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PREFACE

The United States Department of Education (USDE) has endorsed Career Technology Student Organizations (CTSO) as a critical component of an effective Career Technology Education (CTE) program. The responsibility for CTE instructional programs and related activities, including CTSOs, rests with state and local education agencies. The USDE allows states to use Federal Carl D. Perkins funds to provide leadership and support for the CTE student organizations.

California has supported CTSOs as an integral component of CTE programs in the public schools that complement and enrich the local instruction.  This support has been evidenced through the action of past governors and legislatures who have provided state funding for CTSOs.  

The California Department of Education (CDE) is an avid proponent of what CTSOs contribute to the motivation, education and total development of students enrolled in career education through activities which develop leadership abilities, citizenship skills, social competencies, and a wholesome attitude toward living and work. Through the development of program standards, the State Superintendent of Instruction and the State Board of Education promote and support CTSOs and require all local school districts and charter schools that offer state approved CTE programs to “Organize and financially assist CTSOs as integral components of CTE programs that complement and enrich instruction.” 

The state charters for the CTSOs are held by the CDE, which has the responsibility for administrative leadership and fiscal management of each organization, as well as integration of CTSO activities into the appropriate CTE program. 

FOREWORD
CTSOs are an integral curricular activity in California’s CTE programs.  All students participating in career and technical education courses are to be provided leadership training either through affiliation with the appropriate State organization or through some other means which provides equal opportunities for the students.  With a common vision of preparing students for the career of work as well as advanced learning opportunities at the post-secondary level, the CDE provides this handbook to help guide the CTSOs.

The Officer Handbook is a tool to enrich leadership opportunities for CTSO students. The Handbook is one of many references that can be used to create an outstanding experience for local officers.

ACKNOWLEDGMENT
As with any publication, there are individuals who provide leadership and expertise in its development.  Those individuals who provided expertise in the development of this Officer Handbook are Dr. Bradley Dodson, Teacher Educator, CSU-Chico; Jill Heuvel, Graduate Student, Cal Poly San Luis Obispo; and Charles Parker, Assistant State FFA Advisor, California Department of Education.

Additionally, there were other teachers, professors, students and state staff who were also instrumental in the development of the Handbook.

Opportunities

There are many opportunities for a member to help shape their dreams and goals. So if you want to teach, travel, or become involved in making major decisions then participation in a CTSO can be rewarding. Here are a few things that may help you along the way.

Regional Officer
Regional officers are officers that represent their region to the rest of the state. They receive training, conduct workshops, plan regional meetings and assist at the State Leadership Conference.

State Officer
State Officers have lots of fun, but also have a lot of duties and responsibilities to fulfill. Duties include: putting on the Regional Officer Leadership Conference and attending the National Convention. During the spring, they attend regional meetings and conduct the State Leadership Conference.

Delegates

Delegates are chosen as the best representatives of the organization. At the regional and state level, delegates serve as representatives to their chapters. At the national level, delegates serve as representatives to their state. In all cases delegates have the same tasks. Delegates are charged to make motions and vote on issues involving their current organization. They are also in charge of voting on the new officers, be they regional, state or national.

Conferences

There are many activities and conferences that students can participate in. In addition to the State Conference/Convention/Meeting, there are also regional and chapter opportunities to enhance students’ potential for leadership growth.

Building a Team

A team is more than a group of assembled people. It is a collection of individuals guided by a common purpose, striving for the same goals. Because each member makes a unique contribution, a team represents a powerhouse of potential. That is why, with a good team, the whole is greater than the sum of its parts.

For a group of people to begin to develop into a team, it is important in the initial stages that each member of the team be extremely careful to nurture positive group interactions. In order to do so:

1. Each suggestion contributed to the group is valued.

2. Everyone listens attentively.

3. Conflicts are handled without too many problems.

4. One subject is discussed at a time.

5. One person talks at a time.

6. Decisions are made after thorough discussion of all aspects of an issue.

7. Everyone is encouraged to participate.

8. Everyone is encouraged to compromise and agree with the final decision.

9. Everyone is accepted regardless of viewpoint.

Benefits of Team Building

There are many benefits to building a successful team. These benefits include:

1. Sharing common goals and working together as a group.

2. Building new friendships within your group.

3. Accomplishing tasks in a timely and cooperative manner.

4. Doing the best job possible by using the greatest strengths of the team members.

5. Letting other members of the group take control and get things done.

6. Openly expressing different opinions.

7. Solving problems instead of creating them.

8. Having roles that are balanced and shared.

9. Using creativity and taking risks as tools for learning instead of punishment.

10. The team’s awareness of all deadlines and ability to meet them, even if it means putting in extra work for the team members who won’t be able to meet the deadlines.

Characteristics of Team Members

When working within groups, there are always those people who seem to take on roles. Your president will always know what is going on and your secretary will always be taking notes. This is why those people are elected to their specific office. There are also many other roles that people take on in a group situation that contribute to the overall productivity of the group.

Task Roles

These are the roles that people take on when they are in a position of power. The major roles are:

1. Initiator/Contributor – Suggests or proposes new ideas or changes the way the group regards a problem or works towards a goal.

2. Information Seeker - Asks for clarifications on suggestions made in terms of their accuracy and asks for help from an advisor, when needed, about topics being discussed.
3. Information Giver – Offers facts on the topic discussed and also relates them to their own interests.

4. Opinion Seeker – Asks for everyone’s opinions and feelings on topics being discussed.
5. Opinion Giver – States opinions on topics for the rest of the group to consider.

Maintenance Roles

These are the roles that keep the group together and in harmony. The major roles are:

1. Encourager – Praises, agrees with and accepts the contributions of others.

2. Harmonizer – Mediates differences between other members and attempts to reconcile disagreements and reduce tension.

3. Compromiser – Operates from within a conflict in which his or her idea or position is involved.

Self-Oriented Roles

These are the roles of people that are in the group for themselves and don’t work with the rest of the group. The major roles are:

1. Dominator – Tries to assert authority or superiority or to manipulate the group through flattery, interruptions, or demanding attention.
2. Blocker – Resistant, stubborn, negative, uncooperative, pessimistic; interferes with group progress by rejecting ideas and arguing unduly.

3. Help-Seeker – Seeks sympathy, whines, expresses insecurity and personal confusions, deprecates self.

4. Fun Expert – Is not involved in the group and does not wish to be. May be cynical or aloof; often involved in horseplay, behaves childishly, distracts others and makes off-colored remarks.

5. Avoider – Withdraws from ideas, from group, from participation; is indifferent, aloof, excessively formal; daydreams; doodles, whispers to others; wanders from the subject or talks about irrelevant personal experiences.

6. Recognition-Seeker - Exaggerated attempts to get attention by boasting or claiming long experience or great accomplishments; struggles against being placed in “inferior positions.”

Team Cooperation

To help keep your team strong throughout the year, it is best to cooperate. When a team works together there is nothing they cannot accomplish. This is called cohesiveness. To establish cohesiveness within your team, keep these seven things in mind.

1. Identification With Other Members – Try to find out how other people feels. Do not assume that what you want is what others want, too. Discovering common attitudes among team members is productive.

2. Participation – Encourage everyone in the team to take an active part. A majority of the people being happy is much better than a minority of them being unhappy. People participate in their own ways, so be tolerant and helpful in encouraging participation.

3. Democratic Climate – Democratic leadership involves more people than a dictatorship. Your job as a leader is to create an atmosphere of honesty and frankness. Keep things moving but allow the group to make decisions when they are ready to do so.

4. Individual Security – People under pressure may call names, get angry, show prejudice or behave in other ways that are destructive to group cohesiveness. Personal security comes as trust develops within a group.

5. Open Lines of Communication – Explain and listen. Make your messages honest and accurate. Encourage the flow of listening, talking and responding between team members. All team members need to explain their thoughts and listen to each other.

6. Better Listening – Attempt to interpret both the literal meaning and the intention of each person. You need to hear what each team members are saying and what they intend to say. No one should second guess what the other person is thinking.

7. Handling Hostility – Hostility in itself is not necessarily harmful to a group, or even to individual productiveness. People need, within reason, freedom to express hostility.

Developing Winning Attitudes

A valuable asset of a successful officer is a positive attitude. Here are some examples of attitudes you need to get you through your year of service as an officer.

1. Desire – Desire is as basic to success as food is to your life. If you do not have desire, efforts of others to help you succeed will be useless. It is up to you to set the goal and to have the desire to be the best.

2. Dedication – It is the willingness to sacrifice whatever it takes to achieve your goals and those of your team and chapter. It is also the ability to stick with a job even though you may encounter difficulties.

3. Hard Work – To be successful at anything, you have to put not only your mind, but all of your energies into it. Hard work is the key to success.

4. Optimism – It is important that you always try to look at the bright side so that when the going gets tough, you will be a part of the “tough” that gets going. But, remember almost all situations can be looked at as either positive or negative. It is your call as to how you plan to view the situation presented to you.

5. Confidence – Believe in your own abilities. To be an effective leader, you must have complete confidence that you can meet the challenges that you face.

6. Initiative – You must have the willingness to try something new or take the first step. It is important to realize that half the work to getting a job done is just getting it started.

Creating Member and Officer Relationships

Here are ten ideas that will help you create and maintain relationships with your fellow officers and members.

1. Offer a cheerful greeting – There is nothing as powerful as a cheerful word of greeting. 
2. Smile – It takes 72 muscles to frown, but only four to smile.

3. Refer to people by name – The sweetest music to anyone’s ear is the sound of their OWN name.

4. Be friendly – If you would like to have friends, be friendly.

5. Be genuinely interested – You can like almost everybody, if you try.

6. Be generous with praise – But cautious with criticism.

7. Be considerate with the feelings of others – There are usually three sides to a controversy; yours, the other person’s, and the right one.

8. Be alert to being a servant – What counts most in life is what we do for others.

9. Give your trust to people – Trust builds lasting relationships.


10. Add to this a good sense of humor, a dose of patience and a dash of humility and you will be rewarded many times over.

Conflict Management

There are times when an officer-team may not always agree and problems develop. Here are a few suggestions on how to solve problems without alienating anyone or hurting their feelings and still get results.

1. Stay calm and rational. This not only allows you to think more clearly, but also increases the chances the other person will act in a similar manner.

2. Have a positive frame of mind. Focus on what can be gained instead of lost.

3. Remember that the person on the other side of the conflict has a point of view that is just as legitimate and responsible to them as yours is to you.
4. Indicate you understand the other person’s perspective. This reduces their argument and makes them believe in your objectivity and sincerity.

5. Realize that the other person may also be uncomfortable about the conflict and wants to see it resolved.

6. Be willing to make concessions. Focus on win-win.

7. Avoid making accusatory statements and negative attributions about the other person’s character.

8. Keep to the issues and avoid arguments that are personal.

9. Inject humor or mild flattery. Such acts of humility can produce positive feelings, build trust and make collaboration more likely.

10. Bring up a shared goal that will tie your interests together. In this way, both parties can benefit.

11. The future is often a more constructive base for discussion than the past. Rather than dwell on what or who caused the conflict, emphasize what can be done to provide a solution now.

Stress Management

Recognizing the Problem

1. Minor hassles – Daily annoyances that are part of everyday life. They include: traffic, lost car keys, and petty disagreements that have accumulating side effects.

2. Major changes – Any type of change negative or positive.  Such changes may include:  a promotion, a new care, loss of a job, or moving to a new town.

3. Stress overload – Situations that are beyond your control that come to an   unmanageable level.  Some examples might be when you are pulled so many directions that you do not know what to deal with first.
4. Feeling helpless – When you do not know what the cause of your stress is or how to deal with it.  These include depression and being overwhelmed.

Solutions

Deep breathing helps to relieve tensions which lead to negative stress. To do this, follow these simple steps:

1. Sit down, put your hands on your stomach and take a deep breath. Inhale slowly and deeply through your nose, letting your stomach expand as much as possible. Hold your breath for a few seconds before exhaling.

2. With your hands still on your stomach, exhale slowly through your mouth, pursing your lips as if you were going to whistle. When your lungs feel “empty” begin the inhale-exhale cycle again.

Stretching is a way of relieving your body from tension. These exercises only take a few minutes and can be done anywhere.

Back Stretching – While sitting, stretch forward, rest your body on your lap, and relax your head and neck.  Hold for about a minute, then press on your thighs to help yourself sit back up.

Neck Stretching – While sitting up straight, gently tip your head to the left, return to center, then tip your head to the right.  Repeat three times on each side.

Shoulder and Arm Stretch – Hold your hands together with fingers interlaced, stretching overhead with palms upward.  Hold for about 30 seconds, relax and repeat five times.

Passive Back Stretch – Lie on the floor with your legs on a chair.  Relax, pressing your lower back onto the floor and rest in this position for several minutes.

Full Body Stretch – Stand or lie on the floor, hands at your sides.  Stand on your toes or point them while lifting your arms into the air, over and behind your head if possible. Repeat 4 times.

Upper Body Stretch – With your feet comfortably apart, reach overhead and stretch to the side, trying not to move your hips.  Hold for 30 seconds, then switch sides.

Motivating Members

When you become elected to serve as a chapter officer it is important that you try and keep the members excited about coming to the monthly meetings and being involved. Here are some tips for motivating fellow members:

1. Members of any group need to know what opportunities are available to them, what activities are planned, what will be expected of them and how their contributions fit into the group effort. Provide each member with a program of activities at the beginning of the school year.
2. Members need a sense of belonging in the group – a feeling that no one objects to their presence and that they are expected to carry group purposes forward. Put names on agendas, in the program of activities, etc.

3. Members need to have a share in planning the group goals and to feel that their ideas will be heard and valued.

4. Members need to feel that the goals of the group make sense and are within reach.  State the chapter goals in your program of activities.

5. Members need to feel that what they do contributes to the community and not just the group. Submit articles to the newspaper and school bulletins with pictures, names and praise.

6. Members need to know just what is expected of them so they can work confidently.  Be sure to delegate effectively.

7. Members need to have responsibilities delegated to them that are challenging and that contribute toward reaching the group goals.

8. Members need to see progress being made toward the group goals. Have members give reports of accomplishments. Praise members for involvement and quality work.

9. Members need to have confidence in the leadership of the group based upon their assurance of consistent and fair treatment.

Brainstorming – Generating Ideas

Often times, a group needs to come up with new ideas, be it for an activity, a chapter meeting, a theme, or a fundraiser. When it comes to getting new ideas, an effective technique is brainstorming. Here is a list of ways to brainstorm effectively:

Brainstorming Guidelines

1. Set a goal of when you want your project done and what you are aiming for. Example: “We need to raise $500 for our Fall Festival BBQ.”

2. Have all members share all their ideas.

3. Include your chapter members in the brainstorming process or come up with a small committee that will do the brainstorming.

4. Encourage everyone to participate and be creative in their suggestions.

5. All suggestions are accepted unconditionally. No suggestion is too outrageous.

Things to avoid when brainstorming

1. Don’t discuss any of the ideas until you are done brainstorming.

2. Avoid stamping out creativity by putting down an idea.

3. Don’t already have in mind what you want to do and push that idea. There might be some better alternatives out there that you haven’t thought of.

Implementing Your Ideas

1. After you are done brainstorming, discuss the ideas and narrow down the list. Evaluate each idea to see if it will work and if it is practical. You can set your own criteria for choosing ideas. Select the best idea for implementation.

2. Find out how the activity will work. 

a. What do we have to do to get ready?

b. What will it cost?

c. Does everyone want to do it?

d. Will our chapter members participate?

Decision Making Process

Define the problem.
1.  State the real problem, not the surface issue.
2.
State the problem in specific terms.
3.
State the problem as a question.
Collect information on your options.

1.
What kind do you need?

2.
Where can you obtain them?

3.
Are they relevant to the problem?

List alternative solutions.

1.
Which are the safe ones?

2.
Which require risks?

3.
What are the outcomes of each solution?

Choose one of the alternatives.

1.
Check back to step one to see if this choice is consistent with the goal.
Take action on your choice.

1.
How can you implement your choice?

2.
What action can you take now?

3.
What action can you take later?

Evaluation.

1.
What have you learned for the future?

Conducting a Discussion

1. Stand while leading a discussion.

2. State the main questions or problems clearly and in language members should understand.

3. Do not answer questions if you can avoid it. Refer them to the group or some member of the group.

4. Do not try to force your opinion on the group. If you want to get your idea across, do it by questioning or by citing a case or situation which illustrates your idea.

5. See that all members take part in the discussion and that few do not monopolize the discussion.  Some things that can be done are:

a) Do not direct all questions to the group as a whole, but single out some people who have been taking part in the activity and direct questions to them by name.

b) Be alert to acknowledge contributions, especially from those who do not ordinarily take much part in the discussion. If it is not clearly stated or not entirely pertinent to the subject under discussion, help them rephrase it.

6. Don’t let interest lag. When it does, summarize the discussion up to that point, and if all are in agreement, introduce a different phase of the general problem. Quite often the summary itself will start the discussion going again.

7. When asking questions, state the question, pause for a moment, and then indicate the person whom you wish to answer it. If you use questions that indicate ”yes” or ”no” answers, always follow them up with ”why?” Don’t be afraid of the pause and the silence that may follow when you ask a thought-provoking question.

8. Do not overwork questioning. Whenever possible, use a specific case or problem to start the discussion and hopefully the group will take it from there.

9. Your job is to see that all points and facts are brought out in the discussion; that interest doesn’t lag; that all take part; that all sides of the question or problem receive consideration; and that all members think.

10. Summarize the main points brought out in the discussion.

Delegating

To effectively delegate a task, the following information should be specified, preferably in writing:

1. Task – What do you want to get accomplished?

2. Expected Results – What results do you expect?

3. Reasons – Why does the task need to be completed?

4. Persons Involved – Who will be involved in completing the task? Why were they selected?

5. Deadline – When should the task be completed?

6. Authority – Are there restrictions to the independent decisions the delegates can make regarding the completion of the task?

7. Limitations – What restrictions will affect your decisions?

8. Feedback – Do you want the delegates to check with you before proceeding? How do you want them to report to you?

Professional Behavior

When you are part of a student organization you must work closely with the people in your school and community. You want them to have the best impression of you and your organization as possible. To help achieve appropriate business behavior, keep these in mind:

1. Always smile! It helps ease your nervousness and will make it easier for the person you are talking to listen to what you have to say.

2. Make sure you know what you are talking about. Have all the facts lined up and be ready to answer questions.

3. Try and keep your voice low. You do not want to disturb anyone in the office that might be working or waiting.

4. If the person you need to talk to is not there, ask when they will be back and if you need an appointment to see them.

5. Do not pressure the other person into anything. Sometimes it is best just to say “thank you” and leave. You do not want to give a negative reputation to yourself or to the chapter.

Presenting Yourself

Presenting yourself is very important. Whether it is at a chapter banquet, speaking competition, or a job interview, you will always need to give the best impression of yourself. Here are some tips that help you look your best.

First Impressions – First impressions are so important. They will give the people you are presenting to or meeting a lasting memory of you. Here are some items to remember:

1. Remember your top 12 inches

a. Guys – Comb your hair, smile, put on a clean and stain-free shirt and, depending on the situation, a tie.  Be conservative.

b. Girls – Fix your hair, smile, wear a nice shirt or blouse, and don’t put on too much makeup; be conservative.

2. Think about your bottom 12 inches

a. Guys – Make sure your socks match and your shoes are clean and scuff- free.

b. Girls – Check to see that your shoes are clean and scuff-free and your nylons have no holes or runs in them.

3. First 12 steps

a. Walk into the room with your head held high and feeling confident.

4. First 12 words

a. Make sure that you are confident in your speaking. Try not to hesitate and do speak in complete sentences.

b. Be nice. Do not speak forcefully or try to force your opinions on the other members of the panel.

Handshakes – Giving a handshake is the all-American way of saying hello or greeting someone. Here are a few steps to help you give the best handshake possible.

1. Always use your right hand.

2. Keep your fingers together and your thumb up.

3. Shake hands palm to palm with a firm, but not crushing grip.

4. Shake or “pump” the hand only two or three times.

5. Never offer only your fingertips. This causes a weak and limp handshake.

6. The handshake should only last about three seconds.
Posture – Once you have shaken hands with someone do not all of a sudden relax. Posture is just as important as your handshake or first impression. Here are some ideas on how to present good posture.

1. Standing

a. Stand up straight and don’t slouch.

b. Hold your head up and keep good eye contact with the other person.

2. Sitting

a. When you go to sit down, do not just plop in your chair. Be sure to first back slowly in your chair until it touches the back of your knees.

b. Lower yourself to the middle of the chair keeping your back as straight as possible. Try to look relaxed and not like a stiff board.

c. Keep your feet squarely underneath you. That will help keep your posture in the chair.

d. Finally, don’t slouch.

Meeting People

Taking the Initiative – At various activities, it will often be “up to you” to introduce yourself and initiate a “get acquainted” conversation. Adults attending functions may also appreciate it when you, as a member of the organization, take the initiative in greeting them and “breaking the ice.” When taking the initiative, observe the following cautions.

1. Avoid the “Hi, Bill Jones here, darn glad to meet you, gotta move along” approach. A “good mixer” doesn’t use the stuck-on-yourself campaigner method.

2. Avoid “taking over” someone else’s turf. When attending a function as a representative it is better to allow the host or hostess to introduce you to others. Also, if attending an event you were invited to, you should go and meet the host or hostess and greet them. This lets them know you are there.
Introductions – Some tips to help you make better introductions:

1. Always give the name that the newly introduced pair will use in speaking to each other.

2. When introducing two older people, you should not use their first names.

3.  
In case of a mental blank with the name of the person you are introducing,    
apologize and admit you forgot the name. However, if you are the one being      
introduced then SPEAK UP and save the situation by saying your name, “I’m 
Sue, Joan’s sister.”

Basic rule #1: A man is always introduced TO a woman.

This is done by actually using the word “to.” Example: “Mr. Jacoby, it is my pleasure to introduce you TO Ms. Howard.” 

Basic rule #2: A younger person is always introduced TO an older person.
“Dr. Foster, this is my brother Bob.”

Basic rule #3: A less important person – man or woman – is introduced TO a more important one.
Church officials, members of nobility, heads of state or those in very high positions are obviously important. But, on the whole, this is a sticky rule because you may have a rough time deciding who is more important.

“Governor Lake, this is Miss Bowman.”

Remembering Names

An important skill to develop as a young leader is remembering names. It is one of the first steps in building relationships. Here are three techniques:

Impression

1. Hear the name clearly

a. Think of only the name when being introduced to someone.

b. If you don’t hear the name clearly, say “I am sorry I didn’t get your name, will you please repeat it?”

c. If it is still not clear, ask them to spell it for you.

2. Get a clear impression of the individual as a person

a. Observe facial expressions.

b. Get a clear impression of size…short, thin, tall, etc.

c. Get a distinct impression of the voice…husky, thick, etc.

Concentration

1. When introduced, repeat the name immediately. Say, “How do you do, Mrs. Smith.”

2. Repeat the stranger’s name silently to yourself while they are talking.

3. When introduced to a whole group of people concentrate intensely on each name as you hear it. Then look at the individual and repeat it back to yourself rapidly.  After the introductions are over, glance back at the group and repeat their names again to yourself.

4. Refresh your memory of a person’s name immediately before you are to see them.

5. If possible, make conversation about the person’s name.

6. When you are parting from the person you have just met, say their name again.  “I am glad to have met you, Mrs. Smith.”


7.  Review the names you wish to remember each night before you retire.

Association – Try to associate the name:

1. Business,
2. Meaning,
3. Similar name,
4. Rhyme,
5. Mind picture, or
6. Appearance or personality.
Conversation

Often it is difficult to start and maintain a conversation with another person or a group of people in a conversation. The following conversation “stack” is a memory device designed to help you. You first memorize the seven objects in the stack (see seven items listed below) in order, create a mental picture of each object beginning with the name plate and building up from there.

1. Name Plate – What are their first and last names?

2. House on Top of the Name Plate – Where do they live? Where are they from? What school do they attend?

3. Two Kids Inside the House Waving – Find our about their family.  How many children? Do they have any pets? How many? What kind of pets?

4. A Skier on Top of the House – What are their hobbies? What do they like to do in their spare time?

5. A Work Glove on the Hand of the Skier – Do they work? Where? What types of things do they do? What parts of their job do they like the most or least?

6. An Ice Cream Cone in the Glove – What is their favorite type of food? Favorite restaurant?

7. Goal Post – What are their goals and dreams? What do they plan to do in the future?
Concluding a Conversation

1. When you feel that a conversation has run its course, or it is necessary for you to

leave, wait for a break in the conversation.

2. If others interrupt you and it is not possible to end the conversation properly, make some sort of parting gesture, even if it is only eye contact and a wave.

Listening Skills

Effective leaders care about others. They value what others have to say, their opinions and their ideas and dreams. Good listening skills, therefore, are essential for chapter officers. Here is a list of twelve guidelines that will help you become a better listener.

1. Want to listen – Almost all listening problems can be overcome by deciding to really hear and be interested in people.

2. Act like a good listener – Be alert, sit straight, lean forward if appropriate, and let your face show interest.

3. Listen to understand – Don’t just listen to be listening; try to really understand what is being said.

4. React – Be generous with applause, nods, comments, questions, and encouragement as appropriate.

5. Stop talking – You can’t listen while you are talking. In a conversation, let the other person finish and hear what he or she is saying before you go on.

6. Empathize with the speaker – Put yourself in the speaker’s place and try to clearly see that point of view.

7. Ask questions – When you don’t understand, when you need further clarification, or when you want to show you are listening, ask questions. However, don’t ask questions that will embarrass or put down the other person.

8. Concentrate on what the other person is saying – Focus on the words, the ideas, the feelings being expressed, and the body language.

9. Look at the other person – Facial expressions and body language will help the other person communicate with you.

10. React to ideas, not the person – Don’t allow personal attitudes to influence your interpretation of words. Good ideas can come from anyone.

11. Don’t argue mentally – If you are trying to understand the other person, arguments will set up barriers between you.
12. Avoid hasty judgments – Wait until the facts are submitted before you make a judgment about the speaker’s message.

Welcoming Remarks

Often it is the responsibility of the president to give welcoming remarks at a major event such as a chapter banquet. The first impression is made from the event’s facilitator or chair’s welcoming remarks. Generally, the purpose of welcoming remarks is to make the audience feel comfortable and welcome and highlight the agenda for the event. Here is a sample guideline for helping make your welcoming remarks a success.

1. Prepare and write down a sample outline of your remarks.

2. Start with a salutation, example: “Good evening.”

3. Thank everyone for coming

4. Introduce yourself.

5. State the name of the event.

6. Thank everyone who helped put on the event.

7. Review the agenda.

8. Continue on to the first item on your agenda.

If you follow these guidelines you will start off your next banquet or event in a professional manner.

Sample:

Good evening and welcome to the 31st annual banquet. My name is June Gone and I am currently serving as the chapter president. I thank the parents, special guests and members for attending this evening. Tonight we have an opportunity to recognize members for outstanding participation, special guests for their support and assistance, and finally initiate the chapter officers for the 2007-2008 school year. But first, we will begin with dinner and so it is my honor to introduce Mary Kane to give the invocation.

Sample Outline for Welcoming Remarks:

1. Introduction

a. Welcome to the 31st Banquet of the Chapter.

b. Thanks to:

· Advisor

· Advisory Committee

· Decorations Committee

· Food Committee

· Set-up Committee

2. Body

a. Review Agenda

· Dinner – tri-tip, potatoes, salad and bread.

· Presentation of Chapter Awards

· Presentation of Scholarships

· Honorary Chapter Member Award

· End of the Year Presentation – audio-visual committee

· Installation of New Officers – Old Officers

· Closing Ceremony

· Cake – made by Sue Good

3. Conclusion

a. Thank guests again for coming

b. Explain how the tables will be dismissed for dinner

c. Adjourn to dinner

Introducing Speakers

Your role as the “introducer” is very important and begins well before the event at which you are making the introduction. The objective for a speech of introduction is to present the speaker in a good light and arouse the audience’s interest in the speaker and their message.

Effective Introductions:

1. You should initiate contact with the speaker and get the appropriate information for the introduction such as the speaker’s name, title, the subject of the remarks, and the credentials of the speaker as they relate to the topic. This should be done well in advance of the event.

2. Write out the introduction.

3. Begin the introduction with a positive, complementary statement such as “I have the distinct honor to introduce this evening’s keynote speaker…” or “It is my pleasure to…”

4. Establish the credibility of the speaker with the audience by sharing past experiences, career positions held and books written.

5. In the speech, in an effort to arouse the group’s interest, include the topic and their need to hear the message.

6. State the speaker’s name (generally wait until the end of the introduction to do this) and the title of the message.

7. Initiate the applause, wait at the podium for the speaker, shake their hand, and return to your seat.

A few things to avoid:

1. Never state, “Our speaker needs no introduction…”

2. Try not to draw attention to yourself.

3. Keep the speech relatively brief. If the speaker sends a lengthy resume, choose three to five key items to include in the speech.

Sample:

I am very excited to introduce our keynote speaker for this evening. She served as the National Vice President in 1998, has conducted several leadership workshops in states across the nation, and is currently the student body president at Texas A&M University. She is a graduate student in the Economics Department with a special interest in marketing and public relations.

As we are all interested in how to increase membership and member involvement, I am sure you all want to pay close attention to Ms. Erica Schilling as she shares with us ten foolproof components of an effective recruitment program guaranteed to increase membership. Ms. Schilling.

Clap, greet speaker at the podium, shake hands, and return to your seat.

(You may have closing remarks as well.)

Presenting an Award

Maybe the most important factor in presenting an award successfully is to prepare the presentation speech well in advance of when you have to present it and practice the delivery.

Here is a sample format to help you get started:

1. You may have to briefly introduce yourself first. Begin the presentation with an introductory statement such as, “It is my pleasure to present the scholarship this evening.”

2. Briefly describe the award.

3. Briefly state why the recipient deserved the award – list of qualifications, involvement, etc.

4. If there is an inscription on the plaque or certificate, read the inscription. (If there are multiple recipients, read the inscription only once.)

5. Declare the name of the winner/recipient.

6. Initiate the applause.

7. Wait at the podium and shake the recipients hand. Hold the award in the left and while shaking hands and hand the award so that the front of the award is visible to the photographer (if there is one).

8. Return to your seat.

Sample

Good evening. My name is Joe Schultz and I am the Association Reporter. Tonight, I have the pleasure of presenting the Star Freshman Award. Each year, the outstanding first year member is selected by the advisors and recognized as the Star Freshman. The selection criteria included involvement in chapter, regional, state, and national activities, scholarship, and leadership potential.

This year’s recipient is definitely worthy of this award as she was a Freshman officer, a member of the Parliamentary Procedure team, served on the dance committee and attended the Freshman Leadership Conference. 

The 2007-2008 Star Freshman is Mary Kane.

OR

So, at this time, it is my honor to present the Star Freshman plaque that reads (inscription) to Mary Kane.

(Lead applause, shake hands, present award, and sit down.)

Presenting Activities

After meetings, chapters usually hold an activity. This activity could be a scavenger hunt, a tractor ride, or an indoor game. In any case, there are always directions to the activity and someone is going to have to explain them. To help get the directions across and lessen the confusion, try to remember these steps:

1. Read the activity over a couple of times before the meeting.

2. Make sure the other officers on your team understand what is going on so they can help get the activity started.

3. Make sure that you have everything you need and are not running around unprepared.

4. If your activity requires members to bring something, make sure they know before the meeting. For example: Pumpkin Carving – they need to bring pumpkins.

5. Have the group quiet down before you begin to give directions.

6. Explain the activity step by step. Be as clear and concise as possible.

7. If they need to break into groups have them do it AFTER you finish your explanation.

8. Be sure to ask if they have any questions before the activity begins.

9. Try and answer the questions to the best of your ability. 

10. Break into your activity and make sure everyone has fun!

Using a Microphone

Podium Etiquette

DO NOT:
Hide behind the podium




Lean on the podium




Flip pages over




Tap on the podium

DO:

Rest your notes on the podium




Stand to the side of or away from the podium




Slide pages from side to side

Effective Use of a Microphone – Complete a sound check with the mike prior to its use. Check for the following:

1. Appropriate height for a podium microphone.
2. Available cord length for a hand-held.
3. Volume level.
4. Locate on/off switch.
Microphone Use
1. Remember, the microphone picks up everything you say and do (cough, sneeze, clear throat, etc.)

2. Hold the microphone at a distance from your mouth where your speaking is clear, but away from the front of your face if possible.

3. Keep a consistent distance between your mouth and the microphone when you move your head from side to side.

4. Speak slowly and distinctly.

5. Speak slightly louder than usual.

6. Soften the letter “P” and “T” sounds when speaking.

7. Practice with the microphone prior to use.

8. Do not tap on, blow, or speak into a microphone to see if it is on. (Know how to turn it on prior to use.)

9. Create an imaginary line between the speakers. Do not go in front of the line. If you hear feedback, step back behind the speakers.
Telephone Communication

Answering the Phone

1. Sit up straight, breathe deeply and smile.
2. Reach for the pad and pen before reaching for the phone.
3. Answer by the third ring.
4. Identify yourself immediately. (example: “Hello, this is Walter speaking. How may I help you?”)

5. Be courteous, friendly, professional, enthusiastic and soft-spoken.
6. Pay attention. Eliminate competition.
7. Transfer calls only when necessary.
8. When you must leave the line, explain why, then return promptly with thanks.
9. Eliminate as much background noise as possible.
10. React to the other person’s conversation.


(example: Caller – “Is Robin there?”




      You – “No, she isn’t. May I take a message?”)

11. End the call positively – let the caller hang up first.
Taking Messages

1. Be sure to get all the information you need.
2. Date and time of call.
3. Caller’s name and telephone number with area code.
4. Reason for the call.
Making and Returning Calls

1. Sit up straight, breathe deeply, and smile.
2. Make your own calls – be on the line when the party answers.
3. Always return your phone calls no matter if the response is positive or negative.
4. Call only when you have a good reason.
5. Call schools and businesses during business hours.
6. Plan your calls carefully: when the person you wish to speak to is likely to be there.
7. Be courteous when your call is screened.  Identify yourself and explain your business. Give your telephone number and ask when the person might be available.

8. Greet the person you are calling politely, identify yourself, and announce your purpose for calling.
9. Cell phone manners – let your caller know you are on a cell phone.
10. Be brief – everyone values their time.
11. Call back if you are disconnected from a call you placed.
12. Hang up gently.
Voice Mail Manners

1. Identify yourself.
2. Give your telephone number.
3. Give time and date.
4. Leave a complete message including the event, time, date and nature of involvement, what is the best time to return a call and when you will call back.

5. Speak clearly and distinctly.
6. Hang up cleanly.
Fax Machine Fundamentals

1. Faxes are best for time-sensitive documents.
2. Clearly address each person who should receive a copy.
3. Address should include:

a. Name of recipient (and name of advisor if communicating with a member)

b. Name of department and telephone number

c. Fax number of recipient

d. Name of sender and title

e. Fax and phone number of sender

4. Type or use black ink.
5. Fax transmission is public communication, so do not fax anything you do not want anyone else to see.
Electronic Communication

1. Never give out your user ID or password.

2. Never assume your e-mail messages are private or that they can be read by only yourself or the recipient. Never send something that you would mind seeing on the evening news.

3. Keep paragraphs and messages short and to the point.

4. When quoting another person, edit out whatever is not directly applicable to your reply.

5. Focus on one subject per message and always include a pertinent subject title for the message. That way the user can locate the message quickly.

6. Include your signature at the bottom of email messages when communicating with people who may not know you personally or when broadcasting to a dynamic group of subscribers.

7. Your signature should be your name, position, affiliation and email address.

8. Capitalize words only to highlight an important point or to distinguish a title or heading. Capitalizing whole words that are not titles is generally termed as “SHOUTING!”
9. *Asterisks* surrounding a word can be used to make a stronger point.

10. Use the underscore symbol before and after the title of a book (Example: _The Wizard of Oz_)

11. Limit line length to approximately 65-70 characters and avoid control characters.

12. Never send chain letters.

13. Follow chain of command procedures for corresponding with superiors. For example, do not send a complaint via email directly to the “top” just because you can.

14. Be professional and careful with what you say about others. Email is easily forwarded.

15. Cite all quotes, references and sources and respect copyright and license agreements.

16. It is considered extremely rude to forward personal email to mailing lists or Usenet without the original author’s permission.

17. Attaching return receipts to a message may be considered an invasion of privacy.

18. Be careful when using sarcasm and humor. Without face to face communication, your joke may be viewed as criticism.

19. Acronyms can be used to abbreviate when possible, however messages that are filled with acronyms can be confusing and annoying to the reader.

WRITTEN Correspondence

One of the most important jobs you have as an officer is to write letters. You will correspond with government officials, sponsors, school officials, instructors, fellow members…the list is endless. On many occasions, one well written letter is more effective than congratulatory plaques or industry visits. A letter, no matter what the purpose, shows you care. It shows you noticed or remembered an individual, and it shows that you are organized and “on the ball” as an officer.

Thank You Notes and Business Letters

1. Always use good grammar, proper titles, proper addresses and a professional 

font and style.

2. On thank you notes: BE PROMPT and BE SINCERE! Your thank you notes may be typed or handwritten, depending on your handwriting and the nature of the thank you note.

3. Be sure to close your letter in a positive way.

4. Keep your letter short and to the point. Brief letters are more interesting and more thoroughly read.

5. Since you will be writing to professionals in many cases, use professional language to illustrate your message.

Personal Letters

1. Always be positive and prompt. Never begin by saying, “I’m sorry I haven’t written sooner, but I had to write many letters.”

2. When writing a return letter, answer all questions. This shows that you took time 

to read what the individual wrote.

3. When writing letters to members and friends, your personality should shine through. The letter should sound as if you were talking to the person, and most of all, be sincere.

4. Avoid letters of gloom and despair. Negative letters serve no useful purpose.

5. Do not write anything that you would not want someone else to read. Remember that you are representing the Organization even with your letter writing.

Memos – Memos are useful ways to inform individuals that can be put in a concise, reasonably short format. Use these simple steps to help create memos for your fellow officers, committees and advisors.

1. Place at the top:

a. To – Who it is for

b. From – Who it is from

c. Date – Date that the memo is valid

d. Subject – What the memo is about

2. Add a message to your memo explaining what the subject is about. Example: Your subject is dance decorations committee. Tell the committee everything they need to know about making the dance decorations a success. Or you can find out how they are doing.

Writing Invitations – When it comes time to letting people know about your end-of-the-year banquet or other activities, it is always best to send out an invitation. Include these basics:

1. Who is putting on the function.
2. What the function is.
3. The date.
4. The time.
5. The address of the function.
6. R.S.V.P. – Please respond. Also include a phone number to respond to. (Your school number and advisor’s name will work fine.)

7. Example of an invitation:




Central High School 




invites you to our




End of the Year Banquet




on Wednesday, May 3rd



Six to eight o’clock




Fireman’s Pavilion




RSVP




555-555-4203

Decorating Invitations – You can always make your invitations look unique and exciting. To do this you might want to add a border around your invitation that coincides with your banquet theme or print it on noticeable paper, but nothing too bright. You want your guests to notice your invitation, not be blinded by it. Any little thing that you put on your invitation will look great. Just do not forget the reason why you are sending out the invitation.
Addressing Envelopes

1. Type or write by hand all social envelopes. It is okay to hand address an envelope when the letter is typed. Neatness counts, however.

2. Keep the lines aligned on the left, or indent each line slightly more than the previous one. City, state and ZIP are on a single line.

3. It is acceptable to write return addresses on the envelope flap, but it is more convenient all around, particularly for the postal service, if the return address is on the front of the envelope.

4. Example:

Mary Contrary

123 Daisy Lane

Toyland, FL 12323





Dorothy Gail





456 Yellow Brick Road





Emerald City, OZ 99999

Business Letter Example

January 2, 2007

Ms. Jane Q. Public, President
Widget Corporation

1234 Fast Drive

Somecity, BY 99999

Dear Ms. Public:

I am writing in regard to the conversation we had on Monday, August 31, in which I inquired about the possibility of our chapter officer team coming to visit your corporation during CTSO Week. This letter is to follow up on that request.

National CTSO Week is held each February the week of George Washington’s birthday. As part of our planned activities, we will spend two days visiting agricultural businesses and industries. We would like to schedule a 30 minute visit with you on February 23 or 24 to learn about the mission, scope and activities of your corporation. We will promote these activities to the members of our state association as part of an effort to create awareness of career opportunities.

For planning purposes, a response by January 20 would be greatly appreciated. You can reach me at (555) 555-5555 during the day. Thank you for considering this opportunity. I look forward to hearing from you.

Sincerely,

Your Name

Your Office

Thank You Example











September 21, 2007

Dear Mrs. Johnson

Thank you for the opportunity to visit your chapter and meet with your chapter officers. It was a great experience to see such a tremendous career education program and CTSO chapter.

If I can ever be of service to you in the future, please contact me.

Best wishes for continued success,

Your Name

Personal Letter Example

July 8, 2007

Dear Chuck,

I received your letter wishing me a happy Fourth of July. I had a wonderful time with my family and friends. I hope that the Fourth of July celebration that your chapter had was a huge success. It sounded like you had invested a lot of work into planning the food and fireworks. I’ll bet everyone had a great time and truly appreciates all of your hard work.

In response to your question about my career plans, I plan to become a career education instructor and CTSO advisor. I saw how much my teacher loved her job and that is when I began to consider education for my career. What careers are you interested in? I read a great newspaper article last week about career opportunities in construction. If you would like a copy of this article, let me know.

Again, I appreciate your letter and wish the very best in the future.

Truly,

Your Name

Your Office

Memo Example

To:


Members of the Sadie Hawkins Committee

From:

Sarah Jones, Chairperson

Date:

March 5, 2007

Subject:
Dance Committee Meeting

Our next meeting is scheduled for 3:15 p.m. on Thursday in the Senior Lounge. This will be a planning meeting for the upcoming Sadie Hawkins Dance. We will discuss:




*Decorations


*Clean Up




*Refreshments

*Music

Please come with your ideas on how to make this the best Sadie Hawkins Dance we have ever had and be prepared to sign up to work on one of these areas.

Minutes

Minutes are the best way to look back at the meetings and see what was decided upon and discussed and also aid in settling disputes on motions. For instance, if a motion was made saying that people who wanted to show at fairs had to attend at least three general meetings and some thought it was two general meetings, then you can look back at the minutes and settle the dispute.

Here are a few things to help the secretary put together a complete and correct set of minutes.

Taking Notes

1. Use an agenda to help you in taking notes.

2. Write comments next to the items discussed so you can refer back to them when typing up your minutes.

3. Use a pencil to take notes so you can make corrections easily.

4. If you miss part of a motion, don’t be afraid to have the maker repeat the motion.

Writing Minutes – Keep in mind these steps when writing your minutes. Include only important information, such as motions and amendments made, who made them and if they were seconded or not. 
1.
First paragraph should include:

a. Kind of meeting – general, special, annual.
b. Name of the organization – my chapter.
c. Place, date and time of the meeting.
d. Called to order by – name of presiding president or member.
e. If the minutes were read and approved.
f. Treasurer’s report – amount of money chapter has.
g. Other officers’ reports – brief description of the officer’s report.
2.
Second paragraph should include the old business information:

a. Unfinished business completed.
b. Committee reports – give a brief description of the committee’s report (usually only a couple of sentences).
c. Any other special reports.
3.
Third paragraph should include the new business information:

a. Any new business brought before the members.
b. The formation of any new committees – what the committees are and who is chairing them.
c. New motions or amendments – who made the motion and if it was seconded or not.
4.
Fourth paragraph includes any announcements that were made.
5.
Fifth paragraph is the final one and it includes:

a. Time of adjournment.
b. Activity that followed.
6.
Secretary’s signature.
7.
Things to Leave Out:
a. Personal opinions and details of any debates.

b. Motions that were withdrawn.

c. Motions that were not seconded.

d. The name of the person who seconded the main motion.
Meeting Agendas

It is the responsibility of the secretary to be sure and let the members know what is going on at the chapter’s meeting. To do this you must create agendas and give them out at the meeting. To help give you an idea on what to include on your agenda, follow the example below.

The agenda is divided into five different parts with different headings. Underneath the headings you will see what is to be included in that part of the agenda. Remember to include all the information that will be discussed and who will be speaking.

Your chapter’s agenda may be customized to make it more noticeable or to include special features.

Sample Meeting Agenda

Agenda

October 12, 2007

Central High School 

Call to Order 
Reading of the minutes

Treasurer reports

Other officer reports

Special Features (Guest speakers; Presentations; Award presentations)

Old Business (Unfinished business; Committee reports; Special reports)

New Business (New business; Form new committees)

Announcements

Adjourn 
Entertainment or Refreshments

Creating Meeting Announcements

Posters – Here are some hot tips on creating posters letting people know you are holding your next meeting.

1. Use a catch phrase to theme.  (“Come see why they call it the Wild West at tonight’s meeting!”)

2. Be sure to mention who, what, when, where, and why.
3. Use bold bright colors to help make your announcement stand out.
4. Put up the posters all over school at least one week prior to the meeting.
5. Create objects that will be sure to catch people’s eye.
6. Use a test or quiz format (multiple choice or true/false).
7. Write a poem.
8. Make a news report.
School Bulletins – These are some ideas on how to create a school bulletin to inform members of the meeting.

1. Include the who, what, when, where, and why.
2. Add a catchy theme to make sure that you have the students’ attention.
3. Be sure to keep things simple. You don’t want your teachers to read an hour-long message.
Creating a Chapter Newsletter

1. Name – Your chapter newsletter should have a catchy name. “The Times” or “The Chapter Trotter”, for example, would work.

2. At the top of the page include your chapter name and the date the newsletter is effective.

3. Have your chapter officers act as the reporters and have the chapter reporter be responsible for typing or editing the newsletter.

4. Some ideas for articles are:

a. Past event updates.
b. Chapter birthdays.
c. Events that get members involved.
d. Skiing and rafting trip updates.
e. Upcoming events.
f. President’s message.
5. Formatting your newsletter is important. Try to keep the following in mind when formatting or editing your newsletter.

a. Make your font easy to read and all the same style and size.
b. Check for spelling mistakes.
c. It can be newsletter style (columns), but it does not have to be.
d. Add pictures to help enhance the newsletter and attract attention.
6. Here are some suggestions for distributing the newsletters:

a. Put them in a classroom where students can pick them up.
b. Mail them home to parents so they can see what the chapter is doing.
c. Distribute them at FFA meetings.
d. Hand them out in class so students can read them and ask questions.
Writing News Releases

When writing news releases, there are five things to keep in mind. They are:

1. The heading of the news release needs to provide a contact person and their telephone number, as well as the date of the news release.

2. News releases must speak to the five W’s: Who, What, When, Where and Why.

3. Remember to keep your remarks brief and to the point.

4. Come up with a “hook” to catch the attention of the people who read your news release and to create interest. Catchy phrases, play on words, acronyms or humor can be valuable.

5. Neat and professional looking copies are necessary. Use a computer to make a good copy. Remember to double space the release.

6. Sample news release.

News Release

FOR IMMEDIATE RELEASE


Contact: Shannon Clark, Student









Central High School









(555) 555-5555

March 10, 2007

WHAT:
To celebrate our town’s 100th birthday, Central High School students will plant 100 Hawthorne trees along Main Street. A time capsule enclosed in a concrete casing for the City Historical Society will be buried next to the final tree that is planted.

WHO:

Thirty-four students from Ms. Jones’ Leadership class worked with city officials and planners to organize, order trees and set the planting schedule for this project.

WHEN:
April 8-10. The class project will commence at 8:00am on April 8th with an announcement of the town’s 100th birthday by the mayor. Mayor Smith will give a short presentation and start the project by cutting the official orange ribbon. The planting will be from noon to 6pm on each of the three days.

WHERE:
Beginning at City Hall on First Street, trees will be planted every 50 feet on the way to Fifth Street.

DETAILS:
The students raised $5000 from a bowl-a-thon to purchase the trees. The telephone company will be using their equipment to dig the holes. The “Crescent Grove” varietals of Hawthorne are native to our area. Members of the local Lions, Eagles and Kiwanis clubs will be assisting the students with the planting.

Treasurer’s Report

The treasurer reports on the financial status of the chapter. This officer should have an accurate balance of the funds and be able to answer questions that member’s might have about bills, receipts and expenditures.

When presenting a report at a general meeting, the report should include:

1. A current monthly balance.
2. Total receipts for this period.
3. Total expenditures for this period.
Creating a Budget

By developing a chapter budget, you are stating how you will be earning money and what it will be spent on. The budget should include:

1. Name of chapter and chapter number.
2. Year budget is good for.
3. Carryover amount is the amount left over from last year

4. Chapter income.
a. Name of fundraiser and how much you expect to earn.
b. Total of all income (be sure to include the carryover amount in this total).
5. Chapter expenses.
a. Name of expense and how much you plan to spend.
b. Total of all expenses.
6. Overall total is all of your income minus your expenses.
7. Sample Budget:

Central High School Chapter

Budget

2007-2008

Carryover………………………………………………………………………………….$2,000

Chapter Income



Cookie Sale……………………………………………………$1,200



Calendar Sale…………………………………………………$   300



Donations………………………………………………………$   400



My Hometown Festival……………………………………… $   500



Total……………………………………………………………………………….$2,400

Chapter Expenses



State Leadership Conference……………………………… $   800



End of the Year Banquet…………………………………… $   500



Chapter Meetings…………………………………………… $   300



Total……………………………………………………………………………….$1,600

Estimated Carryover for 2008-2009……………………………………………..………$800
Taking Pictures

Point and Shoot – Try and allow for some of your picture to be cropped. You are looking through the viewfinder instead of the lens, your framing will not be exact.

Close-Ups – In most viewfinders there are lines near the top. These markings indicate what the picture will actually look like when it comes back from the developer. When taking pictures make sure that what you want in the picture falls between these frames.

Lighting – Direct sunlight is too bright and causes people to squint. It also causes dark shadows around the eyes and face. Overcast days and shadow areas out of direct sunlight produce the best light for pictures. With this lighting, everything in the picture will be evenly lit, and the colors will appear brighter.

If a light source is from behind a subject’s head, the subject’s head will appear dark. If the subject has light behind their head, use a flash within ten feet of them. Or, move the subject to face the light, so the person operating the camera has the sun at their back.

When using a flash for group shots have the individuals lined up the same distance from the camera rather than at varying distances. This way everyone will be evenly lit.

If a background is too close to a subject, the flash will cause a prominent shadow on the background. Have the subject stand four to five feet from the background.

If a person is wearing glasses, have the person remove the glasses or slightly raise the arms of the glasses on the ear, so that the light bounces down.

Ten Easy Tips for Memorable Scrapbook Photos

1. Be aware of bright light, low light, fast action or slow situations.

2. Try to capture the scenery when photographing an event. Try to take close ups of faces, not just scenes or animals and activities.

3. Zoom in or move closer to your subject. Your photos will be more dramatic if there is not a lot of unnecessary clutter in the background.

4. Make sure that there are no awkward objects behind or close to your subject. 

5. Hold steady, even a slight jiggle can cause a blurry picture.

6. When taking pictures, try to get down to the subjects level for the best pictures.

7. The flash will help remove shadows, brighten your subject’s face and take better.

8. To get rid of red eye turn on the room lights and pose your subject by the window or door. This will help close down the subject’s pupils and reduce the notorious red-eye effect.

9. When taking a picture of your subject sitting on a windowsill, make sure that you zoom in or move close to the window to avoid sunlight coming in from behind. This helps to avoid silhouettes and underexposed photos of your subjects.

10. Everyday is a picture day, so always have your camera handy to capture those unexpected, spontaneous moments.

Getting Pictures Organized

1. Organize your pictures chronologically. Example: months, activities, seasons

2. Eliminate any duds and duplicates.

3. Label the pictures/files immediately so you remember the times of the photos.

4. Keep updating your files.

Basic Photo Layout

1. Cut pictures in a variety of shapes and sizes.

2. Place larger, “heavier” looking pictures toward the bottom of the page, and smaller, “lighter” pictures toward the top.

3. Very small photos tend to “float” if mounted singly. Group them together to create one element. Don’t be afraid to overlap photos.

4. Put your favorite photo in the upper right corner. Pick one that portrays the event, or for the heading and writing. Then put more favorite photos on the upper left and lower right corners.

5. Symmetrical arrangement is good but it does get predictable and boring. Try pushing pictures to one side, leaving a space which can then be used for a large sticker. Avoid placing photos in the dead center of the page.

6. Avoid leaving a large area of blank space on the page, which draws the eye to the white “hole” instead of the photos.

7. Leave a margin of one quarter inch to one half inch space around the page.

8. By keeping it simple your pages will appear more attractive. Choose only two or three photos to mat and don’t over do it with stickers.

Layering – By putting pieces of colored paper behind your photos you can help enhance the color of the photo and bring your photo to life. Single, double and triple layering can provide color and texture to your scrapbook pages.  To do layering, simply follow these easy directions:

1. Use photo strips, photo tabs or photo squares. You can get these from Rite Aid or any other convenience store and they are usually located next to the camera department.

2. Never use a “wet” adhesive on a photo. By using photo strips, photo tabs or photo squares you will be able to lift off the photo someday, without having to tear your scrapbook pages.

3. Avoid using rubber cement, paper cement, and glue sticks as they may not be long lasting. Even though they may be the easiest to find, in the long run the tape will save you from having loose pictures in your scrapbook.

Writing Captions – Captions tell the reader what they need to know about the picture. To help come up with a good caption think about these six questions:

1. Where was it taken?

2. When was it taken?

3. Who took the picture?

4. What was going on in the picture?

5. What was the occasion?

6. Did anything memorable happen?

To help enhance your picture caption add quotes or favorite expressions of the people in the photos. You can also use your own handwriting. This helps make the scrapbook more memorable and adds character.

Project Planning

During the year, the chapter may want to hold special events like banquets, BBQs or special activities. A lot of planning must go into these events to make them successful. To prepare for these undertakings a guide is provided.

Beginning Your Activity – Try to answer these questions to get a better view of the activity.

1. What are you planning to do?

2. Why do you want to do this project?

3. When and where will the activities or events take place?

4. Who will benefit from the project?

5. Will the project be worthwhile? How will you know?

6. Who needs to approve the project?

7. When will the basic planning be done?

8. What funds are needed? When will the money be needed? Who will arrange for getting the money?

9. What kind of publicity is needed? When is it needed?

10. What committees are necessary? 

11. Who deserves special thanks? Who will write the thank you notes and when will it be done?

Planning the Activity 

1. Make a list of all the tasks that need to be completed before the project begins.  Consider the following:
a. Budget.
b. Publicity and advertising.
c. Space reservation.
d. Materials and equipment.
e. Chaperones and security.
f. Manpower.
g. Timing.
2. Consider what needs to be done to complete this task. 

3. Once all of the tasks are in order and the committees are going, you are on your way.

Executive Meetings

It is strongly suggested that the executive team meets frequently, preferably monthly. This keeps the lines of communication open and provides time for the team to properly plan for upcoming events. It also provides a forum for the team to evaluate events that have already occurred.

Here are some ideas for successful executive meetings:

1. Make executive meetings special. Make them something that only officers get to do. Have snacks there, have agendas, and start with an energizing game. You, as the presiding officer, need to model enthusiasm toward the meeting.

2. Have meetings in a secluded spot where the team can talk through things with a minimum number of distractions.

3. Try not to have them during lunchtime. Generally, there is not enough time for you to get things done and you might not have the full attention of the officer team. 

4. A good idea for executive meetings is to have them at someone’s house. You can meet for dinner or dessert. Focus on setting an agenda and an activity. This can be rotated between the officers so you have a different meeting place every month.

5. Be sure and try to have executive meetings at least seven days prior to you chapter meeting. That way you can finalize the activity and set the agenda.

Committees

Committees are an important part to running an effective chapter. Committees take some of the responsibility of chapter officers and get the members involved. Here are some ideas on how to have successful committees.

Creating a Committee

1. Designate an officer to explain what the committee is and to act as the co-chairperson.

2. Ask the delegation for someone to act as the chairperson and work with the co-chairperson.

3. Once you have a chairperson and co-chairperson send a sign-up sheet around the room for members to sign up and be part of the committee. Do not forget to ask for their names and phone numbers so they can be contacted for meetings.

Preparing for Committee Meetings

1. Understand the job the committee has.

2. Analyze the committee’s job and consider other assignments.

3. Develop an agenda before each meeting so members know what is going on.

4. Make sure your committee members know what is going to be discussed before the meeting starts so they have a chance to think of ideas.

5. Schedule committee meetings so they are convenient for the majority of your members.

6. Make sure you have the facilities reserved prior to the meeting.

Committee Meeting Operations

1. Open the meetings on time.

2. Make sure all the important information is presented, reviewed and understood.

3. Direct discussion on the relevant issues.

4. When the committee has reached a clear understanding, make a group decision.

5. Repeat the committee decision.

6. Make plans for the next meeting.

7. Close the meeting promptly.

Using a Committee Planning Tree – If your committee has lots of duties, then you may have subcommittees. To help the subcommittees keep on task and get things done on time use a planning tree. The next four steps will help create a planning tree.

1. Create a table that has eight boxes across and eight boxes down.

2. Use the first row of the table to label what the subcommittees are.

3. Use the second row of the table to label the subcommittee chairperson.

4. Use the remaining rows of the table to fill in what is needed to complete the subcommittee task.

Committee Reports – Creating committee reports is an easy way for the president to know how the committees are doing and if they are on the right track. Steps to creating committee reports are:

1. Include at the top:

a. Meeting of – Put your committee’s name here.
b. Date – Date of the meeting.
c. Presiding officer – Who is the chairperson.
d. Members present – The names of all your committee members that came.
e. Absent – Names of all your committee members that did not come.
2. Write up minutes for your committee meeting at the bottom so the president or attending members can know what is going on and if you need more help organizing.

3. Committee Report Example:



Meeting of:

Dance Committee



Date:


March 6, 2007



Presiding Officer:
Sarah Jones, Chairperson



Members Present: 
Tom Smith, Mavis Robins, May Goodness, Don Good, Kat 





Chon, 
Bai Gone, Pat Newton



Absent:

Mark Stuart

Treasurer’s Report – Pat Newton reported that after the candy sale last month we now have a total budget for the upcoming dance of $4,000.

The group brainstormed a way to make the Sadie Hawkins dance special this year and decided to place it in the barn instead of the gym. The following people agreed to work on these assignments:


     Decorations:
May Goodness and Mavis Robins (Tentative plans are for haystacks and crates with one wall done as mural).


     Refreshments:
Tom Smith and Bai Gone (Tentative plans are for cider, cheese cubes, crackers, chips, cookies).


     Music:
Don Good (Tentative plans are to get a country group from the community to play).


     Clean Up:
Kat Chon and Mark Stuart (Volunteered ahead of the meeting).
Each person or team will report back with a written cost estimate for their assignment by March 10, in time for the next meeting on March 14.

Program of Work/Program of Activities

The Program of Work/Program of Activities is designed to show how the chapter operates. It also acts as a reference for members to fully understand what the chapter does and how they can get involved. The following items will help develop a functional program of work.

1. Start with your title page. Include the chapter name, title (Program of Activities or Program of Work) and the relevant year.
2. A table of contents.
3. A message from the current year’s president or a message about the chapter’s organization/history.
4. A message from the advisors.
5. A list of current officers.
6. A list of duties and responsibilities for your officers.
7. Calendar of activities (what you plan on doing for the year).
8. A chapter budget.
9. A time line for getting ready for the fair as well as a project plan page.

10. A list of projects the chapter plans on completing for the year.
11. Goals of the chapter:

a. Community Service – how the chapter will contribute to the community.
b. Leadership – how the chapter will influence good leaders.
c. Earnings and Investments – a way of getting money for chapter activities.
d. Scholarship – to get members to do better academically.
e. Supervised Experience – what to do to get more student projects started.
f. Public Relations – to inform people about chapter activities.
g. Recreation – what is planed for games at meetings.
h. Awards – what awards are available for members. 

12. All goals should be written with the goal at the top, then the purpose of the goal, a way of realizing the goal and activities that help achieve the goal.

13. Other items that may be included in the Program of Work/Activities

a. Aims and purposes 

b. Code of Ethics

c. Dress code

d. Emblem

e. Chapter constitution

f. Mission statement

Maintaining Order

There are many times when a meeting may get out of order. When there is discussion on a specific topic or when there is a pause before an activity, attention may be lacking. Here are some ways to help regain order of a meeting and help get attention without being mean.

1. The president may always regain order with several raps of the gavel.

2. A Power Clap:
a. Someone shouts or yells out, “Power Clap!” and then everyone claps hard and loud.

b. If it does not work the first time then repeat this procedure until order is regained.

c. It is best to first try this a couple of times so that people know what a power clap is.
3. Clapping Repeats

a. Come up with a fun series of claps and present them (firecracker clap; round of applause; rain clap; etc.).
b. Have the delegation repeat the claps.

c. If this does not work the first time, then repeat the procedure.

Dining Etiquette

General Rules of Dining Etiquette

1. Do not put your elbows on the table when food is on the table.

2. Clear your mouth of all food before talking – take a drink if necessary.

3. If you have a foreign object in your mouth (bone, pit, etc.) gently spit it out onto your fork or spoon.

4. If you must cough, sneeze, etc., excuse yourself from the table and go to the restroom. DO NOT USE YOUR NAPKIN.

5. Your napkin is to be placed on your lap, folded in half over one or both legs.

6. When arriving for dinner, it is common to allow the host to be seated first, then for you to follow. It is common courtesy to help others with their chair, male or female.

7. Always wait for the host to begin eating before you start.

8. Never salt or pepper your food before tasting it. This is a sign of impulsiveness.

9. If the wait staff makes an error, be patient and help them. There is nothing to be gained except embarrassing yourself by making a scene.

10. Remember to monitor your behavior while in a restaurant or banquet setting. Loud boisterous behavior only calls undue attention to yourself.

Using the Table Setting

1. Always start at the outside and work in, that is, use the fork furthest from the plate first.

2. The salad fork will be smaller with less and shorter tines than the dinner fork.

3. A soup spoon will be on the outside if soup is to be served.

4. The fork/spoon lying above plate is for dessert.

5. Once a utensil has been moved from the table, it should never touch the table again. It is held or placed on a plate, but never back on the table cloth.

Proper Etiquette When Dining:
1. Dishes should not be moved once they are placed on the table.

2. If your salad is placed high and to the right, that is an indication the main entrée will be served soon. 

3. If a large plate is sitting in front of you, this may be the serving plate. All subsequent plates will be set on this one.

4. Be certain to wipe your mouth with the napkin before taking a drink of water.

5.  When you are finished, laying your knife and fork across your plate is a signal 
that you are ready to have your plate removed. Do not stack or move dishes out 
of your way once you are finished with them. Simply wait for the wait staff to 
remove them.

6. If the coffee cup is turned upside down and you wish to have some coffee with your meal, turn the cup right side up as a signal to the staff.

7. The plate to the upper left of your dinner place is the bread and butter plate. You should leave your bread on this plate and break it into pieces for eating.

8. When taking butter from a common butter dish, remove a small amount and place it onto your bread and butter plate, then from there onto the piece of bread you wish to eat.

9. When taking food from a common dish passed around the table, use the silver that is in the common dish, not your personal silver to move the food from dish to your plate.

10. If your salad is in pieces to large to eat, it is permissible to cut them with your fork or knife if you must.

Clothing and Dress Etiquette

1. Keep shoes polished and shined. If you polish them often enough, a quick buffing with a soft cloth will make them look sharp.

2. Have clothing altered if it does not fit properly.

3. Care for your clothing to keep it free of wrinkles. Pack your suitcase carefully. Jackets should be dry-cleaned every third month, and more often during frequent or warm weather use.

4. Wear clothing appropriate for the occasion. Carry both formal and recreational clothing when traveling. For official functions, strictly observe official dress.

5. Keep a lint brush in your car or suitcase to touch up your jacket, slacks, etc.

Traveling Tips

Packing a Suitcase

1. Pack lightly, plan your wardrobe carefully and take only what you will need. Remember, most hotels do have laundry service available and although it is usually expensive, it is sometimes easier than taking extra bags. Take items that will mix and match and, if possible, take wrinkle-free clothes.

2. Get travel or sample size toiletries, transfer anything that is breakable to a plastic container, and use plastic sandwich bags to keep small items organized and clean.

3. Use large sealable plastic bags (1 gallon) to keep items (T-shirts, etc.) together and your suitcase organized. This is especially helpful if you are only spending a night or two in each location. The bags can also be used to separate dirty items from clean items.

4. Have a small pouch of commonly needed items such as aspirin, bandages, sewing kit, etc.

5. Put the heaviest items at the bottom of the suitcase near the hinges. Roll clothes that will not wrinkle – socks, sweaters, t-shirts, etc. Place them around the heavy items. Socks can effectively be placed inside shoes to help keep the shape of shoes and reduce the space needed.

6. When packing large items, fold each item along its natural creases. Alternate putting the top of each garment on the right and left so thickness will be uniform.

7. Use a packing list to make certain you do not forget anything.

8. When dealing with wrinkled items here are three easy tips:

a. Hang them in the bathroom with a hot shower running to steam them.

b. Carry a travel iron with you.

c. Call and ask if the hotel has an iron/ironing board they can deliver to your room.

Hotel Etiquette

1. When in your room, keep the door bolted and chained. Do not automatically open the door for anyone. Look through the peep hole and be certain you can identify the guest before opening the door.

2. Do not hide valuables in your room. Put them in the hotel or room safe.


3.  Leave a tip for housekeeping staff, especially if you have great service. The tip                      
      should be $5 for a three to five day stay.

Staying at Someone’s House – If you stay at someone’s house overnight, remember that etiquette still applies. Some things to keep in mind are:

1. Do not be rude – remember to say “Please” and “Thank You”.

2. Be considerate of their routine including bedtime, wake up, shower and eating.

3. If your host makes breakfast or dinner, be sure to eat and thank them. Do not make your host wait for you when they have prepared a meal.

4. Clean up after yourself – do not leave messes for someone else to clean up after you leave.

5. Do not take too much time in the bathroom. Remember other people may want to shower and use the bathroom.

6. Always ask before eating or drinking – do not assume that it is okay to eat or drink anything you want.

7. If you have to be up early, be considerate of those who may be sleeping. Try to not make too much noise and wake up your host.

8. After you leave, it is always appropriate to send a thank you note. If it was an extended stay, or if they went out of their way for you, consider sending flowers or candy as a thank you gift.

Traveling In Your Own Car

1. Make certain someone has an itinerary of your trip. Carry a cell phone if possible.

2. If your car stalls, it is advisable to stay with your car and wait for help.

3. If you are stuck in severe weather, try to find a safe place to wait out the storm.

4. Keep your family informed when traveling. A phone call home is a sign of love and will keep your parents from worrying.

5. Traveling in your own car is not the time to be a hero or try to prove something. Use common sense and leave a positive impression.

Official Dress

The uniform worn by members at local, state and national functions is set to provide an identity and give a distinctive and recognizable image to the organization.  Refer to the CTSO Official Dress for both female- and male-accepted attire.

Tying a Tie

First impressions are very important in presenting yourself to the public and nothing is worse than a sloppy tie. “How to” tie a tie will help you present a professional image.

1. Situate the tie so the big end “A” is longer than end “B” and cross “A” over “B”.

2. Turn “A” back underneath “B”.

3. Continue bringing “A” back over in front of “B”.

4. Pull “A” up and front through the loop around your neck.

5. Hold the front of the knot loosely with your index finger and bring “A” down knot.

6. Remove finger and tighten knot snugly to collar by holding through “B” and sliding the front loop.

Guidelines for ties

1. The narrow end should not be longer than the wider end.

2. The tip of the tie should come to the top of your belt line.

3. The tie should be pressed and clean.

4. The button at the collar should be buttoned when wearing a tie.

Personal Hygiene and Attire

Maintaining good personal hygiene is important to your overall image. Some basic rules are:

1. Use aftershave/cologne sparingly. You should have just a hint of the fragrance.

2. Take care of official dress – hang up jacket, keep it covered to eliminate lint, etc.

3. General guidelines are:

a. Long-sleeved blouse or shirt – more professional without a jacket.
b. Solid black socks/dark hose.
c. Skirt length – good professional length. 
d. Slacks length – one break in the leg above the shoe.
e. Tip of the tie should touch your belt buckle.
f. If you wish to wear suspenders, wear braces that button to slacks rather then clip.
g. Keep jewelry professional and minimal.
4. Your success as an officer depends a great deal on how you manage yourself and the professionalism you exhibit.

Recruitment

Recruiting for your chapter is important. Going to eighth grade classrooms gives members a chance to see the incoming freshman class for the first time. It also gives the eighth graders a chance to see what is waiting for them in high school and where they might get involved. Here are some tips for planning and performing a successful recruitment.

1. Plan to have your recruitment activities just before they sign up for their high school classes. The eighth graders will remember that a great program is available and be more likely to sign up.

2. Call and talk to the principal to arrange for the visits. They, in turn, will give you a teacher to call to set up a time.

3. Work with a teacher to set up a date and time.

4. Your presentation should not last longer than 45 minutes. Any longer than that and you will lose the attention of your audience. You can ask to conduct a longer visit by planning a variety of activities to get the students involved.

5. Appeal to your audience! Remember that your program targets 8th graders. During those 45 minutes you should try to present:

a. Career Tech classes offered at your school.

b. Activities that the 8th graders would be interested in – ski trips, rafting trips 

c. Opportunities – speaking, parliamentary procedure.

d. Other things that they would find interesting.

6. Pass out a colorful, exciting and interesting brochure so that they can look it over after you leave and recap what you told them.

7. Give them a give-away such as a pencil or eraser so that when they write, erase or goof off, they can look at your gift and remember the organization and all the good times they could have in high school.

8. Make your presentation exciting and let it be interactive. Some ideas are:

a. Skits.
b. Demonstrations.
c. Video presentations.
d. Games.
9. Try to include recent or past graduates of the junior high schools you are visiting.

Often freshmen are your best recruiters.

10. Choose students from your program that:

a. Are energetic

b. Are positive

c. Are professional

d. Are organized and have a good eye for details

e. Have a positive self image

11. Be sure to follow up on the schools that you plan to visit. You want to make sure they are ready and will have the supplies you need to be successful.

Opening and Closing Ceremony

An opening and a closing ceremony establish an image of you as officers. The ceremony identifies the purpose of the meetings, the duties of officers, and the significance of recognition given to individuals. In order to perform a flawless opening and closing ceremony, you should:
1. Memorize all parts, word for word.

2. Practice prior to the meeting or event.

3. Use correct terminology according to gender. For example, use “Madam President” if the president is female and “Mister President” if the president is male.

4. Never forget that you are being watched by members, parents, dignitaries, etc. Try to always do your best and you will succeed.

Presenting your opening and closing parts is just like giving a speech. Here are a few speaking tips.

1. Posture – Stand square on you feet and do not rock back and forth.

2. Eye Contact – Try to look the members in the eyes and scan the entire room, even if there are people behind you.

3. Emphasis – Identify the words that are significant to your position or duties.

4. Pronunciation – Be sure you know how to pronounce every word in your part. If you are not sure, ask your advisor!

5. Uniformity – Try to have the officer team perform in the same way. Be uniform in how you hold your hands, stand, sit, use volume and pace, etc.

Chapter Banquet

The end of the year banquet is the culminating event to celebrate and recognize active members, supporters and parents and to install the new chapter officers. Here are a few tips to help make it a success.

Choosing a Location

1. Before you begin planning your banquet make sure you have a place reserved.

Try to come up with two or three places that would be suitable for your banquet.

Some guidelines to help are:
a. Quality of the location – will it be easy to decorate and will people want to spend an evening there? When can you start decorating?

b. How many people will it hold?

c. How easy is it to find? Will you need maps or directions?

d. What is the parking like? Will people have to park far away and walk or can they park close by?

e. Is there a fee? If so, what does the fee include?

f. Do you have access to the use of the kitchen?

g. Is there a quality sound system available?

2. Once you have decided on a couple of locations, find out about what each one allows as far as decorations, clean-up and set-up. For instance, ask if you can use tacks or tape on the walls? Will you have to use their catering services and if you do, how much will it cost? How much is a cleaning deposit and is it refundable?

3. Check up on your hall request. Find out if you have the hall and if not, go to your second choice. Plan your check up so that you will give yourself enough time to secure a second location, if needed.

4. Be sure to get the name and phone number of your contact person so you can call them with questions or concerns.

Theme Development – The theme sets the tone and makes the banquet a special event to attend. Themes can focus on regional, state or national topics or projects.

Sample Themes: Personal Development – “Conquering Fears to Achieve New Heights.”




       Project Theme – “Building a Better Community through Service.”

Be sure to involve chapter members in the development of the theme. After all, it is to honor both officers and members for their hard work throughout the year.

Committee Formation
1. Awards Committee

a. Formed at least six weeks prior to the banquet.

b. Works with the advisor and decides which awards are to be given and who is to be honored.

c. Order the awards.

2. Decorations Committee

a. Formed at least one month prior to banquet.

b. Decides and gathers the decorations.

c. Decorates.

d. Takes down decorations.

3. Food Committee

a. Formed at least three weeks prior to banquet.

b. Works with the advisor and chooses the menu.

c. Orders, prepares and picks up the food.

d. Cleans up food preparation facilities and equipment.

4. Clean-up/Set-up Committee

a. Formed one meeting prior to banquet.

b. Gets tables and chairs for banquet.

c. Cleans up after banquet.

5. Audio Visual Committee

a. Formed one month prior to banquet.

b. Gets and sets up the P.A. system.

c. Puts together an end-of-year video or slide presentation.

d. Returns any borrowed or rented P.A. system.

6. Invitations and Thank You Notes
a. Formed at least six weeks prior to banquet.

b. Creates and sends out invitations to members and faculty.

c. Writes thank you notes for donations and guest appearances.
Decorations – Here are some tips to help your banquet look nice while still being easy to clean up.

1. Choose two to three main colors to help add character to your banquet hall.

2. For table decorations, make sure that you leave room for your place settings and for people to eat.

3. Flowers always add to your dinner table; just make sure that they are the appropriate size.

4. Keep your dining area clear enough so that guests in the back of the room can see to the front or where the awards will be presented.

5. Balloons and streamers are effective decorations and they help add to your theme.

6. Any other decorations added to enhance your theme are good. Just be sure to keep in mind that what goes up must come down. Be sure that you stay within your budget and that there are enough available members to help set up and clean up.

Set-Up – Set-up crew may include the new and retiring officers. That way the officers, both new and old, can help guide the members into creating a nicely decorated banquet hall. Invite other members to help with the set-up process.

Clean-Up – Clean-up crew is a critical committee. Make sure that your clean up crew knows what they are doing. For example, does the hall management want you to mop before you leave, do the table cloths need to be saved for another function, do the flowers need to be put in a special box, who does the P.A. system go back to? These are all things that are important and need to be addressed either while the crew is cleaning up or before they start.

Banquet Procedure – The banquet should never last longer than two hours, including dinner. You will be able to keep the attention of your audience and will still be able to get done in time to clean up and go home. To help you attain this goal, here is a sample banquet agenda for you to follow:

1. Opening Ceremony – All Officers

2. Welcome – Chapter President

3. Invocation – Chapter Chaplain or other member

4. Dinner and Dessert

5. Chapter Awards – All Officers

a. Speaking Awards

b. Career Development Event Awards
c. Scholarship Awards

d. Star Awards

e. Other Awards

6. Special Awards – Advisors

7. Honorary Awards – All Officers

8. End of the Year slideshow

9. Installation of New Officers

10. Closing Ceremony

Scripts – If members are presenting awards or serving as the master of ceremonies (MC), preparing scripts are each person’s responsibility.

1. Practice your scripts and ceremonies.

2. Practice giving out awards.

3. Practice speaking with the microphone.

4. Have your parts memorized.

Creating a Program – When creating a program, you want to be sure to make it easy to read and attractive.  Sample Program could be:
1. Front Cover.
a. Name of the chapter – “Central Chapter”.
b. What the function is – “Presents Their Annual Award Banquet”.
c. Logo – Organization or theme logo.
d. Banquet Theme – “Pig Out!”.
2. Inside – More than one page.
a. A welcome to the banquet from the advisors.
b. The retiring officers followed by the newly elected officers.
c. The agenda for the evening.
d. Yearly overview. 

e. Award winners.
f. Include lots of names of members and sponsors.
3. Back Page.
a. A thank-you from the retiring officers.
Handing Out Awards – To help keep the presentation of awards running smoothly, try to follow this simple method.

1. Give every officer a folder with all the certificates and awards they will be handing out.

2. Give each officer a group of awards to hand out. Examples:

a. President – All of the Advanced Parliamentary Procedure awards

b. Vice President – All of the Novice Parliamentary Procedure awards

c. Secretary – All of the Scholarship awards

3. Initiate the applause after the awards have been given out.

Basic Parliamentary Procedure

Presenting any type of motion – Members’ motions must be recognized by the chairperson.

Stating Main Motions
1. Main motions must contain the proposal only, NO DEBATE.

2. Main motions are introduced with the words “I move…”

3. Main motions are discussed one at a time.

4. Main motions cannot be negative.

5. Main motions do not contain the word “should.”

6. Sample motion: “I move that the Chapter go on a hay ride.”
After the Motion is Made
1. Ask for a second.

2. The motion is now debatable and the maker of the motion receives first debate privileges.

3. Requires a majority vote to pass.

Voting on a Motion
1. Voice vote – the chairperson asks those in favor to say “aye” and those opposed to say “nay.”

2. Show of hands vote – members raise their hands as an alternative to a voice vote. 

3. Roll call – each person’s name is read and each member says “yes” or “no.”

4. Ballot – each person writes their vote on a piece of paper. This method insures secrecy. 

Postpone Indefinitely
1. Requires a second, is debatable, is not amendable and needs a majority vote to pass.

2. Passing of a postpone indefinitely kills the main motion and avoids a direct vote on the main motion.

3. Sample motion: “I move to postpone this motion indefinitely.”
Amendments
1. Used to modify or change a motion.

2. Sample motion: “I move that the Chapter conducts an overnight trip to Disneyland.”
3. There are four ways to amend a motion:
a. Striking Out – when you take a word completely out of the motion.


Sample: “I move to amend the motion by striking out the word ‘overnight’.”
b. Striking Out and Inserting – by taking a word out and replacing it with another one.

Sample: “I move to amend the motion by striking out Disneyland and inserting Magic Mountain.”
c. Inserting – adding words within the main motion.

Sample: “I move to amend the motion by inserting the words ‘rent a bus and’ between chapter and conduct.”
d. Adding – adding words on to the end of the main motion.

Sample: “I move to amend the motion by adding on at the end, ‘and the chapter pays for the hotel’.”

4. The maker of the amendment must be recognized by the chairperson.

5. Requires a second, is amendable and needs a majority vote to pass.

6. Must be related to the main motion.

7. Only one amendment to the motion is considered at a time.

Refer to a Committee
1. Used to send a pending question to a small group or committee for careful investigation.

2. Maker of the referral must be recognized by the chairperson.
3. Requires a second, is amendable and needs a majority vote to pass.
4. Debate restricted to reasons for making the referral to a committee.
5. Referrals should state who and how many will be on the committee, as well as what they will be doing: writing a letter, drafting a proposal, investigating alternatives, etc.
6. Sample motion: “I move to refer this matter to a committee of five appointed by the chair.”
Postpone Definitely
1. Used to defer action on a motion to a definite day, meeting, hour or until a certain event.

2. Debate is restricted to why you are postponing this question, not on the merits of the main motion.

3. Requires a second, is amendable and needs a majority vote to pass.

4. Making it a special order of the day requires a two-thirds vote.

5. Sample motion: “I move to postpone this matter until the next chapter meeting.”
Previous Question
1. Used to end debate on pending motion(s) by taking a vote.

2. Requires a second and two-thirds vote and is non-debatable or amendable.

3. Maker must be recognized by the chairperson.

4. Sample motion: “I move previous question on all pending matters.”
Lay on the Table
1. Lay on the table enables the assembly to lay a main motion aside temporarily when something more urgent has arisen.

2. Requires a second, is non-debatable and requires a majority vote.

3. Sample motion: “I move to lay all pending matters on the table.”
4. To withdraw a lay on the table, say “I move to take this matter from the table.”
Point of Information
1. This is a request directed to the chairperson, or through the chairperson for information relevant to the business at hand but not related to parliamentary procedure.

2. Does not have to be recognized by the chairperson.

3. Can be introduced at any time.

4. No vote, second or debate.

5. Sample motion: “I rise to a point of information.”
Point of Parliamentary Inquiry
1. A question directed to the chair or through the chair to get information on questions of parliamentary law.

2. Does not have to be recognized by the chairperson.

3. Can be introduced at any time.

4. No vote, second or debate.

5. Sample motion: “I rise to a point of parliamentary inquiry.”
Point of Order
1. Point of order is called when a parliamentary procedure mistake has been made.

2. Does not have to be recognized by the chairperson.

3. Can be introduced at any time.

4. No vote, second or debate.

5. Sample motion: “Point of order, Mr. Chairman!”
Motion to Adjourn
1. Motion used to close the meeting even if the order of business has not been completed. 

2. Requires second and majority vote.

3. Sample motion: “I move to adjourn the meeting.”
Use of a Gavel

One Tap – the announcement of adjournment, completion of a business item, or to be seated after the opening ceremony.

Two Taps – call the meeting to order.

Three Taps – call for members to stand on the third tap.

Series of Taps – calls for order to be restored to a meeting.

Retreats

At the beginning of the year, the officer team might be a little uneasy about being around each other. Then there may be times when team members are losing sight of their goals and not wanting to continue their service. This is a perfect time to take a little vacation or retreat and get back in the mood to provide good leadership. This section is to help the team come up with some reasons to go on retreats and how to pick a good retreat place.

Causes for a Retreat

1. The team members are not feeling like they are special. Therefore, they are not working well with each other.

2. The team’s goals have been forgotten and there is a need to rework them.

3. Time is needed to plan a special event.

4. To bring a team together at the beginning of the year to plan activities.

5. Team members want to celebrate a good thing they have done.

Retreat Procedure

1. Find out why the team needs a retreat.

2. Decide how long the retreat will last.

3. Decide on what to do or where to go. Make sure it will allow the team to accomplish the task at hand.

4. Find out how much the retreat is going to cost each team member. 

5. Pick a date that will be beneficial to everybody.

6. Come up with a plan of events.

7. Generate an agenda.

8. Have a good time and get things done!

Sample Officer Retreat Agenda

A.M.
Depart for cabin, campsite, or resort (do not conduct retreat on campus or in a home in town).

Lunch

On the road.
1:00

Arrive at site and set up.
2:00-3:00
Retreat orientation - Establish retreat expectations in terms of behavior, results, leadership, duties, etc.

3:00-5:00
Personal Assessment – values clarification – goal setting 



OR

Meal Madness – pair up officers and assign each pair a meal and a dollar amount. Give each pair time to plan the meal. Go shopping and have each team shop independently and try to spend as close to their dollar amount without going over. The team is then responsible for preparing and cleaning up after the meal.

5:00-6:00
Break. 
6:00-7:00
Dinner.
7:00-7:15
Speaking Delivery and Speaker Evaluation.
7:15-8:00
Goal setting workshop.
8:00-9:00
Time to set goals – personal, team, and chapter.
9:00-10:30
Organized recreation.
10:30-11:30
Stories.
11:30

Lights out.
Other first day ideas:  Photo session, opening/closing prior to sessions, shoebox activity, and any other “getting-to-know-you” activity.


Day 2

8:00-9:00
Wake up and clean up.
9:00-9:45
Breakfast.
9:45-10:15
Continue Speaking Delivery and Speaker Evaluation.
10:15-11:00
Leadership development workshop.

11:15-11:30
Break.
11:30-12:15
Leadership development workshop.
12:15-1:00
Lunch.
1:00-1:15
Clean up.
1:15-4:00
Recreation – swimming, hiking, fishing, games.
4:00-4:30
Clean up.
4:30-5:15
Leadership development.
5:15-6:00
Free time/dinner preparation.
6:00-7:00
Dinner.
7:00-7:15
Continue Speaking Delivery and Speaker Evaluation.
7:15-8:00
Leadership development workshop.
8:00-8:15
Continue Speaking Delivery and Speaker Evaluation.
8:15-9:00
Leadership development workshop.
9:00-11:30
Free time.
11:30

Lights out.
Day 3

8:00-9:00
Get up and clean up.
9:00-9:45
Breakfast.
9:45-10:00
Clean up.
10:00-10:15
Continue Speaking Delivery and Speaker Evaluation.
10:15-11:00
Leadership development.
11:00-11:15
Break.
11:15-12:00
Retreat Closure.
12:00

Lunch.
1:00

Pack up.
2:00

Depart for home.
Possible leadership development workshop topics:


Introducing speakers




Microphone use


Presenting awards




Delegation


Giving directions





Positive thinking


Role modeling – presenting a positive image
How to organize an activity


How to encourage members



Officer duties


Team member roles




Team work


Group decision-making




Brainstorming


Conflict resolution




Leadership styles


Basic parliamentary procedure


Basic speaking techniques


Written communications – thank you letters, cards, business letters, personal letters

Officers

President’s Duties

1. Presides over meetings according to accepted rules of parliamentary procedure.

2. Appoints committees and serves on them as an ex-officio member.

3. Coordinates the activities of the chapter.

4. Represents the chapter in public relations and at official functions.

Vice President’s Duties
1. Assumes all duties of the president, if necessary.

2. Develops the Program of Activities and serves as an ex-officio member of the Program of Activities committees.

3. Coordinates all committee work.
4. Works closely with the president and advisor to assess progress toward meeting chapter goals.

5. Establish and maintain a chapter resource file.

Secretary’s Duties
1. Prepares and posts the agenda for each chapter meeting.

2. Prepares and presents the minutes of each chapter meeting.
3. Is responsible for chapter correspondence.
4. Maintains member attendance and activity records.
5. Keeps the Program of Activities completion chart up to date.
Treasurer’s Duties
1. Receives, records and deposits funds and issues receipts.

2. Presents monthly treasurer reports at chapter meetings.

3. Maintains a neat and accurate treasurer’s book.

4. Serves as chairperson of the earnings and savings committee.

Reporter’s Duties
1. Plans public information programs with local radio, television, newspaper and service clubs and makes use of other opportunities to tell the CTE story.

2. Releases news and information to local and regional news media.

3. Publishes a chapter newsletter.

4. Prepares and maintains a chapter scrapbook.

5. Works with local media on radio and television appearances.

6. Serves as the chapter photographer.

Historian’s Duties
1. Develops and maintains a scrapbook of memorabilia in which to record the chapter’s history.

2. Researches and prepares items of significance of the chapter’s history.

3. Prepares displays of chapter activities and submit stories of former members to the media.

4. Assists the reporter in providing photography for chapter needs.

Sentinel’s Duties
1. Assists the president in maintaining order.

2. Keeps the meeting room, chapter equipment and supplies in proper condition.

3. Welcomes guests and visitors.

4. Keeps the meeting room comfortable.

5. Assists with special features and refreshments.

Parliamentarian’s Duties
1. Is proficient with parliamentary procedure.

2. Rules on all questions of parliamentary conduct at chapter meetings.
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