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Introduction


As the chapter’s chief executive officer, the president is responsible for the overall organization management.  It is under the president’s leadership that others are enabled to do the tasks assigned.  Ultimately, the president is responsible for all activity of the organization.

One way to ensure a successful semester as president is to clearly define expectations of the chapter, set goals and specify tasks to accomplish.  The president’s enthusiasm for organization activities will set the tone for the chapter; if the president is excited about what is being done, the chapter’s members will be motivated to achieve the chapter’s goals.

This manual was created to assist you in your duties, giving you examples of what has been done in the past so you can build for the future.


Chapter President Duties and Responsibilities

· Guide the chapter officers in setting goals for the organization
· Communicate the goals to the members

· Maintain the chapter’s focus on the priorities specified in the goals

· Identify a chapter committee structure to best achieve goals

· Recognize requirements, member strengths, and member interests and appoint chairs to committees that match those skills and interests

· Recognize members accomplishments

· Publicly recognize achievements within the organization and in other campus activities

· Educate yourself about the documents that govern Silver Wings

· Educate members about the opportunities available to them through their involvement with Silver Wings and the Air Force Association

· Preside at all chapter and officer meetings

· Plan the agenda for the chapter meetings with your chapter vice president in advance

· Attend committee meetings and Air Force Association meetings as often as possible

· Represent the chapter and its views at all Area and National conclaves

· Participate in chapter service projects, joint Arnold Air Society projects and socials

· Evaluate chapter progress toward established goals

· Communicate chapter progress to regional and national staff through chapter status reports

· Monitor the activities of all officers and committee chairs

· Provide guidance and assistance to officers and committee chairs in accomplishing their tasks

· Motivate chapter members to participate in chapter activities

· Establish a climate of enthusiasm, openness and concern

· Train committee chairs and officers to fulfill their duties

· Help the Development Officer to recruit and retain members by conducting an aggressive, year-long membership campaign with weekly and monthly goals to be achieved

· Ensure that all members are active and involved
· Submit reports to regional and national upon request

· Coordinate officer elections with no bias or delegate this task to your VP or Chapter Parliamentarian, if one exists

· Ensure a smooth transition for incoming officers by keeping files, reports and folders in order

· Submit award forms to regional and national headquarters

· Report organization activities to the National Public Affairs Officer for the National Newsletter

· Help the Chapter Treasurer to personally contact members who have not paid their dues 

· Pursue a net increase in membership

· Follow-up with officers to verify progress

· Remember that you are ultimately responsible for the success of your chapter; keep an open atmosphere and an environment where your members feel that they have both the authority and the obligation to push the envelope.

“No guts, no glory”

Attributes of a Leader

Below is a list of attributes for a leader.  Take some time to review them and reflect upon yourself.  As a Silver Wings Chapter President how can you develop these traits within yourself as well as encourage these traits in your members?
Leaders:

· Provide direction

· Engender trust

· Give hope to “followers”, or more appropriately “the led”

· Have ambition, competency and integrity

· Are flexible: meet people where they are, not where they think they “should” be, creates trust, safety

· Express themselves- strengths, weaknesses, fears, joys, and hopes- transparent and congruent

· Are integrated human beings

· Are thoughtful, articulate, and reflective – outstanding interpersonal skills

· Have little interest in proving themselves – they simply find a way of expressing themselves freely and openly
· Continue to grow and develop throughout life – understand that while constant self-appraisal and examination can be painful, they are necessary for growth
· Honor differences
· Tolerate ambiguity
· Speak with emotional honesty – make “I” statements
Operations Plans

Operations serve a vital role within the officers of a chapter.  They provide a structure and direction for the chapter throughout the semester.  

Begin by conducting a membership survey to find out what your chapter would like to do the next semester.  This can be done in writing or by having a brainstorming session during a chapter meeting.  Next, start on your chapter’s operations plan in a meeting with the officers.  It is helpful to have this meeting before the winter/summer break to give the officers to work on future projects over the break.  

At the meeting, review your chapter’s status, looking for weaknesses.  Do you need to work on recruiting, more exciting projects or meetings?  Look critically at your status, review the survey forms and take heed in what the chapter is saying because they are your driving force.  Brainstorm on what the chapter would like to do and formulate a timeline for meetings, projects and other activities.  

Answer the following questions:

1. How is the chapter organized?

2. What is the chapter’s current situation?

3. What is the local chapter mission?

4. What do you want to accomplish this semester?

5. As the President, what do you expect of the staff? 

6. What does the staff expect of the organization?

7. What does each officer need to accomplish in order to achieve the semester goals?  

An operations plan can include:

I. Organization

II. Situation

III. Mission

IV. Semester Goals

V. Expectations of Staff

VI. Specific Tasks for each Officer

A sample operations plan is shown in attachment 1.

Staff Report Forms

Staff Report forms help the President and Vice President ensure that the officers are staying on track and completing their assigned tasks as necessary in between officers meetings.  A sample Staff Report form is shown in Attachment 2.

Professional Development

Guest Speakers

Implementing a professional development program within the chapter helps provide the chance for members to develop professional skills.  It can also educate your members on aerospace power and military issues.  These are the basis of two of the Silver Wings National Objectives related to our mission.

Inviting civilian and military leaders to speak is one way to enhance your professional development program.  Attachment 3 contains a sample letter of invitation.
Elections- Platforms

When elections are held within your chapter make them fun and competitive.  Have each person seeking election provide a platform.  A platform should include at least their leadership experience and goals for the upcoming semester.  A sample is provided in Attachment 4.
Membership Activity

Keeping your membership active can sometimes be a touchy subject.  It is recommended that you set your expectations early and stick to them.  The chapter should agree on and approve any system you devise or plan to implement.  One system is a point system that gives point values to specific types of events.  A sample point system is provided in Attachment 5.  Another idea is to set a percentage of each type of event you plan each semester.  Such as:  60% of all chapter meetings, 50% of all professional development events, 50% of all service events, 50% of all fundraising events, etc.

Just remember that it is not fair to put a member on probation in the middle of a semester.  They should be given a warning about possible probation at the end of the semester, so they have a chance to change their behavior.  Then, a review of everyone’s activity should be done with the Executive Board of your chapter, which usually includes your Chapter President, Vice-President and Advisor.  Action should be taken according to your Chapter By-laws, which would have already been approved by the chapter membership.
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SITUATION

Silver Wings is an organization diverse in membership.  We have male and female members of every major from freshman to alumni.  We are friends of cadets interested in their lives, the protection of America through our military and aerospace power, in particular.  We are current and future members of the Air Force Association, a group dedicated to helping our Air Force achieve everything they set out to do.  

MISSION

National:  Silver Wings is a national, co-ed, professional organization dedicated to creating proactive, knowledgeable, and effective civic leaders through community service and education about national defense. 

Interrelated Objectives—Personal development of individual members, Professional development of individual members, Civic awareness

Chapter:  ______________________________________________

SEMESTER GOALS

1. Recruit new members, focusing on University civilians who are interested in leadership and developing themselves professionally.

2. Build and continue to improve relations with our local Air Force Association and Arnold Air Society Squadron through the new liaison position and joint projects.

3. Increase awareness of Silver Wings at the University and our community through joint activities with our detachment, AAS squadron and local or closest AFA chapter.

4. Provide leadership opportunities for associate members or new members through committee appointments and project supervision.

5. Jointly coordinate and participate in a minimum of one community service project as outlined in the Joint National Project (JNP).  

6. Coordinate a minimum of one community service project as outlined in the Silver Wings National Project.

7. Provide support to the Region Executive Officer and other region staff members.

8. Keep an effective and efficient flow of communication between our Region and our chapter.

EXPECTATIONS OF STAFF BY THE CHAPTER PRESIDENT

· Know your job and DO IT!  Please read the section that pertains to your position in the Silver Wings Manual and know the specific tasks associated with your position.  If you have a question about your position please ask the previous Chapter President or email your counterpart on the National Staff.

· Weekly email reports are expected by 10 p.m. the evening before the meeting.  A form for these reports in provided on the chapter web page.  These reports need to outline your progress, the contacts you have made and any items you will be bringing up at the meeting.  The reports need to be submitted to our advisor, the Vice President and the President.  Please include a copy of these reports in your binders for continuity.

· It is essential that each member of the chapter staff establish contact with their counterpart on the Regional and National level.  

· Any activity the chapter participates in will be reported to Region and National Headquarters.  If yourself or someone in your committee organized an activity, it is imperative that an Activity Report Form is completed 5 days after the activity is completed.  An Activity Report Form can be found in the SWM or on the forms page of the national website and need to be given to the Secretary after they are completed to be mailed (or emailed).

· In January, each officer will be expected to meet with the Chapter President to discuss his or her plans for the upcoming semester.  At that time an operations plan should be completed with a tentative timeline.

Community Service- minimum of three service events are to be planned this semester.  One of which should be coordinated with the AAS squadron as a Joint National Project (JNP).  The second needs to be our Separate National Project (SNP).  The third is at the discretion of the organization and the activities officer. 

Fundraising- Fundraising activities need to be planned well in advance, so that we can help as many chapter members attend as possible.  

Communication- Effective and efficient communication is another important key to the success of the chapter. If you go to a meeting and you get information that would be useful to the other members and/or the officers, SHARE IT!  The two major focal points for establishing this communication are as follows:

1) Region HQ and National HQ- it will be expected that each member of the staff establishes contact with their counterpart on the National level and a report about the contacts be submitted in weekly reports.  Any activity the chapter participates in will be reported to Region HQ.  It is essential to maintain contact with the Region.  These contacts should be reported in the weekly reports.
2) Chapter- Communication within the chapter will be carried out by means of weekly active meetings as well as the effective use of e-mail.  All chapter members and especially the officers are expected to check email weekly for updates on activities and meetings.   

Social Functions- minimum of two chapter socials and one coordinating social with the Arnold Air Society squadron.

SPECIFIC TASKS FOR THE SEMESTER-

***These are by no means a limit for your activities, only a jumping off point!!***

Vice President: 

· Ensure members carry out assigned duties.

· Follow up on weekly reports and ensure that projects and other responsibilities of the officers are carried out to meet their suspense dates.

· Assist the President in execution of duties.

· Coordinate the staff and execute the policies of the President.

· Responsible for the suspense dates and awards submission, please check the manual and remind everyone when things are due.

· Serve as Chapter Parliamentarian.

· Serve as the chapter representative on the detachment wing boards.  A report from each meeting is due to the Advisor and the President within 48 hours of the meeting. 

· Prepare chapter for attendance at NATCON.

Treasurer: 

· Responsible for the collection of dues, payment of bills, creation of Chapter budget, and preparation and distribution of financial reports, as required. (See the SWM)

· As the Fundraising committee chair, you should ask two people to serve on your committee to help you plan and execute fundraising events.

· Contact our local AFA chapter regarding fundraising.

· Please find two large fundraisers (concerts/concessions, etc.) so that people wishing to go to NATCON can earn money toward going.

Secretary:

· Keep the meeting minutes, the Chapter Constitution and By-laws updated and available on the website and in the Silver Wings files.

· Take minutes at every meeting and type them up for approval at the following meeting.  Please email minutes by the Monday after the meeting to the Webmaster so that he can post the minutes on the website.  Be sure to pay special attention to dates and times.

· Please make contact with the Regional and National counterparts and read the SWM paying particular attention to chapter 11.

· When Activities Reports are submitted to you please make a copy for the Silver Wings file and then send them to Region HQ, National HQ and EMC.

· Keep accurate files of all incoming and outgoing correspondence pertaining to the chapter.

· Put together a Silver Wings member roster and update it bi-weekly until the middle of March; Keep the updated roster available on the bulletin board and on the website.

Development Officer:

· Recruiting of civilians is key this semester.  Brainstorm ideas of how Silver Wings can attract civilians to the organization.

· Coordinate the Silver Wings Orientation Workshop and other events necessary to become a Silver Wings member in March.  Be sure and update the Power Point with current information!
· Plan the Silver Wings Initiation Ceremony.  You will also need to send out invitations, see the Chapter President once you have secured a location.

· Put together a small handout to give people information about Silver Wings and the requirements to become a member.  Include such information as the date of our meetings, place and web address. You may wish to order paper airplanes to attach to the flyers as a promotional item for Silver Wings.

· Please coordinate with the Public Affairs Officer for distribution of these handouts on campus.

· Responsible for associate member requirements.
Public Affairs Officer:

· Responsible for all publications and public relations, send at least three press releases to the local newspaper, campus newspaper and TV stations (they can be the same) before all large Silver Wings events.

· Responsible for submission of at least three articles to the detachment newsletter, AFA newsletter, Region newsletter, and National Newsletter.

· Responsible for the creation of a chapter Newsletter to be published twice during each semester.

· Update the bulletin board in the cadet area for Silver Wings Announcements and other publications.  Keep an updated calendar on this bulletin board.

· Keep our chapter webmaster and the detachment webmaster updated on upcoming activities, officers’ and members’ names and email addresses and have the chapter constitution and by-laws added to the chapter website.

Activities Officer:

· Plan to have at least one community service event bi-monthly.  Be sure and review the Silver Wings National Project and plan at least one LARGE activity that qualifies as a SW National project.  Make sure this event is on the calendar way in advance.

· Actively recruit and supervise members to serve as event coordinators.  As activities officer you should make the initial contact for the activities and then give the information and the suspense dates to chapter members in your committee to complete the project.  However, it is the Activities Officer’s responsibility to make sure that the event goes smoothly and that all suspense dates are kept and that the chapter and staff are informed of the event.

· Coordinate two chapter social events during the spring semester, one should be with the Arnold Air Society squadron.

· Contact the Arnold Air Society squadron to plan at least one LARGE Joint National project with them.  Take them some ideas (that your committee and you brainstorm) but be open and receptive to their ideas as well.  Make sure this event is on the calendar well in advance.

· All activities that are done need to have a FORM A and a FORM B filled out and filed in the chapter files. The Activities Officer is ultimately responsible for reporting each activity.

Liaison Officer:

· Establish contact with AFA and provide them with a Silver Wings event schedule and a chapter roster.
· Establish contact with the Arnold Air Society and provide them with the Silver Wings event schedule and a chapter roster.
· Establish contact with the cadet corps and provide them with the Silver Wings event schedule and a chapter roster.
· Obtain activity schedules from the cadet corps, AFA chapter and the Arnold Air Society squadron.
· Work with the Activities officer to plan one joint social and one joint national project with the Arnold Air Society squadron.
· Responsible for bringing in two guest speakers to Silver Wings meetings.  
Historian:

· Responsible for maintaining the chapter scrapbook.
· Ensures that the detachment camcorder and/or the chapter camera are at all Silver Wings functions.

· Writes articles on at least three Silver Wings activities and submits them to the Region Public Affairs officer, National Public Affairs Officer, and AAS Area Public Affairs officer.  

· The articles and press releases should be included in the scrapbook.

· Continue to gather more information on the former Angel Flight and research the former members to see if one could attend a meeting. 
Webmaster:
· Keep chapter website up to date.

· Check detachment website for Silver Wings discrepancies bi-weekly and inform the detachment webmaster so changes can be made in a timely manner.

· Be creative in items that could be added to the site.

I look forward to an excellent semester.  Please call me if you have any questions or concerns at <<phone number>> or email me at <<email address>>.

Silver Wings President

Colonel J. Doe Chapter


Silver Wings Chapter

Staff Report

Date:  19 OCTOBER 2002
Name:  

Position:  Activities Officer

A. Please list and describe projects you are currently working on (including contacts, organizations working with, dates, etc).  Who have you delegated/plan to delegate to assist you and what is their progress?

1. Hardy Elementary Haunted House – This is being Chaired now by Shin Ozaki. Please refer to Shin for the most up-to-date information. 

2. Staff Report Forms – I would like for each of the officers to write out a BRIEF report on the most updated info for our Staff meeting tomorrow. Just a quick outline please!

3. I have been keeping in contact with our Region Executive Officer (REO). She has been providing great feedback and help. I would like to work on getting the Officers to correspond with their Regional Counterparts for feedback/idea purposes. If anything, at least a summarization report to the counterparts at the end of the semester.  

Future projects to be initiated:

A. Please give any suggestions/ideas pertaining to your position or our Chapter as a whole.

Things are going well! We have a solid group of 20 motivated people. The sky’s the limit….

Officer Signature:  Colonel J. Doe, Activities Officer
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Point System

A chapter point system can also help chapters stay on track.  It tracks each members involvement is chapter activities such as fundraisers and community service projects.  The point system can be used to maintain active and in-active status within the chapter but it can also be used as an evaluation tool for chapter funding to ARCON’s and NATCON’s.  An example point system is provided below.

Purpose: As mentioned in the Silver Wings National Manual (SWM), 2-1, in order to maintain “Active” status, members in good standing must satisfy Chapter requirements for active status. This proposal outlines those Chapter requirements.

Goal: To efficiently account for a member’s involvement in Chapter activities. Points will accumulate toward member’s status of Active or In-Active. 

Activity/Event


   Point Value
Attendance to Meetings


3

Social Events




2

Fundraising




4/hr

Community Service Event Hours

5/hr 

Regional or National Conclaves

8

Bonuses: Military Ball


3 
At the beginning of the Semester, all Chapter activities and events will be tallied and points will be added accordingly to obtain a TOTAL point value.  At each event points are accumulated using the values above.  At the end of the semester, points are totaled and members are noted of their status.  Points can be totaled throughout the semester to inform members of how many points they are accumulating, but this premature total does not change a member’s status.  It is used as a tool to keep members active.

ACTIVE STATUS: 60% of Total Point Value must be met.

Tracking responsibility to fall under the administration of the chapter secretary.

If the Los Angeles Civilian Personnel Center agrees to come down to San Diego, Silver Wings will provide the following.  First posters and informational letters will go out to all Universities and Community Colleges in San Diego County.  Second a lecture hall on San Diego State will be secured and a light lunch will be provided.  Third press releases will go out to the San Diego Air Force Association Newsletter, the Detachment 075 newsletter, the San Diego State Daily Aztec and the San Diego Union Tribune.  Fourth personal invitations will be sent to the homes of current Air Force ROTC cadets in the San Diego area.  

By giving publicity to the event you not only get the Air Force’s name out there, but Silver Wings’ as well.  This is just an example of what to do when working with an Air Force group.

September 15, 2000





Mr. Laurence Rocco


61 MSS/DPC�2420 Vela Way Ste 1467, �El  Segundo, CA  90245 �


Dear Mr. Rocco:





On behalf of the Col J. Doe chapter of Silver Wings I would like to invite the Civilian Personnel Center at Los Angeles Air Force Base to come to State University to speak to college students about opportunities for civilians in the Air Force.  Silver Wings’ mission is to spread the word about defense issues and promote patriotism in our community and what better way than to introduce new people to the outstanding opportunities that the Air Force provides.








In order to fully publicize this event and have the best turnout I would respectfully suggest that the presentation be done in late January or early February on a Saturday afternoon. I would also like to invite some of our local AFA members, who have been Civilian members in the Air Force, to sit on a panel after your presentation to answer questions about their experiences.





I greatly appreciate your time and I look forward to hearing from you soon.





Sincerely,





Jane Doe 


Silver Wings Chapter President














Jane Doe


Platform for President





EXPERIENCE: 	


99-00 Silver Wings Charter Treasurer


			96-98 County Genealogy Society Vice President


95-96 High School Key Club President


			93-95 High School Key Club Activities Coordinator





GOALS FOR 2000-2001:





Increase membership by 100%, putting an emphasis on civilian members including friends of Army and Navy cadets.


Ask guest speakers to come in and speak at our meetings on such topics as interviewing and resumes.


Raise enough money to pay for at least registration for all Silver Wings members who want to go to NATCON.


Coordinate an information session on the Air Force, Silver Wings and the Air Force Association (AFA) in September with campus wide publicity.


Ask members of the AFA to come out and talk about their experience in different career field panels.


Ask AFA wives to come out and share their experiences.


Ask that a representative from the Air Force Personnel Center (AFPC ) come out to talk about civilian opportunities in the Air Force.


Provide a BBQ lunch for AFA members, cadet corps members (especially AAS members), and Silver Wings members.


Send a letter to each commissioning cadet’s parent asking if they would like to donate a book to the cadet corps library in the cadet’s name.


Put on a tailgate party during a football game.


Increase awareness of Silver Wings on campus by passing out flag pins with an explanation of what the flag means and information about Silver Wings.


Develop a comprehensive training program for all Silver Wings associate members including a workshop and an associate member project.


Overall programming goals include two community service projects per month and one social activity per month (bowling, ice-skating, pool parties, miniature golf).  Emphasis on quality, not quantity.


In the theme of our Silver Wings National Project (example) “Saving America’s Environment” going out to local schools and teaching children how to recycle and help them to realize what our nation can and should do to keep our environment safe.
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