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Forward

Advising student organizations is a tricky process. On one hand you want

them to succeed (and sometimes fail) on their own decisions so "clubbing it" is truly a learning experience. On the other hand you want them to be a huge success in order for them to increase their chances for job opportunities after graduation AND for your school and its programs to receive favorable recognition from the professional community. It’s commonly thought that the only thing an advisor can or should do to make positive things happen is to merely suggest and push. Or is it?  That's what this manual is all about. Getting the best possible job done for the students, their organization, the school and yourself. It's more than a dozen year’s of proven techniques for accomplishing things you wouldn’t believe from a student organization.
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Afterall, this is volunteerism!
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Student Organizations, The Most Important Resource

How To Get A Job?

Sure, students come to college for an education and then hopefully  to get a job.  It seems a normal expectation. Learn a profession, go to work.

Unfortunately, today's system doesn't quite work this way and many students reach the end of their college careers without any opportunities, job offers, or even hope. In today’s economy and in most professions, the talent supply has always exceeded demand.

In facing a crowded job market, recent ad graduates find that experience usually outweighs one's education, at least in the eyes of a potential employer. It begs the question, why did I put in all those years at college, learning copy, layout, media, research, and related subjects when the bottom line usually is what did you do on your last job?

A good question. Why should anyone go to a university if the payoff in job opportunities is zip!  Well, as Clark Gable, the experienced but little educated newspaper man said in the movie "Teacher's Pet" to the young office worker who thought formal schooling was useless in the real world, "If experience is the jockey, then education is the horse that keeps that rider in the race."

And why, a student organization needs to be a vital part (like the legs) of that "horse", making sure a student's college education works not only in preparing a student for the race but being the main vehicle for getting the student in the race.
How Do You Really Get A Job?

Anyone who's looked for work in advertising knows that it's a difficult and often discouraging process. Remember, supply always exceeds demand.  

Having been on the interviewing end of this situation, it wasn't unusual to have over one hundred applicants for every job opening. Think about that. Reviewing one-hundred twenty resumes. Trying to decide who will make the first cut, who will be among the finalists, who will be called in for interviews, and who will be the chosen one picked to join the company? It's such an exhausting process that quite often the whole selection process is bypassed in favor of a faster solution: recommendations by people you trust or your own knowledge of the market and people either actively looking or, having jobs already, would possibly be interested in relocating.

Thus, it comes down to who you know (or who knows you and that an opportunity exists) and therefore being in the right place at the right time.  Clichés, yes, but true. In the end, people of any professional pursuit (including students) will get jobs either through contacts or being the recipient of good timing, or both!
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Contacts and timing.

It's obvious that sitting in a classroom will do little to enhance your student's making valuable contacts or taking advantage of a professional opportunity when it occurs. This is where a student organization comes into the picture.  Student organizations can, no, should be providing a ton of out-of-classroom experiences which throw club members together with market professionals. This is your local "loop." When opportunities develop for internships or fulltime jobs, organization members have a shot because they know or have met someone. More importantly, someone knows them and has (assumingly) a favorable impression.

The chapter can do this in so many ways. The schedule. The guests. The involvement in the local professional club. The scholarship activities. And the marketing of the student organization and its members to a world outside the campus.

If the organization is doing what it should for students, then it should be providing not only out-of-classroom experiences, but more importantly, creating out-of-classroom job opportunities for members about to graduate. This handbook will detail how to develop, organize, and run a student organization working towards this basic goal: being one of the single most important and meaningful elements in a student getting an education and a job in his or her chosen profession.
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Getting Started

The First Meeting
Very important.  In fact "meeting" is a misnomer. This isn't a meeting, it's a PARTY! The look, the image, how existing members act with each other and with potential members all play a part in making the right impression on students who are here to see what this student organization is all about.

A tip about accommodations and atmosphere. Whatever number you realistically hope will show up, make sure your room is a little too small, that there's plenty to eat and drink (preferably free), and that there's an element of music, which along with the lighting can be controlled when desired. If the situation is a little crowded, a little too warm, and the music seems a shade loud at times...great!

Officers and members should be advised to mix and introduce. A lot of students here won't know anybody and if they feel alienated, you can forget their membership. Another thing, you want to appear organized but not too organized or perspective members might ask what's there for us to do, except follow along with someone else's plan.

And last, make sure your president and treasurer are alerted to work the door when students are arriving. Name tags (preferably with the chapter logo) should be available, as well as copies of applications, an updated list of members who have already joined (only if this is long enough to impress...like 20 or more), and some cash to make change if necessary.

Who's In Charge?

The first meeting is hosted (emceed) by the president. The president introduces the other officers, the advisor, and allows each to say a bit about themselves and the organization. The president also gives an overview of the year's possible activities (possible because the board has yet to approve any activities) and what advantages can be offered to members. Keep it short, because you don't want the overview to crowd out why most people are this meeting in the first place: to have a party. And why, if at all possible, have your first get together off campus, at a place with a reputation for having a good time.

The Elections

In addition to recruiting more members at this bash, the party serves as a springboard for the upcoming election of committee chairpersons (publicity, community service, finance, social, awards, and programs). The president and 
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officers (vice president, secretary and treasurer) having been elected at the end of the previous semester), explain the responsibilities of each committee and pass out job descriptions (see samples in appendix) outlining what is expected from each chairperson. It's at the next meeting (normally the following week), these chairs will be filled (voted upon).           

So, if students are going to get interested in joining the organization and trying for one of these positions, the first meeting is the best time to plant the idea. Plus, the first meeting is a good time to encourage certain individuals to run, reminding them that if they are interested, they need to become a member ASAP. I might add that the president should take a very active role in this process to insure (as best one can) to get a good slate of candidates for the election and avoid the possibility of someone running for office just on a whim (and winning!).

Both the first meeting and the committee chair election should take place early to mid-September so the organizations's board of directors can be in place quickly and in a position to start making decisions for the year (like establishing a budget and schedule). With members hopefully joining at a rapid rate after meeting one, you won't hold them together long if a schedule of activities isn't developed, presented and carried out.

The Schedule

Obviously, the previous year's schedule is going to be a factor in producing one for the current year. There should be some continuity with what served the organization well over the previous years (like events with student/professional contacts or awards originated by the chapter) but beyond that, the executive committee (president, vice president, secretary and treasurer), the programs chairperson, and finally the board of directors), should have freedom to develop activities and design a schedule which has their stamp upon it.

The basic scheduling begins with the executive committee early on based on the calendar and when certain repeated activities take place (see sample schedule in appendix).  General meetings, field trips, seminars, and student conferences are laid out with an eye on the university calendar (finals weeks, semester breaks, spring vacations, etc.). Then, when the programs chairperson is elected, s/he and their committee has the chance to fill in the specifics (what field trips, which speakers, etc.) and prepare a budget for all of these activities.

When the programs committee has the schedule completed (on paper at least), and the proposed costs are known, the committee chair will bring it to the board for a vote. Once approved, a calendar of events should be publicized to members as soon as possible. Also, since this process is or should be accomplished by the end of September, there's still time for this schedule to be used as recruiting tool for additional members. It makes sense that a good schedule indicates the organization is active and is worth considering for membership.
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Paying For It

Of course, all the planning and scheduling is a sham without funds to carry out the activities. Some clubs will have funds left over from the previous year (not many, however). Others will be starting from scratch, so an integral part of a year's schedule will be to consider some forms of fundraising and viable sources for raising money. These can include:

New Members - Whatever the dues structure, every new member contributes to the organization's bank account. Knowing that some of it will go to affiliating with a national organization (reasons for doing this, later), whatever's left over, be it $15, $20 or whatever, can collectively contribute to the bottom line  depending on the size of your membership. That's one good reason (perhaps the best) why it's critical to recruit as many members as possible.

New members alone won't fund all of your planned activities, if you have schedule that's meaningful, beneficial and fun for your members. One good way to sell the organization is to show prospective  members how the chapter will be giving back a whole lot more (from a cash point of view) than what they contribute in dues.  IF this is true, and say each member pays $15 to the club, and you show that the chapter will cover registrations fees for a locally sponsored career day, will provide transportation for field trips, will distribute a monthly newsletter, throw parties, provide name tags, and the like (for examples) and you show how these all add up from $40 to $100 (IF he or she takes advantage of the opportunities in this year's schedule), then it doesn't take a rocket scientist to realize there's some serious fundraising required to follow through with this promise.

My philosophy and possible sources for your vital additional funding are both covered in Chapter 7.
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The Art of Publicity

Everything the student organization does has the potential for some kind of publicity. So it's pretty important to quickly decide who's doing what on the publicity committee, how it will be done, and some idea when it can be expected to be completed. I've put in the appendix an overview of the types of things a publicity committee can and should be tackling. What I'd like to discuss are some ways for getting it done.   
Organization

Basically, you're in trouble if a student organization doesn't know how to promote itself. However, a little forethought and follow-up by the publicity chair and yourself can ease the number of times you walk into the school and don't see a single word about tonight's program. Publicity can go in so many directions that the bureaucracy of a comprehensive plan can sometimes overwhelm a chairperson, especially if s/he got into it only to make posters. You can help avoid publicity meltdown by doing the following.

Though the chairperson heads the committee, it's the collective responsibility of those people on the committee who get the job done. For instance, either by volunteers or designation, someone (or two or three) should have the responsibility of making sure the central bulletin board is timely, informative, and exciting with respect to whatever's happening or has happened. Someone (perhaps an errant PR major) should be assigned getting out press releases to the local papers (hey, how 'bout your student paper? Don't they have an activities section?) and be doing this about every week. There should be a group ("cadre" might be better for morale) who do nothing more than physically get the word out (read into this, put up flyers). There should be a designated photographer, webmaster and so on.

With all these assignments, you can see that the publicity is your biggest committee and needs to be in order to pull off all the necessary tasks.  Fortunately, many students joining the organization want to be on the publicity committee so bodies usually aren't the problem. That’s why the organization’s publicity chair is and should be an administrator/delegator AND the main person who follows up to make sure the “what” and who actually gets done! This is a KEY responsibility for timely publicity is based on deadlines. You don't get another chance to promote last night's meeting. A couple of students falling down on the job should either be counseled or replaced (see replacing in index).

I've found that most chapter members grow disinterested when they, believe it or not, don't have anything to do. By assigning everyone something to do that's consistent and understandable, it gives members some involvement over club operations and therefore some longevity in their participation. This being said, it also behooves the publicity chair and the president to quickly compliment and publicize the efforts of everyone who's contributing, no matter how minimal.
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Methods

As I've indicated, the student organization can go in so many directions with publicity, what are some of the more obvious.  Here's my list for basic controlled and predictable publicity.


INTERNET – Obviously, the quickest most timely way to communicate with members is in some digital manner. Plus this method saves a lot in postage and materials. A well-publicized Website can be an effective online “bulletin board” for non-members and the campus as a whole. Since almost every school has a site dedicated to student organizations, a link to your own page allows access by curious students. An up-to-date Website should be a centerpiece for not only promoting the organization and its events, but a place that establishes an image. For many, the chapter is what they see on this site. So if it looks disorganized and boring, the organization is perceived disorganized and boring. Make sure your web master knows what he or she is doing.


BULLETIN BOARD - Students stand around in the hallways waiting for classes to begin, so the board is your chance to communicate. For members, it can  tell them what's coming up, what's happened, who the latest members are and a vast array of other possibilities. It's also a good place to post pictures that also appear on the Website.


FLYERS - since the bulletin board is stationary, the message being promoted should be reflected in flyers. Where do they go? Well, wherever it’s permitted in the school itself, then out on campus (where legal), then to other buildings on campus like art and marketing (depending on the nature of the program being publicized). Flyers should be inexpensive to produce.


NEWSLETTER - no less than a monthly edition online to keep members and others on the email list (like alum's) current on what's happening, new members, members who have internships or part-time jobs, any relevant accomplishments, the presidents message, etc. The format of the newsletter should be simple and easily executed, or the whole monthly process becomes discouraging and delayed. In fact, though the president is the club's primary delegator, this is an area where s/he should pretty much do all the copy and forward it to publicity for distribution and posting online. 


PUBLIC RELATIONS - Public relations? Yes, public relations. And probably why it's a good idea to recruit some students from this curriculum to be members of the organization. Sure, you're going to have plenty of visibility with the website, bulletin board, flyers all over campus and emailed newsletters. But you'll also need the legitimacy of stories appearing in newspapers (especially in your student publication) as well as mentions on the activities page to compliment the organization’s ad efforts. A good relationship with the current student editor doesn't hurt one's chances for getting some of this "free" publicity.
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Regarding the use of mail (and therefore letters), the club should have its own stationery (letterhead, envelopes) for any correspondence of this nature. Letters from the president (who besides you will be writing most of the letters representing the organization) should always be put on chapter stationery and sent in chapter envelopes. Because a local printer usually has ties to the school in some way (if not, search for an alum who has a printing firm) it's not impossible that if someone on publicity does a design for the stationery, this printer can run produce the necessary quantity of letterhead and envelopes at little if any cost.
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Recruiting New Members

Who Does It?

Though it's the primary responsibility of the organization's vice president, it's really everybody's job. Which, if left to this general description, means that nobody would take up the reins and go out to get some members. Thus organization and planning is required to make things happen.

Effective recruiting this year is influenced by the previous year when hopefully the chapter has put down a good track record, one that not only proves a club exists and does quite well, thank you, but establishes some credibility for your current member solicitation. Having a successful story to tell from last year is a real big help, but isn't critical if the club has a plan for recruiting. Here's what they AND you should be doing.

You and professor-like colleagues should be promoting your school's organizations in every related class. Realistically, only you will have the desire or initiative to do this. That's okay, as I'll explain later. However, aside from just talking about the chapter and what it's currently doing before classes, there's an important incentive you can add to the selling mix. Make joining the organization worth some extra credit points in particular courses.   

This may seem like a blatant bribe to get students to join the chapter. It is. But look at it this way. In doing your job, you try (or should be trying) to encourage students to have as many out-of-classroom experiences relating to their major as possible (internships, face-to-face encounters with market professionals, etc.).  And what other organization can do this better than the one you’re promoting? Plus, you know how lethargic students can be, so by offering this type of extra credit, you're actually doing them a favor by getting them involved with the chapter. Caution: make sure there are enough other extra credit opportunities to avoid being accused of selling extra credit points

Starting Early

So, as you beat the drums for members in specific classes, what are members doing? Because the bulk of recruiting takes place early in the semester, the "members" will consist mostly of your officers and some early joiners. Efforts, like I said, should start in the semester (fall and spring) as soon as possible, while students are deciding what they want to do besides go to class and party. Remember, they only have so much discretionary time and if you don't grab a piece of it (as well as their discretionary dollars), it won't be there for getting it later.
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Your corps of recruiters, led by the president, should be doing the following:


Class Visits - As I said earlier, you probably won't get a lot of 


cooperation from other Profs in selling your organization to their classes.  Therefore, just ask them to let a couple of reps visit their classroom (see sample memo in appendix) to give the chapter some visibility, hand out applications and whatever promotional materials are available (like last year's “spectacular schedule,” reprints of a recent newsletter, etc.)

Freshman Orientations - Every school has these. What better place to sell an organization than to students who don't know what's going on yet? If this recruiting team does the job properly, they create a spark that fires up an imagination for being part of the school's most dynamic club (freshmen are so impressionable!). And it's a perfect time to lock in some long-term members no matter what their major ends up being. These orientations can be university sponsored, school sponsored, whatever. Check into it. You might find that only you as the club advisor can make the pitch. If so, make sure you're club members are there to provide student visibility and to answer questions afterward. Have them wear their club t-shirts, if available. 

Last Year's Members - It seems like a given that last year's members would be this year's members. Not necessarily. And why the above team, especially your president (if not yourself) needs to make some personal or email contact with those who aren't (or don't seem to be) coming back into the fold. 

Applications 

From one year to the next (read into this, the summer), almost every piece of correspondence, like the club's continuing online monthly newsletter (remember, your president writes the newsletter so during summer, s/he can recruit other members of the executive committee to get this publication online), should talk about joining the organization early, and provide electronic applications for doing so.                     

Consider providing some kind of incentive (free directories from you local professional adclub to the first fifty joiners is one type of incentive that bodes well for future job opportunities).

You can't have too many applications spread around. Besides, emailing one in correspondence to last year's members during the summer and those early fall messages, there should always be some printed copies in your briefcase/folder to hand out in classes as well five or six tacked up on the organization’s bulletin board (see sample application in appendix).  
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Notice on the application, that in addition to the normal dues, you allow an opportunity to cross-sell chapter T-Shirts (recall that these are intended to be fundraising in nature) at the moment their checkbook is open (hey, what's another $10, $12, or $15?). Strike when organization enthusiasm is high! 
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Scheduling for the Year

The Mix

Scheduling or pacing the year's activities needs to be well planned and thought out or one of three things can happen. The organization has too few things going on to maintain member interest. The chapter has too many things going on which creates burnout on those who do most of the work, especially the programs committee.  Or third, without thinking about what else is happening on campus, the chapter has to frequently cancel and reschedule events and meetings which tends to confuse and demoralize members.

If you're new and have little attachment to past programs/events, the schedule is wide open. Guide your officers and your committee chairs (programs, social, awards, finance and community service chairs), all who have activities which impact the schedule, to do the following:

First, to put a tentative schedule together as quickly as possible after committee chairs have been elected. Even if some of their ideas are tentative, it's critical to get the semester started. Members are eagerly waiting to see what's going to happen and if they don't see something soon, they're going to lose interest, permanently!  

Second,  break the schedule into the following:



General Meetings



Field Trips



Special Programs



Parties



Fundraising



Community Service



Professional Organization Activities



Awards & Recognition



Student Conferences



Elections

If you do just one thing in each area, you already have a schedule with eight activities. How you mix them and how often they occur will determine whether your organization has a successful schedule or not. Here's a breakdown on each.


GENERAL MEETINGS - These are usually held no less than two times during the year, both at the beginning of your semesters when students are considering whether or not to join. They're usually without a formal program for to do such would take away time to give out information like an organization overview, goals for the year (semester), giving each officer/chairperson a chance to speak and do whatever else is necessary while you have members gathered together in a rather captive situation.  
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General meetings should be designed to be like a party where only a little bit of business takes place. For if your chapter only has two of these, they really become primary recruiting tools, whose image and format can do lot for either bringing in new members, or turning off both perspective and existing members.


It may seem that only two general meetings a year is too few for a membership to feel that they’re part of the organization. This might be true if there weren't other opportunities for an exchange of information between the membership and club leaders. However, if the president and publicity committee is doing their parts in emailing monthly newsletters, and if the other committee chairs are having respective events which bring members together with their leaders, this charge is invalid.


FIELD TRIPS - Going somewhere always has the air of excitement. A schedule which has some activities taking members off campus looks more exciting. Of course where you go has a lot to do with the excitement.  Your programs chair might consider destinations relating to the purpose of the organization, anything which lends itself to a tour and some input about what the chapter is all about. These trips are great for bringing to life what’s being taught out of the text book.


Keep in mind that trips like this need to be well planned, from expected duration, transportation arrangements (individual cars or club paid vans/buses), time of departure and expected time of return, where to gather before leaving, possible in-route refreshments, perhaps stopping somewhere on the return home for eats and drinks (have officers decide before hand who's pays, the club, the individual members, or shared), making sure publicity has the necessary  information to properly get the word out, and that the company you're visiting has been sent a confirmation letter with details about your arrival and departure and who should be called if the trip has to be called off.


Two to four field trips shouldn't be out of the question when looking at the entire year. Advise your current programs chair to consider trips not accomplished the previous year for a couple of reasons. It gives returning members something new to look forward to and it keeps your organization from wearing out its welcome through frequent repeat visits.


SPECIAL PROGRAMS - This is when your chapter brings somebody special or a group of special people to the campus and can be "icing" on your scheduling “cake.” The flexibility which exists here is unlimited. Dynamic speakers with lots of samples or videos are sure success and create that invaluable word-of-mouth publicity about chapter activities. Club members will always open to a good show that's close (on campus or near the campus).


But programs can so much more than this. They can be themed and designed to focus on a particular area of interest, where besides a presentation, 
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the members get to interact and do something that's hands-on. OR the club can sponsor programs which introduce the organization to the school, inviting a number of professionals who are experts in particular areas to make up an EXPO for instance. OR the chapter could sponsor a series of seminars focusing on job preparation or becoming literate with some of the computer programs used by the professionals. The sky's the limit and your programs chair should be encouraged to use his/her imagination.


Concerning the job preparation seminars, I've found they're better placed during the spring semester, when members usually have a shift of interest due to warmer weather and spring vacation. If your chapter can offer something that at least seniors are thinking about and juniors should start thinking about, like how to get a job after graduating, then the schedule is timely and interesting.


Because program-type events can and should be diverse enterprises, they'll usually involve not only the programs committee but also the services of your social committee and of course lots of publicity.     


Of all the things on your schedule, programs will have the greatest impact on getting members out to do something (yes, even more than most club parties). Programs are also good at attracting students who might become new members. Regarding the latter, it's wise to allow chapter members to come to these events at no cost while charging non-members something to get in the door. If some of your programs can be a service to any student (like programs on resumes or developing a portfolio), it would be unfair to members to allow anyone to attend.  By charging an admission fee, it makes being a member worth something AND gives your chapter a chance to do a little fundraising at the same time. 


Another thought. At any meeting or program, if your club has hats,            t-shirts, or whatever to make a few bucks, the finance chair (or whoever is responsible for these items) should make sure they're at the event and on display, ready for sale. Everytime the club meets it should be thought of as an opportunity to increase membership and raise money.  


Programs are real image builders directed not only to your own membership but also to the membership of rival organizations. In fact, you have a chance to impress the entire campus with great programs and great publicity.  Two or three program-type meetings should be an integral part of the year's scheduling.


PARTIES - We touched on parties earlier. Without a few of these, some of your membership might look at the whole year as a little boring. Frankly, there will be a number of members who joined just for the parties. This is an element you'll face throughout your life. Just deal with it.
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Tell your social chair that besides taking care of refreshments whenever other committees request such, you want a couple of eye-popping parties along the way. A good time for such an activity is usually at the end of each semester. The holidays and end-of the-spring-semester election provide the reason and impetus for showing the members a good time. Since budget can play a part in how much of a good time, you can hope that the organization has planned early and done the proper fundraising to accomplish these plans OR make the event a pay-as-you-go type occasion.


The holiday break is a natural for one of your parties but make sure the scheduling allows for finals week. In other words, schedule it sometime the week before finals, or you'll lose whatever chance there is in getting members/guests them. If the chapter’s holiday bash is designed or themed properly, here's a great opportunity for members to bring guests and if the invitation is deemed open, for other student organizations to want to come, all for a price of course. It defrays the cost and might even trickle a bit into fundraising.  Remember, club shirts/hats/etc. at the front desk! 


Your year-end election is rather structured but critical in getting members out to vote on next year's officers. If this can be construed as some kind of party or picnic (again, before finals week) then you should be able to get a respectable number to show up. Indoor or outdoor, this time of the year will allow both.


Speaking of the great outdoors, your social committee might want to consider a springtime adventure like canoeing, camping, just something totally unrelated to the organization, but a chance to get away from it all for a day or two, get to know one another better and just have fun. Even if there isn't a universal appeal to do something like this, it still looks good to both members and non-members that the chapter is always thinking of their needs.


FUNDRAISING - We're not going to get into the methods of fundraising here. But you should allow time on your schedule for this to happen, if nothing more than just knowing your members will be devoting time to such activities.


Some fundraising events can be planned and put on the schedule so     your membership can plan ahead to hopefully participate. However, a lot of fundraising comes up suddenly and is, quite frankly, more of a happening where publicity gets on the phone and calls what members they can to help. For instance, your chapter could be on a list of organizations willing to clean up the school's auditorium after a concert or basketball game. If called, your club has got to act fast via email and cell phones to mobilize sufficient numbers usually in a matter of days. And though this fundraising activity becomes a part of your schedule after the fact, there's really no way you can schedule it with the certainty of a general meeting or program. 
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COMMUNITY SERVICE - Because these activities should be short and quick (better for getting volunteers), they can be a part of your scheduling without becoming burdensome or requiring a lot of time and preparation. 

The point of community service is obviously to give something back to the university or community, make your members feel better about themselves and the organization they belong to, AND to get publicity for the chapter. Realistically, of all the scheduled events you come up with, nothing gets attention or the willingness to publicize like community service activities, and why three or four of them need to be planned


You should be advising your community service chair and his/her committee is to find something the chapter can to in a few hours, like sing carols to nearby nursing homes, or take Easter baskets to hospitalized children. Though you're talking but a few hours for each event, you're actually putting something on the schedule which doesn't seem so self serving and, believe it or not, can act as an attraction for new members. Volunteerism works this way a lot, even in student organizations.


PROFESSIONAL ADCLUB ACTIVITIES - Your nearby professional association can be a big enhancement to your schedule, one where little preparation is necessary other than publicity and getting your members where they have to go.


Most professional clubs will have monthly meetings. All of them will have some kind of annual awards. And almost all of them are interested enough in students to sponsor some kind of career day or seminar. When this happens, your chapter can hop on their bandwagon and promote it as part of the student  schedule. Nobody really has a problem with this. In fact, pro clubs like this because it means more attendance (and registration fees). Speaking of that, if your budget looks decent, these professional meetings are a good way to give something back to the members by paying for part of or all of whatever admission or registration fee that might exist.


I can't emphasize too much the importance of these meetings to your club and membership. Exposing chapter members to the real world and the people of that world fulfills the primary mission of your organization. Second, this exposure builds familiarity between the local pros and your membership which enhances the possibility of internships and jobs. Third, if there are any scholarship offerings by the professional chapter, knowing your students doesn't hurt their chances of being a finalist. And finally, usually (I use that word cautiously) the local professional club does a great job in making presentations and putting together seminars and workshops.  So, your club looks good by offering opportunities where members can be impressed.  Plus, it's another way to get your students into another off campus experience.
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To find out what's happening at your local professional chapter, go online and get an exact schedule of monthly meeting times, upcoming programs, scholarship application due dates, career conferences and the like. You turn it over to your officers and programs chair and let them decide (with your advice) which ones to include in the schedule.


AWARDS & RECOGNITION - A lot of this can dovetail into an existing meeting or program. Awards like Chapter Member of Year and Faculty Member of the Year, as well as any professional recognition should be done as part of your year's last meeting, the election picnic (or whatever wraps choosing the chapter officers). 


STUDENT CONFERENCES - Past members indicate that the most meaningful, most memorable event on their schedules is attending an out-of-town student conference. Usually sponsored by a professional affiliate, these excursions can last two or three days and, besides giving your members a chance to meet other market professionals, a way to imprint their minds with memories which last forever.


Depending on your location, these conferences can happen throughout the year. Due to limited time and money, most student organizations would have the ability to attend only one. I've found that some of these conferences happen during the spring semester which is a good time to add scheduling “spark.” There is a cautionary note however. If you go ahead and put such a meeting on your schedule early in the year, even if it's not a specific conference, then it behooves you and the chapter board of directors to make it happen!  In other words, decide how it's going to happen early on, how much it  will cost, and budget/fundraise according. Promising an extravagant trip and not following through is a PR disaster for ta chapter's image.


ELECTIONS - By now you've deduced that I advocate having officer elections at the last meeting of the year. Therefore, no special date need be added for this.


Another election to be considered is the one where the majority of your board members are chosen, the committee chairpeople. There is a best and only time to do this. The second meeting of the fall semester, right after your party which kicked off the year (assuming you've listening to me). The first meeting will set the stage in getting people interested in the organization, have them joining the chapter and start them thinking about running for a committee chair.  Your election should be no later than a week after the party. Why? The longer you wait to get these committee chairs in place, the longer you wait to establish a schedule and the longer your membership and potential members wait to see what's going to happen this year.












(2005

Equity & Latitude

As I said earlier, even if your club doesn't have a whole lot of scheduling “equity” built up, in other words nothing consistent has been going on over the last few years, the chance to advise a meaningful schedule is still great. You can help students plug in some (hopefully most) of the before mentioned activities. With an eye on the future, remind your students that some events should be considered as ongoing and repeated each year.  For instance, a club sponsored EXPO is a wonderful device for highlighting the profession, the chapter and your school. Awards should never grow old because recognizing the good work of students never goes out of style.  Or, what about offering job preparation seminars each year, changing the subjects but remaining consistent in helping members be ready for the job market

It's not that you're recommending the chapter keep doing the same programs or events each year. But certain service-oriented areas which lend favorable publicity to the organization like a fair which educates students about the profession (EXPO), awards which recognize students and meetings which prepare your members to get jobs (job preparation seminars) and perhaps others should be the foundation around which your club builds an annual schedule. Students still have plenty of room to improvise and put their own stamp on a year that is interesting, beneficial and fun for the membership

For a look at a sample schedule, refer to the appendix.

Off-Schedule Meetings

One last thought. Your formal schedule affects the entire membership. So if the organization initiates most of the above suggestions, the schedule might have 15 or 20 items on the agenda. Remember your board of directors will (should) be having from 6 to 10 board meetings during the year and your executive committee (officers) a like number of meetings. So when you’re pushing (advising) in the area of scheduling, remember students do have other things in their lives besides the organization like school, work, possibly a relationship, sleep, etc.  
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The Makeup of Your Meetings

Though most organization meetings have different agendas (and goals) there are some consistencies which are predictable and can be prepared for by members either designated for that meeting or who have that specific responsibility throughout the year. Here, we're not talking about what type of program or the best ways to promote it. What we're looking into is the physical location of the meeting and other factors which can contribute to its success, both actual and perceived.
Organization

Okay, let's assume your programs chair has submitted a slate of ideas to the board and after some discussion, they have approved the events and programs.  Publicity has been given the go-ahead so the next step is to answer some key questions and take appropriate action.  For instance:



Where is the meeting going to be held? 

Good question and basic. On campus? Off campus? A lot has to do with the type of event or program. If professionals are coming in with some kind of presentation, depending on what kind it is, you might want the control of an on-campus facility where any required A/V equipment can be easily arranged and/or set-up (some of your classrooms have this equipment is already in place and ready to go).

If however, your meeting is a themed event appealing to other students besides your membership, then an off campus location will be best in terms of appeal and generating anticipation and excitement. The downside of going off campus is the greater effort required in getting any props or A/V equipment in place, and the extra cost involved in possible booking fees.  

Looking at the list of meeting types in the last chapter, I would recommend the following with regard to where you have your meetings: 


General Meetings - Almost always on campus for the convenience and familiarity of where to go for club members. Most campuses have rooms available but require planning ahead to make sure your club gets a room on the day and time it wants.


Field Trips - Not really a meeting but an occasion happening somewhere else. Your programs chair's main concern is arranging transportation for everyone wishing to go, setting up some kind of RSVP sign-up procedure, making sure everyone knows where to meet, what time to meet, how long the trip will take, and if there's a side trip either going or coming for eats or additional entertainment (members need to have enough cash if the chapter isn't picking up the tab).
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Special Programs - Almost always off campus unless the program requires the physical setup of a campus classroom. Thinking ahead is important here too, because most places with suitable meeting rooms tend to be booked well in advance. So as soon as your schedule for any special programs has been approved by the board, your programs, social and awards chairs should be out scouting for locations, costs and bringing them to the board for follow-up approval.


Parties - Without a doubt, OFF campus. Anything less reminds attendees of school, professors, homework, and other things to take the edge off the festivities. Sometimes your student union will have facilities which might do the job and not destroy a mood. Before committing, however, both you, the president and the social chair should take of look. Parties mean fun (or should) so the reputation and ambiance of an off campus location can do a lot to enhance and build the anticipation of members and the non-members you hope to attract to make a few bucks on tickets sold.


Fundraising - Again, not a function where a place or room is needed, usually. But it is place and members who are involved need to reminded that they have volunteered, when and where to be, and what it is they're to do when they get there. When a fund-raiser involves a lot of members, I advise your club have an on-campus briefing where the person in charge or coordinator can talk to the volunteers face-to-face and answer questions. This briefing will need a room of appropriate size and the thinking ahead to schedule it.


Community Service - An event which in more cases than one will take your club someplace to do their community service. Like fund-raising, this should have the usual coordination by your community service chair, informing members what's happening, when, and where to be to take advantage of arranged transportation or where everyone will be going to do the community service project.


Professional AdClub Activities - Location here is naturally a prerogative of the host organization. As early in the school year as possible, your programs chair should be getting these locations so s/he can be thinking and making arrangements for transportation. Transportation can be by van(s) secured from the school or by individual cars. If the latter, all drivers should have a map on where they're going, members should be told where they're going, how long they'll be there and the expected time of return. Keep in mind that with students, there are always classes, jobs and other commitments to consider. An excuse memo to their instructors from yourself helps alleviate some problems a prolonged absence causes by some of these daytime activities.


Awards & Recognition - It's a good idea to have this off campus or in a facility on campus which has the seating and proper ambiance for an occasion recognizing students and possibly faculty for their excellence. 
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You and other university organizations will be demanding these campus facilities too so the awards chair should be setting dates and places as soon as possible, then getting the board to buy off on it so the location can be nailed down.


Student Conferences - Hopefully, out of town someplace. Here you've got big logistics' problems. How many are going (sometimes not known until the last minute)?  Remember, students usually don't think that far ahead. How is the chapter getting to that distant city? Car, plane, or van? Whatever, there's going to be a cost factor which needs to be addressed by the board early in the year so some accurate budgeting/fund-raising arrangements can happen. Like any other trip, your members need to know where they're going, where they're staying, hotel/motel accommodations, some suggestions for proper dress, how much money to bring and what day/time you'll be returning to campus.


Elections - These meetings usually have little interest or drawing power except for those running for a particular office. So it behooves the programs and social chairs to create an atmosphere for these get-togethers (end of spring semester for officers and early fall for chairpeople) that will get lethargic members to come. It's especially important to have a good turnout so there are sufficient numbers of members voting on each of the officers/chairs.

An interesting video is a good attraction for your election to pick chairpeople. Refreshments should also be considered.  At the end of the spring semester, when officers for the following year are chosen, something outdoors like a picnic is different and easy to pull off (weather permitting). One of your local parks usually has a pavilion and some grilling facilities for cooking. Arrangements usually are made through the Parks Department, well in advance.

Appearance & Decor

For most of the meeting rooms on campus, there’s not a whole lot you can do to improve the ambiance. What's there is there. However, there are a few little things which can be added to give your organization the aura that it's competent.


Banner - Your chapter should have a large something which contains the name and hopefully some type of graphic/logo. You don’t have to spend big bucks on this item, unless big bucks are available. Assuming they're not, a trip to your local Kinko's (or equivalent) will enable you to reproduce a large poster- like size with your club's name and logo) on a 5x3 sheet of paper. This isn't the biggest thing you could put up front in a room, but it will do the job and let everyone attending your meeting know whose event they are attending.

Another idea for your banner (if it’s paper) is to have all the club members put their signature somewhere on it. Sure it will make the overall graphic look a little busy, but it also lets everyone who sees it know how many members this chapter has and it gives all the signers a small amount of ownership and visibility in the club.
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One last thought about your club banner, put it up every time there's a club function, both on and off campus. And make sure the club photographer is taking shots some of which have the chapter logo somewhere in the background. It's these types of shots which tell a casual observer YOUR ORGANIZATION was responsible for this gathering.


Front Desk/Table - At the entryway to every meeting there should be some kind of setup. A table and a couple of chairs will do nicely. This does a number of things aside from giving those showing up a feeling that your function has some order about it.  First, it's an area where members and non-members can be greeted and noted in some way. There might be a sign-up attendance sheet to record who's participating and who's not. Or if there's a charge for non-members, this is the place where they pay before going inside and getting lost in the crowd.  Second, a table gives your club a chance to display pertinent material like applications, schedules, next event promos, and even the selling of some T-shirts.  And, last but not the least, here is where your members can pick up their nametags and non-members can fill out their temporary versions.

What I've said about entry arrangements pertains to both on and off campus events. Perhaps more so in an off campus establishment where control and crowd management is not only important to the organization but also to the continued good relations between your chapter and the place where you're meeting.

If you're wondering who makes sure these things happen, it's your programs chair and his/her committee. Materials like the banner, applications, schedules, etc. are usually in your hands or those of the publicity chair. Name tags are also the responsibility of publicity though sometimes it's just more convenient to let programs take care of them after publicity produces them.  Physical items like the securing of tables (if program demands more than the entry table), chairs, video equipment, extension cords and the like are the responsibility of your programs committee.

If plans have been made to have some kind of refreshments at your meeting short of having the event catered, the social committee is responsible for securing the food and beverages, any necessary containers, the ice, and the distribution (if not self-serve) and the cleaning up afterward.

When and What Time?

I've heard a lot of pros and cons on when to have chapter meetings. Some people say the best time is on the weekends when students have more free time.  Others say to capture students, schedule activities during the week when their minds are on school and school functions. I tend to agree with the latter, having tried all the possibilities.
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The weekend is just too distracting and quite frankly provides more enjoyable options than whatever your organization could come up with short of the earlier mentioned student conferences in other cities. Of course sometimes your planned events, programs, and field trips have to fall on the weekend. If so, urge the programs chair to schedule them during the day and on non-football (or whatever the popular sport is at your school is) Saturdays.

So if we're confined to during the week, then when? Again, experience has taught me that meetings held on Monday or Friday evenings are instant death (read, NObody comes except the most loyal and beleaguered officers). Which brings us to the three nights of choice. Tuesday, Wednesday, and Thursday. And you ask, which of these has the inside track for attracting the most of your members? And my answer would be, all of them.

Club membership will have class and work schedules that are diverse and unpredictable. Putting your meetings on one night for consistency and memorability sounds nice but will alienate those students who have evening schedule conflicts. Therefore, give these students some options. Encourage your programs chair (and board) to move events and programs around in the week, where no one evening dominates. Members then lose their biggest reason for not participating.

As far as a time to start programs, the best time is 7pm whether at home (campus) or away. You're dealing with weeknights and there are some students who have homework and other activities to consider. A 7pm starting time allows you an hour to an hour and a half to get chapter functions completed and leave your members with time to get their own things done. If your meeting is somewhere off campus, allow time to get there and come back. From start to finish should be no more than two hours. 
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Making Money

The biggest reason whether a student organization has a successful year or not, aside from a core of interested leaders and a dedicated, pushy advisor, is if there's enough money in the organization’s account. It should be a given that whatever your chapter decides to do (within reason), it will do because it has the money or will have the money through fundraising.

How much money is needed? That depends on your schedule and how often adclub subsidizes member participation. Clubs not aggressive in raising money let members pay for just about everything. Cost for events, programs, and trips during the year are collectively paid for by whoever attends. It's no wonder that  members soon ask if they're getting anything for their dues besides a membership card?  After answering that question, some members will decide to save a few bucks by not attending so many meetings. Just what you don't want to encourage.  

To begin the fundraising process, you're organization should do the following: 










  

First, make plans for the year which are exciting without letting the cost or how to pay for them undermine the potential. This is the big plan that is supposed to attract new members and keep old ones. And you should be the primary cheerleader in this encouragement.

Second, get your members to believe they are getting their money's worth and then some for whatever dues they pay. If they can't see value by being a member, then the officers and your Website and email newsletter should be constantly pointing out how the chapter is paying for this and paying for that to benefit members and encourage participation..  
















                                 

For instance, your organization might pay registrations to a professionally sponsored student conference, pick up travel expenses to off-campus meetings, supply refreshments periodically, and naturally keep members informed with emails and current Website. Just add up all the expenses your club might be picking up for each participating member for a year. Then show that if a member takes advantage of all opportunities, hundreds of dollars of value can be realized.

That's right, hundreds of dollars. Figure registrations (usually $15 to $25 apiece at the student conferences), travel to and from conferences and meetings (by car, plane, or van, it can be $50 to $100 per member), add drinks, eats, and parties(where non-members pay $5), and seminars (again non-members paying $5 to get in), and you end up with a sum that impresses members.  

ANNOUNCING!  For only $40 (or whatever), members can get hundreds of dollars back in seminars, conferences, travel back and forth, registration fees, parties, and a year's worth of information from the club.  
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Sounds great. But remember, you and the club have to back this claim with a realistic budget and ways to get the money.

How Much To Raise?
Let's assume your organization has developed an ambitious schedule for the year with plans for all the before mentioned activities. Getting to this point shouldn't be a haphazard process because every dollar you'll have to raise is dear. You should arrive at a budget through the guidance of the executive committee, led primarily by the treasurer and assisted by the finance chair, who will have the main responsibility for finding ways to raise money, and input from all other committee chairs and what their budgets are going to be for the year. An accurate picture of financial needs is an important starting point.

My Philosophy for Raising Money.

First, go after significant chunks of money, like hundreds at a time, or you'll wear out the membership on minor income type activities. It may look good having club members busy doing something and they might even feel good about being involved in some way. But if your payoff is only $20 or $50 after expenses, your return isn't worth all the hours expended.

Second, don't commit your members to any fundraising activity for too long a time (like collecting aluminum or plastic which are worthy endeavors but take weeks or months to accomplish anything meaningful), for you'll risk losing member interest and as well as their dedication (remember, these are students).  Even worse, a bad experience like this will effect their participation in all subsequent club events. It's not worth the risk!
Third, don't rely on non-members to make or break your fundraising activity.  For example, you organize and sponsor some type of Olympic activity with many events to be entered and judged. Naturally, its success (and yours) depends on non-members being interested enough to attend and participate. Chapter members can be working their tails off but without response, the whole event becomes a failure not only in terms of money not raised in entry fees, dispirited members and the image of failure.

Fourth, don't create fundraising events which cost the organization money. Spending hundreds of dollars in related T-Shirts, buttons, room rentals, refreshments, speaker fees, travel expenses, etc., all have to be deducted from your fundraiser's income BEFORE determining whether the chapter made any money. It's discouraging to start out, or discovering afterward, that hundred of dollars which were raised, go to pay expenses. I've seen this result in a labor intensive fundraiser become a wash or even worse, LOSE money! Keep the costs down!
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Basically, just make sure your leaders agree that all fundraising ideas should be measured against whether they raise significant sums of money, whether they're limited to a concentrated period of time, whether success can be achieved with only membership participation and they don't cost much to put on.

Some Suggested Fundraising Activities.

There are a myriad of ways to raise money. Make sure they conform to my earlier mentioned criteria and that your chapter approaches all projects by involving as many members as possible, or cluster members and individuals into smaller projects, all which should be contributing to your organization’s bank account.

Some On Campus Opportunities


National Company Sales - Companies which represent services like VISA, MasterCard, and MCI often sponsor on-campus booths applications are solicited.  These companies look for student organizations for staffing. Your organization can provide the labor for three to five days. It's a good opportunity to get most of your club's membership involved, a shift or two at a time. The work is easy (usually indoors), the payoff is usually decent ($150 to $700), and members achieve some of the club ownership we talked about earlier. By the way, any member participation should be documented through photos (later appearing on the club's Website and/or bulletin board and certainly name mentions in the next newsletter).


T-shirts - Always a natural fundraiser but be careful and don't have high expectations. T-shirts as a fundraiser go against many of my fundraising philosophies because they take money up front to produce, the mark-up can never be high enough to provide big income and it usually takes a long time to sell these things.   

But I still advocate their use with certain qualifications. Why go to the bother?  Obviously, an organization needs “colors.”  They give the chapter a certain degree of legitimacy and they serve as effective promotional devices (little outdoor boards, if you will). The trick is to create a design which is timeless, one which can be sold from one year to the next, a shirt which can be produced for low cost (bid them out to various local companies), where you can make a two or three dollars profit on each shirt, and ALWAYS produced with fewer than you need (rule of thumb, one-third less than anticipated).

All other ideas for T-shirts should be discouraged. Aside from the upfront expense (which can be countered by finding a company to do them free), shirts associated with one of your events (like a holiday party) are nice but since they're tied to a particular date, they're almost impossible to sell afterward. They go from being a promotional fundraiser to a promotional expense.
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Event Clean-ups - Every college has sporting events and concerts where the clean-up is left up to student organizations willing to work the hours and tolerate the conditions. Like late notice and the burden of mobilizing the membership for service. Or the late hours required by events which sometimes don't end until midnight. Finally, the “glory” of cleaning up the mess of a few thousand (as high as fifteen thousand or more if you're dealing with a football stadium)) of less than thoughtful fans.

However, the upside of clean-up is it meets two of my fundraising criteria.  Though late at night, it's only three to four hours worth of time on your members' part. And usually, there are hundreds (as high as five or six) of dollars to be made. So, your chapter is working in the dark but really cleans up, as it were.

To do this, call the people at the arena or auditorium where campus sporting events or concerts or held and see who does the clean-up. If student organizations are in the picture, have your finance chair get the club's name on the list.


Sports Concessions - Another list you want your name on is selling concessions at your school's games and concerts. Though plenty of individuals make extra money doing this, most concession managers will work with student groups.

Here again, because of short notice, your membership will be going to work with maybe only a few days to get ready.  But, with fifteen or twenty members taking part, your organization can pull in a few hundred dollars in three or four hours work.

Have the fundraising chair look into this early in the semester and make some contact with whoever manages concessions. Once you're on the list and have a chance to prove dependability, the club can expect some steady work.


An Off Campus Opportunity

Student Conference Memorabilia - Every conference presents an opportunity to make some money via promotional type souvenirs. You should only get into this activity after first determining a few things.  

Foremost, will the host sponsor allow a visiting organization like yours to sell related items like shirts, hats, coolers, and the like for the purpose of making a few bucks.  The truth is, the host should already be doing this type of thing and making the money themselves. But like any volunteer event, things fall through the cracks and sometimes they're only too pleased someone else will produce items with their name and event on it. If you get the go-ahead, ask for exclusive distribution rights. It doesn't' t hurt to push a bit and sidestep any potential competition. Also, see if you can sell your merchandise at the registration desk, the one usually near the entrance of all the main meetings.
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Next, check to see how many students will be attending the conference.  Unless registrations are in the two to three hundred range, potential sales won't be high enough to make your effort and cost up front pay off. As a rule of thumb, you'll only convert twenty percent of those attending into buying a shirt, hat, or whatever you've produced. So, if you've produced seventy-five T-shirts at your cost of $10 per unit, the club has invested $750. Let's also say that you do sell shirts to 20% of the 300 registered at $20 apiece (which sounds high but since these are souvenirs of the conference and the only item students can take home as a memory, the price is valid), then you have an income of $1200 or a profit of $450, all of which meets my fundraising criteria.

Some other thoughts on conference souvenirs. Run the design and price by the conference coordinators before actually producing anything. Their approval or their board's approval eliminates any surprises and gets their ownership into the project which should permit you some promotional leverage like a place at the registration table, exclusivity, and favorable word-of-mouth by local professionals involved.

If this type of thing has been s success, and you know your school might be returning next year, as early as possible, try and get an agreement from the host club to let your group be the only one to make and distribute a souvenir of the conference.  Like I said earlier, it's usually one less burden for them to deal with and in the long run makes them look good.
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Interacting with the Pros

Because the origin of students is within the university, sometimes there is the tendency to keep activities and programs within this academic cocoon. And though importing professionals is a good way to learn about the outside world, it behooves you, your president and the club's programs chair to design a schedule which takes the organization off campus and into an arena of where professionals “do their thing.”

This function is critical to your members. Though a cliché, contacts and timing are the two main ingredients for students getting an internship or a job. Taking your chapter to the source will have members meeting pros, making positive impressions and building a portfolio of contacts which helps when graduation rolls around.  Here's how it can happen.

Guests

Despite the importance of leaving your campus, inviting guests to present programs is still an effective way to get members in contact with professionals, and they with your students. There are ways you can help programs when they're lining up speakers for the year.  One, suggest names from your own contacts developed over the years. Two, have the programs chair call your local professional chapter for names and companies of a desired subject area (while doing this you might request a copy of their latest directory or go online to get addresses, emails and telephone numbers. A directory is also a good idea starter for program topics. Three, call nearby student chapters for recommendations based on their experience and success with past programs. This will help in securing a popular topic.

Once your guest pros are arranged, the following steps should occur:


1. Confirmation letter - sent after the guest has agreed to come, complete with map of campus, instructions where to park, and a parking pass if necessary.


2. Publicity - committee should prepare and send a release calling attention to your guest and program, appearing in your school newspaper.  Publicity should also design a flyer for around campus/emailing to members and getting the organization’s bulletin board up to speed.


3. Procedure - your president welcomes, makes preliminary announcements, and then introduces the program's chair who provides background on speaker and then introduces him/her.  How effectively this is done can add or detract from the chapter’s image not only with your professional guest but with members as well.
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4. Photographs - during the program, publicity takes photos of your guest, the meeting as a whole and members who are attending. First, it provides something for your guests to remember via the Web site or bulletin board. Second, you're recording the event for club's album . Third, photos of members are good for strengthening the bond and commitment they have with your chapter. 


5. Appreciation - after guests have done their thing, the president and programs chair collectively present speakers with some kind of memento, like a certificate or small medallion. If your club has a full schedule with many guests throughout the year, you can spend a lot on these gifts of appreciation.  Just make sure that it doesn't look cheap, diminishing the chapter's image.


6. Follow-up - an email of thanks the following day. Within a week after your guest's visit, a thank you note co-signed by the president and programs chair along with a copy of the program flyer and photo(s) of the pro taken at the meeting. If any stories have run in the school paper, include those too.

All of this does not a great program make, but these steps, if done even halfway right, will leave a good impression on your guest. Interaction with the organization can effect how this professional talks about your students to other professionals AND how they perceive (remember) club members when later they're applying for a job at his/her company.

Local Professional Club

Without a doubt, a strong, continuous bond between your club and the local professional organization is the single best way to cultivate contacts and favorable impressions for your members.

Naturally, the best link to a professional club is YOUR membership and steady participation. You should strive to be involved by being on a committee or two, seated on the board of directors or even holding down an officer position. Your presence within the professional ranks not only creates opportunities for student/professional interaction but also is extremely valuable for making internship and job possibilities happen.

Basically, the ways to build bridges with a local professional chapter are:

1. Encourage students to attend the professional club's monthly meetings.  Since you'll be there, they'll have some point of reference. But don't let them clump together or hang with you because they don't know anybody.  That's the whole point of being at this meeting, to circulate and meet people, professionals who might someday be in the position of helping them get a job, make a reference, or recommend a promotion. I'd suggest that each member carry a resume tucked into their pocket or folder, just in case a pro seems interested. Contacts and timing, that's how it works.
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2. If your pro affiliate has a full schedule, then there's always the need for additional manpower (read, bodies) to help out. Young, energetic students volunteering to fill the holes are almost always appreciated by professionals because, quite frankly, your members will to do things pros don't want to do. Hey, that's a fact of life but if it gets your students closer to someone who can help down the line, so be it.

One of the professional club's biggest events each year is their annual awards presentation. It's normally made up of call-for-entries, judging the entries and presenting awards. Extra volunteers are always appreciated and if your chapter members get in the middle of something, do a good job, and make favorable impressions, then you're facilitating a primary mission.

3. Awards are just one function where students can volunteer. If the professional club hasn't been using students from your school, I'd recommend calling the local president and asking to be on the agenda at an upcoming board meeting. Then you can let these leaders know that your students are willing and able to help out with their activities. 

Outside Your Market 

Okay, enough about inviting pros to your campus or having students rub shoulders with them at local professional functions. How does this help those who want to get out of town after they graduate? For while local contacts sometime have a bearing on out-of-market opportunities, your student chapter should still be a resource for helping members who wish to pursue the profession somewhere else. Here's how that can happen.

Presuming you’re a good member in a local professional club, you can't help but be linked to other markets within your club's particular district (most pro organizations divide the country into districts) as well as with affiliated clubs throughout the U.S.A. At the very least, this provides online type information (names, emails, mailing addresses, etc.). However, if you go one step further and participate in district functions, perhaps even some national level activities, these are contacts your students can tap if their sights are on other markets.

A more direct way of introducing students to pros outside of your market is to take them there. Financially and logistically you might be a little limited in doing this. However, your club should be in a position to finance at least one trip to a nearby market each year (like a Dallas, Houston, San Antonio, Kansas City, St. Louis, just to name a few).  A non-structured approach would be to have your students choose a market, create some kind of agenda and set off with a plan for visiting companies and making contacts.
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A better way is just be part of a student conference sponsored by the market’s professional affiliate. These gatherings not only get your students together with area pros but also with a large number of other students who are interested in the same subject. Other students aren't necessarily good for future jobs but they do provide opportunities for socializing after hours. And, the cost of doing things this way is usually less expensive (local clubs know how to work the hotels, restaurants, etc.) than if you go off and do your own thing.

Internships

One of the best ways to get closer to the professional world is by having students intern for someone. Under these circumstances, students have effective hands-on learning experiences, the host company gets (presumably) willing and capable employees for little if any expense, and last, a lengthy contact is established, which if positive, could lead to full-time employment.

Your background and current activities with a professional chapter serve as a resource for any member wishing an internship. Most schools have formalized the whole process, awarding credit for students who meet certain criteria.

Last, going online can provide basic information about companies sufficient for club members to contact the right person and do some research for interviews. No matter where you go, collect names and business cards. You, the advisor, are the one constant in the club. Students look up to you. They depend on you. And through you, the chapter members will have the wherewithal for making job opportunities happen.
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When the Ball is Dropped

Hey, It's Only a Club

Nothing is more infuriating or can raise one's temperature more than when participating in a volunteer organization. Maybe it's the lack of a structured, "I'm the leader, you're the follower" relationship. Or perhaps with volunteerism, it's because there isn't really any leverage to get people to do things aside from their interest in the organization and how much altruism exists in their personality.

With a college organization, the difficulty in getting students to do things, even things they said they would do, is even more severe due to both the short attention span humans have between the ages of 18-24 and the fact that there are other priorities in university living, not the least of which is school performance, part-time work, socializing, and more often than not, a ensuing significant relationship (not necessarily in that order). All can throw up strong distractions.  Add other factors like warm spring weather, hormones and fatigue, and even the most interesting student organization has its hands full in motivating members AND leaders.

This is why every chapter will have to deal with situations where members have taken up a particular responsibility and not followed through. You the advisor will have officers and board members with which to contend. They in turn will have committee chairs and members in general to address when things don't go right.

I've found students in general usually do not like to assume or weld pressure with their peers. They are still at a stage in life where acceptance by their schoolmates runs strong. So even though they might be deemed "leaders," the downside of this position is the necessity of exercising of authority, telling other students what they should be doing, how to do it and when it should be done.                                

Then, when "those so instructed" don't do what they said they would do OR didn't do what they were told to do, it's really difficult for a student leader to make the decision and correct the situation. Believe me, even under the best of circumstances, all of us have some "correcting" to do every year. It goes with the territory. So let's get into it and see what to do.

The President

You and the chapter president will see more things going astray than anyone else in the club. And because most constitutions allow the president to make these tough decisions almost unilaterally (with board approval of course), the two of you need to be in sync when situations arise needing some kind of correcting.
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First, let the prez know that you do understand the chapter is a student volunteer organization, that a student has other priorities and it isn't the end of the world when someone doesn't follow through. "Hey, it's only a club!" But also impress upon her or him that this organization is important to membership development, important to the school and has an image to protect both on and off the campus. When things go wrong due to someone's screw-up, it should be taken seriously and corrected. Most of the time, a club member who has held a few positions of responsibility and reached the presidency understands what you're saying but needs to hear it from you as a reinforcing agent.

Because the first level of responsibility for the president is the executive committee and/or the board of directors, these individuals will have the president's attention when something goes wrong. If it happens below this level, it's up to the committee chair or person in charge to make the adjustment. How is this done?

Since we're dealing with volunteers, keep two things in mind before making any decisions.  First, it should always be a mission of the organization to make members feel good about belonging, under any circumstance. Second, correcting a situation should be done as diplomatically as possible. For instance, if an officer or board member fails a time or two with their responsibilities, they should first have the chance to correct their lack of dependability. And, if failing to do so, the president, working with approval of the executive committee, should give the individual in question "additional help" (another member who takes up most of the responsibility). With this approach, you've not castigated a member for failing to do something, only realized that additional help was called for and implemented. There’s less face lost, for them and you, in other words.

It's my belief that members who are elected to a position are in that position for the duration of the year unless they resign, leave school or cause such disruption by their lack of performance that a complete change is called for. Your constitution should have provisions for doing this (under these circumstances, ours allows the president to remove or make board and committee appointments during the year with board approval. This isn't easy but if your president knows she or he has your backing in situations like this, student leaders will do what they have to do, especially if they've been left holding the bag a few times by a peer who didn't follow through.

The Committee Chairs 

Here we have the primary leaders responsible for particular functions happening and the members for making these functions a success.  It's up to your executive committee to guide and supervise these individuals, for failure at this level creates speakers not showing up, members not attending, publicity not appearing and transportation not being arranged.  
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When it does happen, the executive committee first determines if it's a case of a committee chair not following through or if it was a committee member not doing what s/he said they would do. If it's the chair, the president needs to let the individual know the failure was noted, does the individual need any help and the executive committee expects better performance in the future. If it happens again, then the "assistance" should be given in the form of a "helper" as discussed earlier, without ill will or any further recriminations.

If the problem is with a committee member, then the chairperson should find out what went wrong, take note and turn to another committee member for whatever's next. And why it's important for all leaders to keep an eye on their people, especially during the course of a project. If changes need to be made, they should be affected during completion of the project, NOT after when it would be too late for a change in assignments to make any difference in the outcome. 
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 (Name) University
(Name of Organization)
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Constitution
Date

ARTICLE  I - Name

The name of this chapter shall be the (Name) Club.

  ARTICLE  II - Objectives

Section A.  This chapter shall be defined as a non-profit organization for students interested in (profession).

Section B.  The purpose of this chapter is to:


1.  Provide pertinent out-of-classroom (profession) experiences.


2.  Offer programs and activities which bring members into contact 


with (profession) practitioners.


3.  Prepare members for acquiring jobs in (profession) and 




_______________________.


4.  Serve as a resource for members seeking internships and full-time 


employment. 


5.  Recognize distinguished student and faculty achievements.

ARTICLE  III - Members

Section A.  Qualifications.  Membership is open to all registered students, regardless of their major or curriculum.

Section B.  Requirements.  






















This chapter and its members shall:

1.  Belong to the (affiliating organization) and meet all necessary requirements for this affiliation.


2.  In addition the Club will meet the requirements of The University 

of (Name) for participation in university approved organizations.

Section C.  Good Standing.  Members whose dues are paid in full and who comply with the provisions of these bylaws.

Section D.  Admission.  Individuals qualified for membership may apply or be invited to join the chapter. Confirmation of a candidate's membership shall be approved by the President or faculty advisor.

Section E.  Privileges of Members in good standing:

1.  May vote and hold Club elective or appointive offices.


2.  May attend any chapter sponsored meeting/event without charge 

unless an additional fee is levied on all members by the Board of 

Directors.


3.  Have access to Chapter's Internship Program directory.


4.  Be eligible to apply for local professional club/affiliation scholarships.


5.  Attend national and regional meetings of the organization at affiliated 

member rates.

6. Receive emails and monthly newsletters, all chapter correspondence/notifications and affiliation publications.

Section G. Termination.  Student's membership shall cease at the end of spring semester.

ARTICLE  IV - Dues & Fees

Section A.  Chapter dues shall be payable at the beginning of the year, or upon admission to the club.

Section B.  Affiliation fees shall be a part of the dues accompanying applications for (Name) Club membership.

ARTICLE  V - Organization

The chapter shall consist of a minimum of ten members in good standing.

ARTICLE  VI - Meetings

Section A.  Regular meetings shall be held at the discretion of the President, Executive Committee and/or Board of Directors.

Section B.  Special meetings may be called by the President or by the Board of Directors. Committees may also propose meetings and events to the Board for its approval. 

Section C.  A quorum for any meeting shall consist of 20% of the chapter's members in good standing.

ARTICLE  VII - Officers

Section A.  Officers shall include President, Vice President, Secretary, and Treasurer.

Section B.  To be eligible, all officers must be members in good standing.

Section C.  Should a vacancy occur in one of the officer positions, it shall be filled by a majority vote of the Board of Directors.  The President can appoint temporary officers, but they must first be approved by the Board of Directors.

Section D.  Duties:

1.  The President shall preside at all meetings of the chapter, Executive Committee and Board of Directors and shall serve as an ex-officio member of all committees except nominations.  Other duties include appointing the nomination committee, providing input for a monthly newsletter and being responsible for all official chapter correspondence.

2.  The Vice President shall assist the President in her/his responsibilities 
as well perform duties of the President in her/his absence. It is also the responsibility of the Vice President to initiate and coordinate recruitment of new members, keep membership 
records, report new members to the Board of Directors, and supervise any activities relating to members and their interaction with the chapter. 

3.  The Secretary shall prepare agendas for all Board meetings as well as record the minutes.  S/he will also take care of any  administrative tasks of the chapter including being instrumental in compiling and assembling reports and membership updates to affiliating organization. 

4.  The Treasurer shall keep records of all chapter financial transactions.  In addition, the Treasurer will pay all approved bills incurred by the organization, send required membership dues to affiliate and provide a budget update and current balance sheet at all Board meetings. S/he along with the President and Finance Chairperson will submit budget proposals for university funding requests. 

Section E.  When a decision has been reached by a majority of the Board of Directors that an officer or committee chair has not been fulfilling their responsibilities, then the president is empowered to choose a replacement (with Board approval) and inform the person in question.

ARTICLE  VIII - Committees

Section A.  The Standing Committees shall be Publicity, Community Service, Programs, Awards, Finance, and Social. 

Section B.  Duties of Standing Committees:


1.  Publicity Committee - advertise and promote all Club activities, events, 
and achievements.


2.  Community Service - seek and implement ways the Club can  


help individuals and organizations within the community. 


3.  Programs - plan, secure and coordinate programs/events which will 

benefit and increase Club membership.


4.  Awards - recognize Club members, students, faculty and guest 

professionals for their efforts and achievements.


5.  Finance - determine and coordinate ways the Club can efficiently raise 

money to pay for planned activities.


6.  Social - plan and make arrangements for any event or activity which 

includes food, beverages and/or entertainment.

Section C.  Special Committees may be appointed by the president.

ARTICLE  IX - Board of Directors

Section A.  The Board of Directors shall consist of the four elected officers and the six chairpeople of AdClub's Standing Committees.

Section B.  The Board will be the final ruling authority on all actions proposed by an officer or chairperson of AdClub.  A majority vote of the Board is required for any proposal needing action.  The President will only vote in the event of a tie.

Section C.  A majority of the members of the Board shall constitute a quorum.
ARTICLE  X - Nominations & Elections

Section A.  A nominations committee, consisting of at least three members, shall be appointed by the President and approved by the Board of Directors no later than February 1.  It shall be the duty of this committee to call for nominations for the officer positions (President, Vice President, Secretary, Treasurer) from the membership.  If no nominations are received, the committee shall select at least one candidate per office.  After approval by the Board, the slate of candidates shall be presented at a chapter meeting, where additional nominations may be made from the floor for any office.

Section B.  Officer elections:

1.  The positions of President, Vice President, Secretary, and Treasurer 

shall be elected by April 30 to serve one year or until their successors 

are elected. A majority of members at the election meeting shall 

elect. Their terms of office shall begin immediately.


2.  Elections will be a secret ballot unless a majority of members present 

choose to vote by a show of hands. All members must remain 


present until after the votes are counted.


3.  The President shall vote only in the event of a tie. S/he may 

choose to hold a run-off election rather than choosing to break the tie.

Section C.  Committee Chairperson elections:

1.  Elections for the Standing Committee chairpeople will take place at the 

second meeting of the Fall semester.


2.  Nominations for each committee chairperson can come from either the 
floor or from a person wishing to be elected.


3.  Students wishing to run for a chairpersonship must first be members in 
good standing.

4.  With candidates excused from the premises, voting will be by show of hands.  For each committee, the candidate with the most votes will 
be chosen chairperson of that committee.


5.  Committee chairs will serve until the last meeting of the spring 


semester.  Vacancies and replacements will be made by the 


President with approval by the Board.  

ARTICLE  XI - Dissolution

Section A.  This chapter shall use its funds only to accomplish the objectives and purposes specified in these bylaws, and no part of said funds shall inure or be distributed to members of the organization.

Section B.  Should the chapter be dissolved, any funds remaining shall be distributed to one or more regularly organized and qualified charitable, educational, or philanthropic organizations to be selected by the chapter Board of Directors.

ARTICLE  XII - Parliamentary Authority

The current edition of Robert's Rules of Order shall govern this chapter in all cases not provided for in these bylaws or in special rules adopted by the chapter.

ARTICLE  XIII - Amendments to Bylaws

Section A.  These bylaws may be amended by a two-thirds vote of those members forming a quorum at a Club meeting, provided the proposed amendment, signed by two members in good standing, has been first submitted in writing to the Board of Directors and that the proposed amendment does not conflict with (affiliate) bylaws.

Section B.  Current chapter bylaws shall be filed with the national headquarters of the (affiliate’s name).

 (Name) University (Club’s Name)

Constitution (Date)

Approved by the Board of Directors, (Date)

President




CommService Chairperson
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____________________
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____________________
Vice President



Finance Chairperson


Name
____________________
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____________________
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Programs Chairperson
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____________________

Name
____________________
Treasurer




Publicity Chairperson


Name
____________________

Name
____________________
Awards Chairperson


Social Chairperson


Name
____________________
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____________________
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Awards Committee Responsibilities
The Chairperson will be responsible for supervising the implementation of events/materials required for recognizing and honoring Club members, visiting guest professionals, university students, and faculty. Included but not exclusive to this effort is ANY chapter entries into chapter achievement competition. 

One of the most important aspects of being chairperson is to involve all members of the Awards Committee. The best way to accomplish this is to assign everyone some form of responsibility, ongoing if possible. The chair's goal is to make chapter members feel involved and needed. At the beginning of the semester, the chairperson will inherit members who have either indicated they what to be on this committee or were assigned. The chairperson should immediately make contact with these individuals, welcome him or her, explain what the committee is up to, and assign them a responsibility. During the year, additional members will join this committee. Their assimilation should follow the same steps.

More specifically, the chairperson will be supervising the committee members responsible for the following areas: 

Visiting Guest Professionals. Any visiting professional for a chapter program will receive recognition and a certificate of appreciation. It is the committee’s responsibility to determine the GP’s identity (programs committee chair) and make sure the certificate is ready for presentation at the time of the program.

There is an existing design for these certificates, which needs to be updated and personalized when necessary

Chapter Member of the Year (April).

To recognize the member who has been dependable and contributed the most in time and effort to the success of (Chapter’s Name) during the 2003-04 year.  Candidate should not be an officer or committee chair. It should be a member who participates in a lot of events and who goes above and beyond the responsibilities s/he has been given or assumed.

Faculty Member of the Year (April). 

Faculty from any of (School or Department’s Name) curriculums is eligible. Early in April, ballots will distributed to members for a vote to be taken. Members will be instructed to base their decision on the faculty member's high teaching standards, knowledge of the profession, and concern for students.

(continued on back)

The committee along with the president and adviser will be responsible for selecting and engraving necessary awards in time for the Club's election in April when they are presented.  

Advisor’s Comments: 

Naturally, this committee will give any award results to publicity in order that press releases can be emailed as soon after presentations as possible.
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Community Service Committee Responsibilities
The Chairperson will be responsible for investigating and recommending ways the Club can work on behalf of the community, college, or organization. This committee is extremely important in developing goodwill for the chapter, for (major) in general is often accused of being self-serving and prone to giving awards (to themselves) and having parties. Community service projects go a long way in not only improving (profession)’s image but also in generating positive publicity to offset negative impressions.

One of the most important aspects of being chairperson is to involve all members of the Community Service Committee. The best way to accomplish this is to assign everyone some form of responsibility, ongoing if possible. The chair's goal is to make chapter members feel involved and needed. At the beginning of the semester, the chairperson will inherit members who have either indicated they what to be on this committee or were assigned. The chairperson should immediately make contact with these individuals, welcome him or her, explain what the committee is up to, and assign them a responsibility. During the year, additional members will join this committee. Their assimilation should follow the same steps.

The chairperson should bring recommendations to the board along with any costs (if any). The Club is really looking for four to six activities during the year from this committee. Possibilities include Club members working university phonathons, assisting on (University’s Name) College Day, singing Christmas carols to the elderly in nursing and retirement homes in (town), ringing bells for the Salvation Army, coordinating blood drives and helping Habitat for Humanity.

Whatever is proposed and approved by the board should be brought to the attention of the publicity committee chairperson who will see to it that the PR coordinator takes action on any photography and subsequent press releases.   

Advisor's Comments: 

Even though the Club is only looking for 4-6 activities this year, it must be remembered that unless the chairperson is careful, these projects have the potential of consuming a lot of time and energy, depending on what's involved. Events like an Olympics or a marathon, while large and showy, require a lot of volunteers, coordination and cooperation from the Club's membership plus some up front financing for materials and publicity. Large events have a great capacity for ending up as flops due to lack of participation or lack of enthusiasm from our own membership.  In fact, avoid projects, which invite non-members to participate. I would recommend keeping community service events smaller and limited in the time involved, where a group of Club members go in, do something for a few hours, and call it a day.
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Finance Committee Responsibilities
The Chairperson will be responsible for investigating and recommending ways the Club can raise money for operating during the school year. Working with the executive committee, this individual should play a part in the final budget preparation process. And though what’s in chapter’s checking and savings accounts can be considered financial resources, financial plans should require some serious forms of fund raising to augment the funds already available. This committee is instrumental in our schedule becoming a reality.

One of the most important aspects of being chairperson is to involve all members of the Finance Committee. The best way to accomplish this is to assign everyone some form of responsibility, ongoing if possible. The chair's goal is to make chapter members feel involved and needed. At the beginning of the semester, the chairperson will inherit members who have either indicated they what to be on this committee or were assigned. The chairperson should immediately make contact with these individuals, welcome him or her, explain what the committee is up to, and assign them a responsibility. During the year, additional members will join this committee. Their assimilation should follow the same steps.

More specifically, the finance chairperson is responsible for working within the following modes of raising money for the organization:

Possibilities: 

* garage sales


* booth on the Quad


* handing out commencement exercise programs 




* promoting credit card applications






* cleaning up basketball arena

 
* raffles 












* having members/guests eat at local restaurant


* distributing flyers for area clubs

These efforts can collectively raise thousands of dollars during the year. And even though they’re labor intensive, the payoff for the chapter is well worth the effort. 
Collateral Sources 

Another source of income is the sale of  T-shirt's. The Club could produce 30-60 each year and sell them to new members. Since break-even is at 20-40 shirts, sales of the remaining 10-20 will raise about $200-$240. 






(continued on back)

Additional Fund Raising Projects

The chapter is always looking for new ways to make money. Any ideas the committee has should be brought to the board in the form of a proposal along with any financial/additional manpower needs.  

Advisor's Comments: 

Not to be overlooked, the sheer fact of attracting members can be a substantial fund-raiser. For instance, though the Club only realizes $15 on each new member ($25 of each membership goes to the American Advertising Federation for affiliation), a growing chapter membership can add much to the bank account. Last year membership brought in more than $3000 for chapter programs and participation in student conferences. 


As some of you know, fundraising can be tedious. That's why I advocate making the process as short and as productive as possible. Long drawn out projects which require a lot of member participation are doomed to failure given the priorities and attention spans of students. Keep your fundraising projects simple, short, and lucrative!
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Programs Committee Responsibilities
The Chairperson will be responsible for initiating and implementing programs during the year. Working with the executive committee, s/he will be advised of the programming opportunities during the Club's schedule. Suggestions/ recommendations/estimated costs will be brought to the board of directors for their decision. Upon approval, the chairperson and committee members will make arrangements for speakers/presenters, arrange accommodations, and insure that everything is ready/functioning for the program (room reservation, video equipment, Club banner, reception desk/personnel, etc.).

Because some speakers are Guest Pros to the chapter, the committee is responsible for securing a certificate of appreciation from the awards committee and making sure they are identified with the proper information.

One of the most important aspects of being chairperson is to involve all members of the Programs Committee. The best way to accomplish this is to assign everyone some form of responsibility, ongoing if possible. The chair's goal is to make chapter members feel involved and needed. At the beginning of the semester, the chairperson will inherit members who have either indicated they what to be on this committee or were assigned. The chairperson should immediately make contact with these individuals, welcome him or her, explain what the committee is up to, and assign them a responsibility. During the year, additional members will join this committee. Their assimilation should follow the same steps.

As a guide but not as a template, here are some programs to serve as a guide:

Field Trip

Newspaper



Field Trip

Outdoor

Field Trip

Silk-screening


Field Trip

Television Station


Field Trip

Radio Station


Field Trip

Ad Agency


Field Trip

Printing/Graphics



Programs

Interviews



Programs

Portfolios




Programs

Resumes



Programs

Presentations





Programs

Dress for Success


Programs

Creativity

Workshop

Video/Acc.Service

Workshop
 
Illustration/Photos
 (continued on back)

Advisor's Comments: 


There is still ample opportunity for the committee to put its stamp on this year's program agenda (see tentative schedule). 

If the programs committee envisions refreshments being a part of an event, this will have to be coordinated and secured through the social committee. In making recommendation to the board, cost estimates for any refreshments should be included as part of an overall program budget.

It is strongly recommended that the program schedule be worked out as early in the fall semester as possible. Programs/events/activities are the strongest attraction to increasing members. To this end, the committee should feel comfortable in utilizing the Club adviser's experience as a resource for programs, speakers and contacts. 
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Publicity Committee Responsibilities
The Chairperson will be responsible for the overall design and execution of all messages/signs/flyers/posters and collateral materials calling attention to the Club and its activities. In addition s/he will supervise those committee members directly responsible for chapter PR and publicity.
   

One of the most important aspects of being chairperson is to involve all members of the Publicity Committee. The best way to accomplish this is to assign everyone some form of responsibility, ongoing if possible. The chair's goal is to make chapter members feel involved and needed. At the beginning of the semester, the chairperson will inherit members who have either indicated they what to be on this committee or were assigned. The chairperson should immediately make contact with these individuals, welcome him or her, explain what the committee is up to, and assign them a responsibility. During the year, additional members will join this committee. Their assimilation should follow the same steps.

More specifically, the chairperson will be supervising the committee members responsible for the following areas: 


Email

Obviously the quickest way to inform members about the chapter and its activities. Someone on the committee should be dedicated to this digital outlet, keeping members and prospective members up-to-date and informed on events, deadlines, existing members, etc.

Advertising Bulletin Board 

Area for publicizing upcoming events, photos of past programs, meetings, trips, etc., chapter membership applications (throughout year).

Student Newspaper’s Calendar of Events

Whatever is happening that week with the chapter.

Flyers/Posters 

(Department’s Name) has many bulletin boards. Flyers/posters should be posted at least two days before event or meeting and at least a week before major events. All school bulletin boards and appropriate walls/windows should have postings.

Campus Flyers/Posters 

Requires a "Bulletin Brigade" to accomplish this. Particular university buildings and outdoor bulletin sites should have Club flyers and posters. Same timing on postings as department/school flyers.

 (continued on back)

Website 

Our Web site is a great tool for providing information and updates to 

members and is also a means to do some recruiting. A talented and dedicated person needs to be assigned for maintenance & updates.
Cell & Telephone Contact
Augmenting the other forms of publicity and utilized at the president's discretion. This action alerts the membership of an upcoming activity and gets a count of how many will be attending.

Adviser's Comments:

This is a big and busy committee. The task of the chairperson is to organize his/her troops so each of the functions above has at least one person responsible for its completion. Some of these areas will/should have a sub-committee of people to implement the task. Communication between the chair and the sub-chairs is vital. People who fail in what they volunteered for or were asked to do need to be quickly identified, talked to, and replaced if necessary.


And though this is probably the busiest committee, many of the new and existing members ask to be placed in Publicity, so bodies aren't a problem. 


One last thing.  Never forget, in publicity, timing is critical! If there is a decision to make between how your publicity looks or just getting the word out in time, the latter should always be the choice. Missed publicity opportunities cannot be reclaimed.
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Social Committee Responsibilities
The Chairperson will be responsible for investigating and recommending unique ways the Club can have a good time during the year. This can impact any function and event or be an activity unto itself. Any and all ideas towards this end will first go to the board of directors for approval.

One of the most important aspects of being chairperson is to involve all members of the Social Committee. The best way to accomplish this is to assign everyone some form of responsibility, ongoing if possible. The chair's goal is to make chapter members feel involved and needed. At the beginning of the semester, the chairperson will inherit members who have either indicated they what to be on this committee or were assigned. The chairperson should immediately make contact with these individuals, welcome him or her, explain what the committee is up to, and assign them a responsibility. During the year, additional members will join this committee. Their assimilation should follow the same steps.

Though not limited to these activities, the social chairperson and his/her committee is responsible for developing and implementing the following:

Field Trip Party

Traditionally the chapter plans a field trip to (market) during the fall semester. Following a visit to one of the area’s (profession) companies, members like to gather for a social activity before returning to campus. Recently this has occurred at the Hula Hut but the chapter is open to any new ideas.

Holiday Party

Another possibility to end the fall semester. Where to go, what to do, and how much to spend and/or charge are decisions waiting for this committee. Our board of directors have generally favored non-traditional holiday parties, but theme, food/ beverages, location, decor, and entertainment are all open to suggestion. 

100/200 Member Party

Here’s another opportunity to plan and execute a celebration either this semester or next, depending when this plateau is reached. Location, theme, costs and execution are all of the responsibilities to be tackled

Outdoor Adventure

Sometime during the year, the social committee should start making plans and letting publicity get the info out to the members. Generally this event was (example) when the weather tuned warmer.

(continued on back)
End-of-Year Election Party

Same criteria as the holiday party. Make sure to temper recommendations with financial realities, especially at the end of our school year. And though fun is the goal, remember this function will play an important part in choosing the chapter's 2004-05 leadership.

Collateral Social Elements

Some meetings and events require refreshments. It is this committee’s responsibility to recommend, secure, and do whatever hosting is needed.  In addition, any time the Club travels, the social committee arranges for snacks and beverages. Again, all of this requires a cost estimate and approval by the board.   

Advisor's Comments: 

Here’s another popular committee because who doesn't like to throw a party? Well, even though there's a lot of fun involved with these responsibilities, you can tell from the above activities it also takes some planning, some budgeting, and some selling to the board of directors on your ideas. Then, if approved, it will take social committee members to coordinate and execute the proposals. If setup and serving is required, social committee will do it. If some form of clean up is necessary, social committee will do it.  


Despite a few mundane tasks, the social committee (and programs) provides activities, which are the biggest draws the chapter has at its disposal for attracting new members.
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AdClub AdAgency
In the past, whenever AdClub did creative projects for companies or on-campus organizations, either the publicity committee or a designated group of members were utilized to get the job done. Now, with a newly formed “AdAgency,” whenever the chapter secures a creative assignment from a source, an entity exists to serve this need.

AdAgency Responsibilities 

A designated manager will be responsible for selecting, directing and coordinating the agency’s staff as well as securing clients or new business

opportunities. Major decisions affecting budget, staffing and clients must be approved by the chapter’s executive committee (president, vice president, secretary, treasurer) and reported in person to the board of directors on a monthly basis. 

The manager’s duties also include assessing the needs of each project, assigning responsibilities, determining deadlines, estimating any costs to AdClub (and reporting them to either the faculty advisor/executive committee for approval), providing estimates to clients before a job is undertaken, and supervising projects to their completion. S/he reports directly to the president and serves on

the board of directors.

While the AdAgency staff will fulfill functions in account service, creative concept, copy writing, layout and production, the “team” approach will be used to generate ideas (brainstorming). After an account administrator has agreed to a creative approach, the manager will make assignments and set deadlines for subsequent meetings and delivery of materials. S/he will prepare a written status report and give it to the executive committee for approval. No action is to take place until this approval is given. A status report will include:

1. Client information

· Company name

· Client’s address, e-mail and telephone number

· Main contact’s name

2. Project requirements

3. Creative concept or approach

4. Individual responsibilities

· Account administrator

· Copywriter

· Layout/storyboard artist

· Production coordinator

· Estimated costs to AdClub       (continued on back)

· Estimated charge/fee to client

· Deadlines for initial copy/layouts/scripts/etc.

· Presentation date/client approval

· Deadlines for completing project/delivery date

· Date of payment to AdClub

Upon completion of the project, the AdClub treasurer will prepare a statement and deliver to the advisor for mailing.

It is understood that AdAgency functions to:

· Handle projects which come to AdClub from companies and organizations needing creative/communications help

· Serve as a primary fund-raising resource for AdClub

· Provide a means for members to participate in agency-like situations

· Generate materials for member portfolios

Advisor’s Comments:

Here is a great opportunity for AdClub.  AdAgency  will give members an out-of-classroom experience of working for an advertising agency with actual responsibilities.  With AdAgency, we’re not only ready for companies and campus organizations which approach the chapter needing assistance, but can even be active in going after projects for purposes of fund-raising. Rather than asking businesses for a handout, AdClub can offer something valuable in return: Its talent, resources and enthusiasm for a fraction of what it would cost to utilize an alternative choice.
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Outgoing President

420 West Silver Meadow

San Marcos, TX 78666

Dear (Name),

It's kind of hard writing this letter because it signals the end of something, something "awesome" we might say.

Of course I'm referring to (Chapter’s name) and your success this year. It seems like just a few weeks ago that I heard those familiar footsteps coming down the hallway and asking , "is there going to be an a chapter this year?" Well, I guess there was an a Club this year, thanks to you and a core of dependable members.

You guys breathed new life into the chapter and I don't think the school has ever seen such an active or more visible student organization. The ambitious plan you and the board agreed to way back in September was accomplished and then some (disregarding weather fouling up our float trip). Sure, a lot had to do with having a graphics wizard to call on, an IFR windfall in fundraising, and a host of dependable members who could do the tasks or pick up the slack when needed.

But in the end, it was your leadership and enthusiasm which made it all come together.  Your were the perfect person to take charge of a lethargic organization and get it back on track. The school and I will always be grateful for your hard work and dedication.

And though its time for you to move on to a profession, I hope we don't lose touch.  

Take care,

Your Name

Faculty Advisor  







 


(2005
April 29, 2005

Club's New President

1800 Purdue Place

San Marcos, TX 78666

Dear (Name):

Congratulations on becoming the (Chapter’s Name) latest president. Having been so involved this year, you certainly know the responsibilities and rewards involved in the position.

I think you have a good group of officers to help you guide the Club through the next year. And like I said earlier, even though you're not in a position to hand-pick chairpeople, feel free to urge those who you think are responsible and capable to run for particular chairs next fall.

Keep in mind that your new position is primarily to administrate and delegate. Your VP helps in this effort. You are also the most visible element of the chapter, not only in conducting events, board meetings, and the like, but also in most of the correspondence which emanates from the Club. Remember, everything you say and do becomes a reflection of the chapter and university.  

Another thought, you've made a lot of new friends in the Club and hopefully you'll make more. But don't let this hinder you from delegating and following-up to make sure things are getting done.  Remember to use your vice president for a lot of this. If along the way, you see either elected or delegated people not following through on their responsibilities, move quickly to correct and reassign a replacement or a back-up. I would imagine that the chapter will have sufficient members next year to meet any "volunteer" need.

A couple of areas which might be improved on this year. One, having the committee heads get their members more involved. I have some ideas on this which you might want to consider. Two, as we've discussed, getting better control of the Club's finances. The chapter has and will be taking in and dispersing a lot of money (relatively speaking) and now that we've gone through a year with a lot of financial activity, it's time for you, the officers and board to exercise more planning and control. You already know some of my thoughts on implementing this area.

And last, I want you to know that you have the freedom to construct this year as you see fit. I would hope that you would look at the past nine months, see what you liked, what worked and didn't, and design a year that has your stamp on it. There are only a few areas where we started to build some equity that I feel strongly about continuing. Other things like programs, field trips, and community service is really up to you guys. I'll continue to suggest and point out the pros and cons of your ideas, but in the end the board will have the ultimate authority.

Again, I'm really glad to have you at the helm. Anyway I can give you help and assistance, let me know.

Sincerely,

Your Name

Faculty Advisor  
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May 20, 2005

Club President

1800 Purdue Place

San Marcos, TX 78666

Dear (Name):

You know I can't go very long without giving you some of my thinking on (Chapter’s Name). Take these as thoughts from an advisor/friend with the realization that decisions on chapter matters are always yours and the board's.

Along these lines, though the board is the final ruling authority, you and the officers have the right and obligation to steer the Club this year. One way to make sure the board goes along with your plans is to "do your homework" before board meetings. In other words, make sure you have majority support before getting down to the vote. It's also a method to find out if you're going to have any opposition or concerns so you can counter them effectively at the meeting. This may not be all that necessary on most chapter issues, but on key decisions (like those involving finances, policy and delegating responsibilities) some "research" will help you do your job better and with less stress.

As I said the other day, you'll be doing a lot of administrating and delegating. If, while doing this, you have the support of the executive committee (you, the vice president, secretary, & treasurer) and/or the board of directors, the members you talk to will be much more attentive/cooperative than if you unilaterally approach them with your "suggestions" and/or directives. Remember too, that whatever success you have this year is to be shared with the officers, the board, committee chairperson, whoever. Conversely, never openly criticize or place the blame on an individual. As president, you ultimately bear the responsibility for any failures or "ball dropping".  

Not to be totally negative, but at times you'll have to crack the whip.  Use your vice president for a lot of this, backed by the board of course. It should appear that it's not a one (you) or two-person show (you and the vice president) but that you're representing the decisions and wishes made by the Club's leaders. And you'll be more than just a conduit, because by utilizing the officers and board properly, you will actually be running the chapter and making it what you want it to be. Keep in mind that with any volunteer organization, a few always do the guiding (and work) of the many (expect 20% involvement and 10% actually doing something). And, if I'm interfering too much, tell me. I'm here to suggest and push, nothing more.

Concerning this summer, I would "suggest" that you and the officers meet and start making some tentative plans for the coming year.  Leave some room for the new board members to have some input.  High on your agenda should be the year's first (first because it's under your leadership) event, possibly a summer activity (date, time, place, etc.). You'll want to publicize this in your June newsletter as well as have your executive committee do some emailing or telemarketing to insure a group of 15-20 ends up coming.  

June's newsletter might also have success stories from recent chapter graduates (like an update column), summer internships/jobs in progress, some tentative plans for next year, introduce yourself and the other officers (make sure to include the new officers' chapter credentials), the elections at next fall's first regular meeting, which committee chairs will be filled and what the officers expect from each of these positions, give the date of this 1st meeting ("watch for the place and time"), a mention that there are still a few  Club T-Shirts left (I'll give you an inventory for your executive committee meeting) and what they're selling for (another decision for you and the group to make), urge returning students to fill out the enclosed  membership application (especially important is the survey on the back because it will help you and the board make up the schedule and choose programs), AND whatever else you decide should be in the newsletter. Each edition should have a message of some kind from the president.

That's all for now.  Let me know how I can help.

Sincerely,

Your Name

Faculty Advisor  
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May 25, 2005

Club President

1828 Purdue Place

Oklahoma City, OK 73127

Dear Renee':

Here's a fat packet to read during your "free time."  I've sent some thoughts about committee responsibilities for the coming year.

Job descriptions (see appendix) like this can do a couple of things.  First, they should help anyone considering a chair to know just what is going to be expected from them and their committee.  Second, it provides a basic plan of action for those who are elected.

These are just rough drafts.  You and the Executive Committee should feel free to make and changes or additions.

Take care, Prez.   

Your Name

Faculty Advisor  
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September 29, 2004
New Professional Advisor

Dynamic Creative Group

2325 Classen Boulevard

Austin, Texas 78747

Dear (Name):

The Board of Directors met last night and unanimously selected you as the chapter's Professional Advisor for 2002-03. Your predecessor was (Name), Account Manager at Media Associates, who moved to another market when her husband was relocated.

Thanks so much for joining the (Chapter’s Name).   We really needed someone of your caliber from the "real" world to influence Club members in a positive way. 

To give you an idea of where the chapter stands at the moment, I've enclosed a membership list and a tentative schedule of activities for the current school year. As you can see, we've got an active bunch but this is really what the Club is all about: out-of-the-classroom experiences, hands-on projects, and large doses of fun. I'll have to show you our photo albums.

The next board of directors meeting is next week, (time and place).  Perhaps you can attend and meet the Club's leaders or have the chance to come to one of the other events.

Sincerely,

Your Name

Faculty Advisor  

Enclosures
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September 15, 2004

New Board Member

1214 Charleston Court

San Marcos, TX 78666

Dear (Name),

Welcome to (Chapter’s Name) Board of Directors!  As the advisor, I always feel better after knowing who will be guiding the chapter this year.

As the chairperson of your committee, there are a lot of important things to be accomplished. You may or may not have one of the enclosed outlines of your committee's duties. Keep in mind two things. One, the enclosed document is only a suggested plan, based a lot on what was done last year. Feel free to bring new ideas to the board which you think can make the club even better. Two, utilize your committee members as often as possible. It's very important for them to be a functioning part of this organization.  

Again, thanks for jumping in and volunteering. The chapter is fortunate to have you as a member.

Sincerely,

Your Name

AdClub Advisor

Enclosures:
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2005-06 Membership Application
YES, I want to be a member.

Name___________________________________________Date_______________________

School Address______________________________________________________________

City___________________________________  State ________________  Zip____________   

Telephone (day)___________________________  (night)_____________________________

Home Address_______________________________________________________________

City ___________________________________ State ________________  Zip ____________

Telephone_______________________________  Birth date ___________________________

My major is _____________Will graduate at end of  ______________Semester, 20____________

I would like to work on the following committee(s):


Finance ___

      
Programs ___

      Publicity ___


Community Service ___
 
Awards ___        
      Social ___

COMMENTS: Your chance to make suggestions about what you want out of the club or would like    it to be or do for the year

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

If you were a member last year, please complete the survey on back of application.

Attach a check for $25 (add $12 if you want a club T-shirt, indicate size Large ___X Large ___ XX Large __) to cover your membership dues. Membership is contingent upon cleared payment.





      Signature________________________________________

For AdClub use only:

Membership application accepted _________________________  Date ___________________





               Club Officer or Advisor

Take completed application and check to either (your office) or (Main Office)
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Sample Chapter Survey

In order for the Club to do a more effective job, we need some of your thoughts on programs and activities. Please check the boxes that best reflect your opinion.

I have been an:    active member (8-12 events/meetings)



        
 semi-active (4-8 events/meetings)




 almost non-active (0-4 events/meetings) & why?



_______________________________________

I thought the following Club sponsored events were (or would have been) the best for my professional future:


 KOCO-TV Field Trip, October 8


 Graphics & Gumbo (4 Graphic designers), October 21


 OPUBCO Field Trip, November 4


 Advertising EXPO (8 fields of interest), November 17


 Donrey Outdoor Field Trip, February 3


 Houston Ad Federation Student Conference, February 10-13


 Job Preparation Seminar- Resumes, February 18


 Job Preparation Seminar- Dressing for Success, March 2


 Job Preparation Seminar- Interviews, March 16


 AAF NSAC Campaign in Austin, April 10-12


 Other: (please state) __________________________________

Concerning activities, my main source of information was:

 Bulletins/Bulletin Board


 Email messages


 Direct Mail


 Telephone


 Word-of-Mouth

I think the chapter should have more:

 Parties like the ones at Bill's (9/15, 3/25), at the 
ista Sports 


Grill (12/9), or at Reeves Park (4/27)


 Community Service Projects like Nursing Home Caroling 


(12/7) or Children's Hospital Gifts (4/9)


 Fund Raising Projects like International Finals Rodeo (12/21-


24), The Genie Awards (2/9), or OG&E Positive Energy 
Project (4/22)


 Awards like the Genies (2/25), Member of the Year & Faculty Member 

of the Year (4/27)


 General Meetings like those held 9/15, 9/22, 11/10, 1/19, 3/25, 4/27


 (Your Suggestion) ______________________________________ 

My comments and suggestions for next year are:

________________________________________________________________________________________________________________________________

Please send this form to the chapter advisor at (advisor’s address)
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