appears to be affecting the
performance of the two sub-chairs, you must take steps to end it. Keep in mind that your
obligation to the Club as a whole requires you to take the steps necessary to insure the success of
your project. If personal disagreements appear to be affecting the project, you must act.

Generally speaking, it will be enough for you to discuss your concern with each of the people in
private. If thisfails, do not hesitate to enlist the assistance of your Board advisor.

SUB-CHAIR RECOGNITION

As we have noted severa times, the success of the larger projects depends upon the willing and
active cooperation of numerous sub-chairs. Never lose sight of this fact. Whenever you can,
identify the work of a particular sub-chair and publicly recognize their contribution. Occasions
for this kind of sub-chair recognition occur during your announcements at a regular meeting and
Board meeting. It is easy to recognize a sub-chair's responsibilities in a couple of sentences just
prior to calling for their report at aweekly project meeting.

Another issue that deserves some consideration is the practice of providing sub-chairs with some
souvenir of the event. Thisis usually unnecessary. Remember that sub-chairs are working for the
good of the Club and the project. These individuals have not "signed on" in the expectation of
receiving a gift. Generally speaking, you should avoid providing sub-chairs with unnecessary
benefits unless there is some specia reason. Obviously, the more you spend on such benefits, the
less will be available to be distributed to the Club's benevolent fund at the conclusion of your
project.



Another aspect of sub-chair recognition is the tradition of presenting each sub-chair with an
award on "Thank You" Day. Again, it is not necessary for you to spend large amounts of money
on these awards. Some of the most effective "awards" to sub-chairs have been personally signed
certificates or photographs of the whole project committee. With a little bit of creative thought,
you and your co-chair should be able to come pu with an award which will be inexpensive but at
the same time will provide your sub-chairs with alasting memory of the project.

YOUR ROLE IN OBTAINING MANPOWER AND SELLING TICKETS

Many co-chairs are tempted to turn the task of encouraging manpower sign-ups and ticket sales
over to their respective sub-chairs. This is generally a mistake. The Club views the project co-
chairs as the people who are most intensely interested in the success of the event. If you and your
co-chair do not stand behind the manpower requests and pleas for ticket sales, the club will not
believe that these announcements are important. Creating such attitudes can be disastrous. You
and your co-chair should stand with your manpower/ticket sub-chairs as they make their
announcements and then you should sum up the critical need for manpower/ticket sales as soon
as the sub-chair announcement is concluded. If you fail to personally ask for this help, you take
the risk that the Club will assume that your need is not so urgent.

AVOIDING THE "DAY BEFORE" BLUES

Many project co-chairs find themselves nervous and depressed on the eve of their event. Thisis
natural. You must find the strength to fight off any feelings of impending doom. Keep in mind
that "the club aways comes through." Most importantly, remember that the people working on
the last-minute tasks and the people attending the event are watching you. If you display
excessive concern and worry, you will affect their morale. In short, even though you feel nervous,
keep this inside. As arule, Club projects turn out much better than their co-chairs anticipate in
the last few hours before the event. Keep you chin up and avoid the temptation to look back.
Everything is done and little can be changed in the last hour.

THE SUCCESSFUL SET-UP

Many of the larger events require some kind of set-up. If your event requires this, you should
have thoroughly discussed your expectations for set-up with your sub-chairs at one of their
weekly meetings. Again, your role at the set-up is generally passive. You should not plan on
setting up the bleachers or swinging a hammer. Instead, your roleisto visit each of the sub-chairs
in turn, encouraging them, praising their efforts, and finding solutions for the problems that will
inevitably arise. Keep yourself available for this task. Y our ability to make these decisions is one
of the primary reasons you were chosen as the co-chair for the project. Let the sub-chairs do their
work of setting up the event and confine yourself to boosting morale and making decisions.

D-DAY



We have aready briefly touched on your role the day of the event. Keep yourselves available.
Although there is a temptation to sit back and watch the event flow past, you must guard against
this result. Instead, roam around the event prepared to answer gquestions and resolve any smaller
problems that happen to arise. It is very important for you to look confident and self-assured.

Be sure to enjoy your event. By this time, you will have a good idea why major event co-chairs
seldom ever have the opportunity to co-chair such an event on more than one occasion. Simply
stated, none of us can generally afford to expend the time and energy to run a major project more
than once. This is your event, and it will probably be the only one you will ever co-chair. Enjoy
the experience.

PREPARING THE FINAL BUDGET

Section | stressed how very important it is for you and your co-chair to promptly wrap up the
financial affairs of your project and submit a final budget to the Board of Directors. Obvioudly,
this step is even more important where a mgor project is involved. Get together with your
treasurer as soon as possible after the event and stress to him/her how important it will be to
prepare a prompt, accurate accounting.

Your final budget to the Board of Directors should incorporate your proposed budget and show
variances between the actual and proposed budget in each category of income and expense. This
will provide the Board of Directors with information about current trends and will provide future
Boards of Directors with data for evaluating future budgets.

All items showing significant variance from your proposed budget should be explained in
writing. Once again, be prepared to answer any questions the Board of Directors may have. At
the time of your appearance at the Board, you should bring with you receipts for the various
expenses which enable you to furnish a detailed explanation if that is requested. It is also a good
ideato have your treasurer appear with you before the Board to assist you in your presentation.

OBTAINING SUB-CHAIR REPORTS

We have previously discussed how important it is to obtain reports from your sub-chairs. This
need is even more important in the case of amajor project. All too frequently, the rapid turnover
in Club membership results in a lack of communication between new sub-chairs and the
preceding sub-chairs. Because of this, the new sub-chairs often find themselves "reinventing the
whedl". Much of the energy expended by the new sub-chairs would have been unnecessary if
they had reviewed an informative report from their predecessors.

There is a natural temptation on the part of project co-chairs to avoid asking their sub-chairs to
do anything further. Y ou must fight this temptation. Keep in mind that, when you first met with



your sub-chairs prior to kicking off the event, you explained to them that one of their last duties
would be to prepare afinal report. Remind each sub-chair that they agreed to do this. Y ou should
also stress the reasons for the final report; it is not simply to assist you in preparing your final
report. Instead, it is the best way to provide guidance to future project sub-chairs.

PREPARING YOUR FINAL REPORT

The last difficult task you must face is the preparation of your final report. Generally, you can
follow the guidelines set forth under Section I. Your final report should supplement these basic
details by adding the names of all sub-chairs, all new members who assisted sub-chairs, your
original timetable, and any difficulties you faced in conforming to it, all problems you
encountered in preparing a budget, any input you might have concerning ticket prices and/or
sales, adiscussion of the desirability of selling souvenirg/raffle tickets, the amount of manpower
consumed by the event, and any other problems you encountered putting on the event. This report
should be personally delivered to the Club President and you should stand ready to respond to
any inquiries he might have after reading it. In addition, a second copy of the report should be
delivered to the designated Awards Committee Chair for inclusion with the next National
Awards packet.

NOMINATING YOUR SUCCESSORS

After the conclusion of your project, the incoming Club President will probably want to meet
with you to discuss your potential successors. As you go through the project process, you should
keep in mind the names of possible nominees to fill your shoes. Individuals who demonstrate an
overall knowledge of the project and appropriate leadership abilities should be considered.
Communicate these names to the incoming President and provide him/her with your opinions
about each individual. Once the new Board is elected, you should expect to receive additional
inquiries from many of them. Remember, you and your co-chair are in the best position to
evaluate and propose people to fill your shoes. Do not be hesitate about voicing opinionsin this
areain adiscrete fashion.



MEET WITH NEW SUB-CHAIRS

Once your successors have been appointed, you should contact them and offer to meet with them
to discuss the event. Naturaly, alow the new co-chairs to set up a meeting and do everything in
your power to both attend and provide all the information at your command. You should be
prepared to furnish these individuals with a copy of your preliminary budget, your final budget,
and your final report. Above al, it is important to pass along to the new co-chairs any practical
tips you might have about the project. It is also important to communicate to the new co-chairs
the satisfaction you derived from working on the event and the sense of pride and
accomplishment you 