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GREAT LAKES ADVENTURE CLUB

STANDARD OPERATING PROCEDURES

UPDATED NOVEMBER, 2008

Chairperson’s Responsibilities

The Chairperson is responsible for chairing the monthly meetings as well as acting as a forum moderator.  The Chairperson is responsible for arranging for special speakers and presentations.  The Chairperson is authorized as a signer of the club’s checking account.  The Chairperson answers email directed to him or her.  

The Chairperson leads discussion for the meeting and:

· Assigns a member to greet guests

· Opens the meeting promptly at the starting time by introducing him/herself.  

· States that this is a club of members who enjoy activities and individually lead trips.  The club has no liability responsibility.  

· Announces that members pay annual dues and that dues cover all people living at the same address.  Explains that guests may become a new member by filling out the brochure slip and paying dues at the end of the meeting or filling out the brochure slip and mailing it in to the club’s post office address.

· Welcomes guests and invites them to participate in a club outing to see if he/she is interested in joining as a member before making that decision.  Then, the guests are invited to stand up, give his/her name, how he/she heard about the club and particular interests.  Guests are encouraged to sign up on the Guest Sheet and, as a result, they will be emailed or mailed a current newsletter.  

· Introduces each of the club’s officers who are asked to report at the meeting, including the Administrator, the Treasurer, the WebMaster and the Equipment Manager.  

· Occasionally, a member may demonstrate the use of a new piece of equipment.

· Discusses old business.

· Asks if there is new business.

· Discusses upcoming trips already listed in the newsletter and asks trip leaders if they have additional information.

· Asks if anyone has new trips to present.

· Requests trip leaders and participants from trips that have taken place in the last month to give a verbal trip report.

· Adjourns the meeting.

Administrator’s Responsibilities

Before the meeting starts:

There is usually only one table in the front, move a table from the sidewall to the area in front by the door and place name tags on this table.  Also, on this table, place a clipboard with a blank guest list on it and blank nametags for the guests to fill in, brochures and any pertinent reading material, as well as copies of last month’s newsletter.  

On the front officer’s table place clipboards with GLAC activity sign up sheet and GLAC trip slips as well as pens/pencils.

During the meeting:

Take the minutes of the meeting.  The Chairperson will ask you to give an Administrator’s report.  The report is usually an update of any changes that you have made or a reminder to let an officer know if any member is having any problems with communication.

After the meeting:

Remove any materials that you have put out and take home with you.  The Treasurer will give you all new members from the last meeting through the current meeting.

Other duties:

Complete a newsletter for the current month using your minutes, any new trips that you have been given slips for, the guest list (to acknowledge the guests in the newsletter), new members (to be acknowledged), any emails concerning past trips since the previous meeting (you may also get updates for this at the meeting, but encourage members to email you after the trip has been completed).

Send the newsletter to all members on the roster.  The newsletter is emailed as an attachment to all members who have email addresses.  It still has to be determined exactly how this email will be handled, the preferable way is to send it through the google group but there are still a few problems with this.  The other way is to use the list of emails from the roster and send it out through your personal email (further follow up is needed before this can be published in the job description).

The newsletter is then sent as an attachment to all guests that have given an email address.

The newsletter is then mailed by postal service to any members that do not have an email address or any guests that did not list an email.  The Database Manager maintains a current list of members that do not have email addresses. 

When copying the newsletter to be mailed (either on your own copier or copy it at Kinko’s, Office Max, etc.) make six or seven extra copies to provide to guests at the next meeting.  A list of members that have the newsletter mailed and labels for mailing is in your materials.  Consult the Database Manager for updates.

New member names, addresses, telephone and email are emailed to the Database Manager as well as to the WebMaster.  This information will be updated before the newsletter is sent out, so you will not have to handle new members separately.

Keep track of all expenses, postage, copies, etc. and give receipts to the treasurer at the monthly meeting so you may be reimbursed.

Make copies of blank guest sheets, activity sheets, trip slips, GLAC brochures, GLAC business cards and any other information as needed.  

Maintain a copy of each newsletter in the Administrator’s hard copy records.  Maintain the club’s Constitution and Bylaws in the Administrator’s hard copy records as well as electronically.  

Treasurer’s Responsibilities
Treasurer  (from Constitution/ByLaws, page 4)

“Article 6 – Officers and Management 

Section 4. Treasurer

The Treasurer shall receive and deposit all money taken in by the club. The officers shall approve the depositories used. He/She will keep book accounts of receipts and expenditures, which shall be open at all times for inspection by members.

The outgoing treasurer shall turn over a current balanced checking account to the incoming treasurer, or be held personally responsible for any monetary discrepancies.”

Procedures

Process new memberships

· Collect money and membership application from new members.

· In the case of checks, I write the check number on the application.

· In the case of cash, I provide the individual with a receipt (see book) with new member name, payment amount and form (cash), and initial and date it. This provides a record of the payment and name of the member via the carbon copy.

· I use the checks and record of receipt of cash payment to record member name and dues amount paid in the ledger. I also record the check number or “cash” beside the member name.

· Periodically (e.g., after a GLAC meeting or after I’ve accumulated some payments) I prepare a bank deposit. Using the “Deposit Record,” I list the last name of the member (if payment was made by check) and amount received and total the amount of cash received. The total amount is deposited and I staple the record/receipt of deposit to the carbon copy in the “Deposit Record.” (If new member dues are sent to the P.O. Box, I try to deposit them within 2-3 weeks of receipt.)

· I pass the membership applications on to the Administrator. If they are received during a monthly meeting, I hand them to the person that night. If applications are received via the P.O. Box, I mail them to the Administrator at his/her home address.
· I will email the new member (and copy the Administrator and Webmaster) to indicate that his/her membership application/dues were received and will be processed within a month. If the new member does not provide an email address and/or if emailing that person proves unsuccessful (e.g., due to incorrect address, address difficult to read), then application will be processed as above (sent to Administrator via regular mail) with note attached indicating new member was not contacted via email.

Write checks

· Provide reimbursement for expenses

· Write check and record in the ledger in the appropriate column: operating expenses, equipment, or activities; and note check # and what it was written for (e.g., specific equipment, donation, postage and copying) and to whom.

· Collect receipt for expense and write check number, name of recipient, and date on the receipt, and file it in the treasurer folder.

· Donations

· When approved by the membership, write a check for a donation or support of an organization

· Examples include annual dues to the North Country Trail Association and one time donation (in 2008) to the Bangor/South Haven Heritage Water Trail.

Meeting space renewal

· Once a year, approximately September, raise new business to have membership decide whether to continue current meeting space

· If applicable given decision above, on October 1st (or current published date), submit request to Kalamazoo Public Library system a written request to reserve the Oshtemo Library meeting room space for the 2nd Tuesday of every month during the following calendar year.

· Pay meeting room expense when confirmed and invoice received.

Website host and email account renewals

· Once a year, approximately September, raise new business to have membership decide whether to continue using the same website host (currently GoDaddy) and associated email accounts for board members.

· If applicable given decision above, contact host and indicate desire to renew and arrange for payment.

Post Office box renewal

· Once a year, approximately November, a renewal card will be put in the P.O. Box.

· Pay by deadline (usually January 1 of the next calendar year).

Other

· Ledger maintenance

· Record all deposits (typically dues) and checks written (indicating under appropriate column: operating expenses, equipment, or activities; and note check # and what it was written for, e.g., specific equipment, donation, postage and copying) and keep a running balance.

· Reconcile monthly bank statement with ledger and correct any error/account for any discrepancies.

· Provide a report at the monthly meetings

· Account balance.

· Notify about any major checks written, operating expenses paid (e.g., meeting space rental, website host payment, P.O. Box annual fee).

· Raise new business once a year for approval of meeting space and website host (though the membership does not need to approve that expense amount, as written in the Constitution), and whether membership wants to make a donation or continue dues to any professional organizations.

· Share any catalogs, membership newsletters, etc received via P.O. Box.

· Check P.O. Box periodically. Pass mail onto other board members, as needed. (There are 2 keys and each board can decide who will have the keys and check the box. Currently, the treasurer and the chairperson have keys.)

· Regularly check the Treasurer email account (through GoDaddy), and respond to any messages related to Treasurer position.

· When a new treasurer and/or chairperson is elected, the bank account signers will need to be changed.

Equipment Manager’s Responsibilities

The Equipment Manager:

· Accepts requests for equipment with one week prior notice via e-mail or phone

· Responds within two days to arrange pick up location, time and date

· Answers e-mails about equipment details

· Manages and updates equipment list

· Suggest new equipment ideas to the Board

· Cleans out old or broken equipment

· Purchases new equipment after approval by voting members

· Sends receipts to the Treasurer for reimbursement

· Sends periodic updates of equipment list to the Webmaster

· Manages the checkout list

· Follows up with people who do not return equipment

· Properly stores equipment

· Designates a backup person to loan equipment during times when Equipment Manager is unavailable

Database Manager’s Responsibilities

The Database Manager maintains and updates the Microsoft Access Database of members.  It is recommended to back up the database.  This may be accomplished by copying it to a disk or emailing it to a second computer.  Another recommendation is to email it to another club officer who has the Microsoft Access program or another member who has Microsoft Access.  Periodically, update the backup.  

Database Layout

The following screenshot shows the options under “Queries”.
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Following is a description of the most-used queries.  

EMAIL Addresses:  Includes first name, last name, home email address and work email address of current members.  This list is used when you wish to prepare an address list to send out via email.  Highlight both columns of home and work emails.  Copy this list into the “To:  bcc” section of an email.  Review the list of names in the email and take out the column headings “Email Home” and “Email Work” if they show up there.  Make sure a comma separates email addresses.  

General Info:  Gives first name, last name, post office address, telephone numbers, and email addresses of all current members.  

GLAC Members Current:  Gives all general member information in a format that can be copied to an excel spreadsheet in order to provide a current member roster to the membership.  

Members:  Gives a simple list of current members by first and last name.

Membership:  Gives a simple list of current and past members by first and last name.

No Email:  Gives a list of members who do not have email addresses.  The newsletter is mailed to these members.  Periodically provide this list to the Administrator to make sure we are getting newsletters to these individuals.

The following screenshot shows the options under “Forms”:
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Data Input:  This option is used to input data for new members.  Following is a screenshot of this option.  Periodically, you may wish to alphabetize “Data Input”.  Right-click on the last name of the person.  Chose “Sort Ascending”.  This will make it easier to locate a particular person later.  Note that at the bottom of the screen, you can move from record to record by clicking the arrows.  When you go to the last record, it will be blank.  You may put a new member in here.  You do not need to save the record; it will automatically save.  
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Add a New Member

Following each meeting of the club, the Administrator emails the Database Manager (as well as the Webmaster) with a list of new members and their pertinent information including name, post office address, telephone numbers (home, work, cell), and emails addresses (home and work).  

The Database Manager adds new members to the database.  First, open up the Microsoft Access GLAC Database.  Next, on the left-hand column, under “Objects”, click on “Forms”.  Then, click on “Data Input”.  You will see “ID”.  Access automatically assigns a number to each entry.  Under “Status” type in “Member”.  This will place this new member in each report of the Access Database.  Input the additional information.  Put a comma after each email address.  This allows you to easily use the database to copy email addresses to use in Yahoo email.  The club has not been recording the various activity interests of members (i.e. backpacking, hiking, etc.).  

Change the Status of a Person from “Member” to “Old”

After dues have been collected for the new year, the Treasurer determines which people have not renewed their memberships and forwards this list to the Database Manager.  The Database Manager then goes into the Database to change the status of these people from “Member” to “Old”.   In the left-hand column, under “Objects”, click on “Forms”.  Then, click on “Data Input”. To find a particular name, highlight the last name of the first record.  Then, on the top toolbar, click on “Edit”.  Next, click on “Find”.  Type in the last name of the person you are looking for.  Click “Find Next”.  It will automatically take you to that record.  Under “Status”, take out the word “Member” and type in the word, “Old”.  This person will not be listed as a current member on any of the reports.  However, a record is preserved of all people who are members or have been members at one time.  A simple record of people’s first and last names and either “Member” or “Old” can also be found by looking under “Object”, then clicking on “Queries”, then clicking on “Membership”.  

Prepare a Current Member Roster

Under “Objects”, click “Queries”.  Click on “GLAC Members Current”.  Highlight the whole spreadsheet.  Open up a document you received from a past month … an outdated member roster.  Paste the current members into that document.  Change the headings to the current month and year.  Take out the extra column heading line (if two show up in your document).  Save this document to a regular C drive file (not in the GLAC Access Database).  Email the document to the Administrator for his/her files as well as so he/she can email it out to the membership.  Or, upon direction of the Administrator, you may email it out to the membership.  Be sure either you or the Administrator mails it via post office mail members that do not have email.

WebMaster’s Duties and Procedures

Webmaster Duties:

Maintains and updates GLAC website

· Updates site with upcoming trip information (preferably within a week of GLAC meeting) 

· Takes care to protect member security by not giving out member’s personal info (last names, addresses, phone numbers)

· Updates site with member trip photos as time/schedule permits

· Updates site with latest equipment list 

· Seeks out and provides updates to site about park/trip/activity info that may be of interest to GLAC members 

Maintains and updates GLAC forum

· Maintains forum security and access privileges to forum members

· Provides forum access instructions and/or assistance to new members

Maintains and updates GLAC Board member E-mail addresses

· Provides access to, maintains, and changes over at the end of each calendar year new GLAC board e-mail addresses

Attends GLAC meetings at least quarterly 

Website Update Procedures:

Important note: The GLAC website http://www.greatlakesadventureclub.com is maintained with Adobe Dreamweaver software. It is a prerequisite of any person who seeks this position to:

1) Own or have access to Dreamweaver or equivalent software

2) Possess at least intermediate web design skills

General Procedures for maintaining and updating GLAC website:

GLAC Webmaster will:

· Maintain on his/her computer all existing web files 

· Maintain, update, and upload updated web files to hosting services at least monthly

· Backup website quarterly on CD or DVD

· Provide an updated CD/DVD backup of the entire site to the GLAC board at the end of

each calendar year

· Maintain and provide to the GLAC board a .pdf file of GLAC website hosting security 

Information at the end of each calendar year

General Procedures for maintaining and updating GLAC forum: 

GLAC Webmaster will:

· Invite new member(s) to access forum within one week of receiving new member e-mail address(es) from GLAC secretary or treasurer

· E-mail forum access instructions to new members in welcome e-mail

· Maintain forum group and member security settings

· Restrict members from forum upon GLAC treasurer (for non-payment of dues) or upon Board advisement (for other reasons)

General procedures for maintaining and updating GLAC board member e-mail addresses:

At the beginning of each calendar year (preferably before the January meeting) the GLAC Webmaster will host a meeting at his/her home for outgoing and incoming board members to:

· Transition e-mail addresses, accounts, and security over to incoming board members

· Instruct new board members on how to access and use their e-mail accounts

· Instruct new board members on how to use and invite members to the GLAC forum

