FOCUS FOR CLUB DIVISIONStc "FOCUS FOR CLUB DIVISIONS"
E

ach new Pilot year brings a new set of challenges and opportunities. A consistent plan helps provide the focus and direction for satisfying results at the end of the Pilot Club year. The divisions of the club help divide the tasks into portions that can be done in an orderly fashion and by a focused group of individuals. It is important to assign each of these areas to individuals whose talents are best suited for getting the best results. Again this year, the number one priority is membership. Membership is not just bodies. Membership embraces the operation of the club, good public relations, interesting programs and meetings, members who feel valued, training for leadership to benefit the club and members individually. 

Pilot International’s success begins at the grassroots, which is your club. Your club’s successful leadership in maintaining and gaining members, improving programs, meetings, and community service reflects and ripples to create success for your District and Pilot International. The following strategies have been adopted for 2007-2012.


1.
Leadership Strategy – Create avenues for building strong 





leadership skills from the grass roots club to the International 




offices.


2.
Convention Strategy – Goal 1. Increase attendance by 10% each 




year Goal 2. Create a self-supporting PI Convention by 2012.


3.
Visibility Strategy – Goal 1.To increase public awareness of Pilot 



International clubs through a world-wide event and 


Goal 2. help clubs build confident public speakers


4.
Membership Strategy – Goal: Strengthen the Pilot International 




organization… 
A. Through the development of an E-Pilot and E-Club designed to meet  electronic-age lifestyles. 






B. Assist clubs needing reorganization; 





C. Develop plans for transitioning more Anchors to Pilots

5.
Pilot International Foundation Strategy – To internally and 




externally strengthen the visibility of PIF through increasing the 




number of individual Pilot Donors to strategic alliances and 




partnerships with Dana Alliance, Project Lifesaver, Alzheimer 




Association, and others. 
 Promote teamwork and remind each member that assignment to a division does not limit a club member to working only in their assigned division of activity. 

DIVISION RESPONSIBILITIES OF CLUB OFFICERS tc "DIVISION RESPONSIBILITIES OF CLUB OFFICERS "
 tc " "
ACTIVITIES DIRECTORtc "ACTIVITIES DIRECTOR"
(PRESIDENT)tc "(PRESIDENT)"
The President serves as a non-voting member of each division.  The President is also the Activities Director unless this responsibility is delegated to the Vice President (optional office).

Duties of the Activities Director:tc "Duties of the Activities Director\:"

1.
Requests the following leaders to present proposed Board-approved 



plans to the club for approval at the July club business meeting.



a.
Coordinators - proposed division activities



b.
President Elect - proposed schedule of club program 





meetings



c.
Treasurer - proposed club budget


2.
Sends a copy of the club approved division activities by August 15 




and club budget to the Governor by July 31 and a copy to PI 




Headquarters.


3.
Gives each club member a copy of the:




Approved division activities;




Schedule of club program meetings;




Club budget.


4.
Reviews, copies and routes all information from club mailings and 


THIS manual to appropriate person(s) promptly.


5.
Evaluates the progress of the division activities of the club.  Share 


how these successes will affect the PEP report and results.  It is 


essential that all club activities be evaluated in order to preserve 


the lifeblood of the club.


6.
Works with divisions to increase club’s visibility through projects, 


programs and activities.

PROGRAM DIRECTOR
(President Elect)
tc "PROGRAM DIRECTOR
(President Elect)"
The President Elect serves as Program Director for the club and is a non-voting member of each division.  The President Elect also uses the year to evaluate and plan division activities to be conducted the next year when the office of President is assumed.  The duties listed below are divided into two sections, ongoing duties and duties relating to the planning for the next club year.

ONGOING Duties of the Program Director (this year):

1.
Surveys the club membership.  It is essential to evaluate club activities in order to 


preserve the lifeblood of the club.  Survey forms should be completed and 



returned to ensure that members’ input truly determines the level of support, 


interest and visibility of any ongoing projects/activities.


2.
Serves on budget committee and chair of the PEP committee.


3.
Works with Division Coordinators in making special arrangements 



for program participants.


4.
Performs other duties relative to division activities as assigned by 




the President.

Duties of the Program Director Relating to Planning for the NEXT Club Year:

1.
Appoints coordinator for each division and the club PIF 





representative for the next year. Meets with the incoming Executive 



Board immediately following the election of officers. At this first 




meeting of the incoming Executive Board, announces the 





appointment of club coordinators and the club PIF representative.


2.
Conducts Member Survey/Brainstorming meeting to determine 




future club goals.


3.
Assigns each member to a division for the next year. See Club 




Division Form. Notifies coordinators of members assigned to their 




division.


4.
Holds a briefing session with incoming coordinators after meeting 




with incoming Executive Board and discusses PEP, club goals and 




future plans.


5.
Attends each division planning meeting and assists with:




Member Survey




Development of plans and budget requests




Evaluation of visibility of future activities




Calendar of club division activities for the next year

PROGRAM DIRECTOR (cont’d)
(President Elect)

6.
Coordinates presentation of the proposed plan for division 





activities and budget request to the incoming Executive Board.


7.
Sets up a yearly schedule of club program meetings for the coming 



year and, in cooperation with the coordinators, plans appropriate 




programs for specific months.


8.
Notifies the following members concerning presentation at the 




second meeting of the incoming Executive Board :



a.
Coordinators - proposed division activities



b.
Incoming President Elect - proposed schedule of club 





program meetings



c.
Incoming Treasurer - proposed club budget


9.
Holds the second meeting of the incoming Executive Board prior 




to the July club business meeting.  Presents and provides copies of 




both division plans and the schedule of club program meetings of 




the incoming Executive Board for their approval.


10.
Sees that copies of Board-approved division plans and scheduled 




club program meetings are made and given to each member at the 




July club business meeting when the office of Club President is 




assumed.  A copy should be sent to Pilot Headquarters. 

VICE PRESIDENTtc "VICE PRESIDENT"
(Optional Office)tc "(Optional Office)"
The President designates the duties of the Vice President relative to division activities.

For more Information regarding division material…tc "For more Information regarding division material…"
Catalog Sales will offer the Handbook for Club Officers at a print-on-demand cost of $7.50, a CD is also available at $5.00, it will also be available as a downloadable document for free on the website . This handbook has information and tools for club officers and appointees.  Some features are:

A detailed timeline for the President and President Elect showing duties from the time of 
election through installation.  This is a very important time for new incoming officers and 
their appointees.


Procedures for Revising Club Approved Division Plans.

 
A section for each club officer with duties, forms and samples letters all together for easy 
use.  


Plan of Works Form,  Sample Agendas, and Brainstorming Tips.


Pilot Year at a Glance showing each month with deadlines and programs for the month. 


To order  call  1-800-824-2872, fax 478-477-6978, 

e-mail ruby@pilothq.org, or cynthia@pilothq.org  or mail to Pilot Catalog Sales, 

PI Headquarters,  P. O. Box 4844 - Macon, GA  31208-4844.

CLUB DIVISION tc "CLUB DIVISION "
COORDINATORS’ RESPONSIBILITIES

tc "COORDINATORS’ RESPONSIBILITIES"
Each division coordinator is responsible for the development of division activities and budget request for the division.  Coordinators are encouraged to work closely with division members. 

Duties of Division Coordinators:

1.
Studies information from Member Survey, current PEP report, 




recent issues of THE PILOT LOG, and the club goals.


2.
Evaluates the club’s support of existing projects/programs and 




fund raisers and determines if support is there to continue with 




ongoing projects.


3.
Attends briefing session called by the President Elect and is 




prepared to discuss how the club’s goals will impact their division.  


4.
Schedules Division Planning Meeting date and notifies all 





members of the division, incoming Club President, and President 




Elect.


5.
Conducts division planning meeting. 


6.
Provides a copy of division budget request to the incoming 





Treasurer.  (NOTE: Fund Raising Division Coordinator includes 




anticipated fund raising receipts in addition to the budget request.  




Fund Raising Coordinator attends Budget Committee Meeting.)


7.
Provides copies of the proposed division activities to the incoming 




club President for distribution to each incoming Executive Board 




member.


8.
Presents proposed division activities at second meeting of 





incoming Executive Board to be held prior to the July business 




meeting.


9.
Provides copies of Board-approved proposed division activities to 




Activities Director (new club President) for distribution to each 




member.

       
10.
Presents Board-approved proposed division activities at the July 




club business meeting for approval.

       
11.
Prepares oral report to be given at club business meetings.

       
12.
Works with person responsible for club publicity to assure news 




coverage for division activities.

       
13.
Coordinates all activities under their division.

Club Division Form

The program of the club will be accomplished through the divisions of activity.

Club Operations Division:  Responsible for activities related to recruitment and training of members, organization of new clubs, leadership development, participation in community wide events, public relations and any other activities.

Fund Raising Division:  Responsible for activities that generate funds to finance club operations, projects, and Anchor activities.

Projects Division:  Responsible for activities related to community service and improvement, safety, education, patriotism, international relations, Pilot International endorsed projects, assistance to people who are aged, needy or have disabilities, and any other projects.

Leadership Division: (Optional) Responsible for activities related to training of members and leadership development.
Anchor Division:  (Optional) Responsible for all activities related to Anchor.

Please indicate below the division that is your first, second and third choice.  Remember that assignment to a division does not mean that you are limited to working only in that assigned division.



_______ Club Operations Division



_______ Fund Raising Division



_______ Projects Division



_______ Leadership Division



_______ Anchor Division



Pilot Member __________________________________

ACTIVITIES DIRECTOR (PRESIDENT)

The President as the Activities Director coordinates all of the work of the Divisions of the Club.  The Activities Director is a non-voting member of all the Divisions.

PLANNING PERIOD

(Between Election of Officers and July 1)


The Incoming President/Activities Director should:

· Call the 1st meeting of the Incoming Executive Board.

· Schedule the Club Brainstorming Session.

· Attend each Division Planning meeting and assist the Coordinators and Division members in formulating plans for Division Activities and Club Budget Requests.

· Develop a calendar for all Club Division Activities in conjunction with coordinators.

· Assemble packets for distribution at the 2nd meeting of the Incoming Executive Board meeting of all proposed division plans, the Club Budget and the Program Meeting Schedule.  

· Call the 2nd meeting of the Incoming Executive Board. (The 2nd meeting will be held at least two weeks prior to the July club business meeting.)

· Coordinate the presentation of the Proposed Plans for Division Activities and Budget Requests to the Incoming Executive Board.

ACTIVE PERIOD

(July 1 through June 30)

The President as the Activities Director should:

· Assemble packets for distribution to club members at the July club business meeting of Board-approved Division plans, the Club Budget and Program Meeting Schedule.

· Coordinate the presentation of the board-approved Proposed Plans for Division Activities, the Program Meeting Schedule and Budget Requests to the Club.

· Evaluate the progress of the Division Activities.

· Coordinate oral and written reports with the Club Division Coordinators that will be given to the club regarding progress of Club Division Activities.

· Work with the Club Operations Coordinator and/or the Public Relations Person (PRP) in publicizing club activities.

· Perform other assigned duties relative to Division Activities.

PROGRAM DIRECTOR (PRESIDENT-ELECT)

The President Elect as the Program Director coordinates the club Program Meetings.  The Program Director is a non-voting member of all the Divisions.

PLANNING PERIOD

(Between Election of Officers and July 1)


The Incoming President Elect/Program Director should:

· Attend the 1st meeting of the Incoming Executive Board.

· Attend and participate in Club Brainstorming Session.

· Attend each Division Planning Meeting.

· Develops the yearly Club Program Meeting Schedule and plan appropriate programs for specific months in cooperation with the Coordinators.

· Serve on the Budget Committee.

· Provide copies of the Club Program Meeting Schedule to the Incoming President (the Activities Director) for distribution to the Incoming Executive Board.

· Assume responsibility for the publication of the Club Yearbook.

· Assist all divisions as needed in planning activities.

ACTIVE PERIOD

(July 1 through June 30)


The President Elect as the Program Director should:

· Provide copies of the board-approved Club Program Meeting Schedule to the President (the Activities Director) for distribution to the club members at the July club business meeting.

· Present the Board-approved Club Program Meeting Schedule for approval at the July club business meeting.

· Work on special arrangements for program participants in conjunction with the division coordinators.

· Work with the Club Operations Coordinator and/or the club’s Public Relations Person (PRP) publicizing club programs.

· Works closely with the President to facilitate division efforts throughout the year and performs duties for Division Activities as assigned by the President.

TREASURER

The Treasurer serves as Chair of the Budget Committee.

PLANNING PERIOD

(Between Election of Officers and July 1)


The Incoming Treasurer/Budget Committee Chair should:

· Attend the 1st meeting of the Incoming Executive Board.

· Attend the Club Brainstorming Session.

· Determine the Club Operating Expenses and estimate the amount of fixed income in conjunction with the President.  (The outgoing Treasurer furnishes an estimate of the year-end balance forward which includes a list of accounts receivable and account payable.)

· Obtains Club Budget Requests and anticipated Fund-Raising Activity receipts from each Division Coordinator following each Division Planning Meeting.

· Call the Budget Committee Meeting to prepare the Proposed Club Budget for presentation at the 2nd Meeting of the Incoming Executive Board.

· Provide copies of the Proposed Club Budget to the Incoming President  (the Activities Director) for distribution to the Incoming Executive Board.

· Present the Proposed Club Budget for approval at the 2nd meeting of the Incoming Executive Board.

ACTIVE PERIOD

(July 1 through June 30)


The Treasurer as the Budget Committee Chair should:

· Provide copies of the board-approved Club Budget to the President (the Activities Director) for distribution to the club members at the July club business meeting.

· Present the board-approved Club Budget for approval at the July club business meeting.

· Continue to serve as Chair of the Budget Committee.

· Inform the President (the Activities Director) and Division Coordinators of the status on pertinent budget items.

· Develop a monthly Treasurer’s Report.

· Perform the customary duties of the office relative to Division Activities.

· Provide the necessary financial information for the development of Division Plans for the next year.

· Provide and end-of-the-year financial report for the club.

· Transfer all division materials, records and information promptly to his/her successor at the end of his/her term.

CLUB DIVISION COORDINATORS

Each Incoming Division Coordinator is responsible for the development of Division Activities and a Budget Request for his/her Division.

PLANNING PERIOD

(Between Appointment and July 1)

The Incoming Division Coordinator should:

· Attend the Club Brainstorming Session called by the Incoming President.

· Study all information received from Pilot International, District appointees, the Club Manual and the Pilot Log.

· Promptly schedule a Division Planning meeting and notify Division members, the Incoming President and Incoming President Elect of the date.

· Conduct the Division Planning Meeting, and be sure to keep in mind the members input from the Club Brainstorming Session.

· Provide a copy of the Division Plan-of-Work/Budget Request to the Incoming Treasurer.  (The Fund-Raising Coordinator should include anticipated fund-raising receipts in addition to his/her Budget Request.  The Fund-Raising Coordinator should attend the Budget Committee Meeting.)

· Provide copies of the Proposed Division Activities to the Incoming President (the Activities Director) for distribution to the Incoming Executive Board. 

· Present the Proposed Division Activities at the 2nd Meeting of the Incoming Executive Board.  (The 2nd meeting should be held at least two weeks prior the July Club Business Meeting.)

ACTIVE PERIOD

(July 1 through June 30)


The Division Coordinator should:

· Provide copies of the board-approved Proposed Division Activities to the President (the Activities Director) for distribution to the club members at the July club business meeting.

· Present the board-approved Proposed Division Activities for approval at the July club business meeting.

· Prepare an oral report for each club business meeting.

· Work with the Club Public Relations liaison to assure news coverage for Division Activities.

· Provide information on division meetings, upcoming and special events for inclusion in the club newsletter.

· Involve every division member in the planning and coordination of Division Activities.

· Schedule regular division meetings to evaluate and discuss progress and future activities.  (An update should occur before the January business meeting.)

CLUB DIVISION COORDINATORS

Active Period

(July 1 through June 30)


The Division Coordinator should (cont’d):

· Share all correspondence and bulletins from District and Pilot International with division members.

· Report division Activities and special Division achievements to the District Division Coordinators.

· Maintain a complete record and documentation of each project.

· Schedule regular division meetings to evaluate and discuss progress and future activities.  (An update should occur before the January business meeting.)

· Furnish information and documentation of projects for the Pilot Excellence Program Annual Report and for District/International Awards entries.  (Helpful project implementation information would include a breakdown of budget items, assignments and evaluations.)

· Promptly transfer all division materials, records and information to his/her successor.

VICE PRESIDENT

(Optional Office)

The President designates the duties of the Vice President relative to Division Activities.

DIVISION MEMBERS

Each club member is assigned to one or more of the five Divisions of Club Activities. Division members plan and coordinate specific activities that fall under their Division.  Once the club activity has been determined and plans are made, all members should participate and support the activity.  When Division members know they have the support of the club membership, they can plan for greater success and this can lead to greater service.

PLANNING PERIOD – PLAN YOUR WORK

(Between Appointment and July 1)

The Incoming Division Members should:

· Study all Division material, members input from the brainstorming session, and the Pilot LOG.

· Present suggestions at the Division Planning Meeting for any proposed Division Activities and for necessary budget requests.

ACTIVE PERIOD – WORK YOUR PLANS

(July 1 through June 30)

The Division Members should:

· Assist the Division Coordinator in fulfilling the division goals for the club.

· Complete assignments and duties promptly and efficiently.

*********

“Those who bring sunshine to the lives of others cannot keep it from themselves.”









-Sir James Barrie-

“When the best leader’s work is done, the people say, “We did it ourselves.”


-Lao Tzu-


COMMUNITY NEEDS ASSESSMENT

I.
Identifying Our Community Friends:

Local Alzheimer's Chapter or Mental Health Association Chapter

Local Chamber of Commerce

Local United Way

Local Community Foundation

Interdenominational Ministers' Organization

Local/State Brain Injury Association

Local Hospital/Mental Health Hospital

Dep't. of Family and Children Services or Social Services

Special Education Classes at Local Schools

Head Injury Prevention Program at Local Schools

II.
Finding More Friends:

Yellow Pages: for phone numbers and additional organizations

Internet:  your city's community page will have all kinds of resources and information

Your Pilot Members!!

Your Anchor members and Anchor Advisor
III.
What To Ask:

We are a civic service organization with a focus on brain-related disorders.  (Take a PI/PIF fact sheet with you and a Pilot brochure.  Remember to include possible help from our Anchors too.)

1.
What populations of people in our community are under-served relative to 



our service focus?

2.
What are their needs (projects/programs)?

3.
Who are the contacts?

4.
Are there organizations with whom we could partner?

5.
Do you know any other organizations we could talk to about brain-related 



disorders to whom we could offer our help?

HELPING OUR COMMUNITIES/HELPING OUR CLUBS

Pilot Clubs are full of talent, skill, enthusiasm, stellar members and dedicated hearts.  However, Pilot Clubs also have challenges in how many projects their hands, hearts, and dollars can support at one time.  Over the years, communities’ needs change, and what they need from Pilot Clubs changes too.

One of the ways that we can stay interesting as Clubs and valued in our communities is to be sure that what we are doing stays relevant.  By serving the community, honestly asking ourselves whether or not a project’s time has come to a close, and using everything we have to be the best at the service that is needed, everybody is a winner.

Attached are two tools to help Pilot Clubs stay winners for their members and their communities: the Community Needs Assessment and the Club Evaluation of Programs/Projects.  Since Pilot’s focus is brain-related disorders, these are to assist in evaluating your communities’ needs in this area and your club’s current projects.  If you also have Anchor projects or safety projects, etc., you can substitute other wording to evaluate that project.  The most important result is that the community need is served and that your club’s resources are focused to adequately meet the need.  Nobody likes being known for doing a “half-way” job on anything, particularly Pilots!

Pilots are best at kind, caring, hands-on service that meets a need.  So let’s put our hearts, hands, and dollars where they’re MOST needed in our communities and be known for doing everything we do with the best of everything we’ve got!

Have a terrific year!!

COMMUNITY NEEDS ASSESSMENT INTERVIEW FORM

Name of Organization_____________________________________________________
Date of Interview_________________________________________________________

Pilot Member’s Name Conducting the Interview_________________________________

1. Is there a population of people in our community that is under-served in the area of brain-related disorders?

2. Do you know how many people are in this population?

3. Are there any other sources of assistance for them?

4. What would you recommend we focus on to be of help?

5. How often would the project be conducted (ongoing, annual fundraiser, weekly visits, etc.)?

6. Is there anyone we should contact to learn more about this?

7. Are there any other organizations with whom we could partner?

8. What might the annual budget for a project like this be?

9. How many people do we need to organize and run this project?

10. What are the possibilities for sponsorship and fundraising to support this project?

Interviewer’s recommendation:

CLUB EVALUATION OF PROGRAMS/PROJECTS

(Service Projects or Fundraisers)

Name of Program/Project _________________________________________

Date of Last Evaluation    




_____________

# of Years you have had this Project



_____________

Estimated # of Pilots to run the Project


_____________

Annual Project Budget




$____________

# of People who are served in the community by the Project ____________

------------------------------------------------------------------------------------------------------------

Project’s Purpose:

How do you measure the project’s success?  (What are the variables that indicate it is filling a need?  Does it: serve a needy population of people, serve a population of people no one else is serving, generate community support, create good publicity, bring in community $ to help you with the project, help with new member recruitment???)

Based on how you measure the project’s success, is this project worth continuing?

Based on of your community needs assessment, if you had to trade off one project for another, should this project be continued?  (Is there more of a need for a new project than what this current project serves? Is the number of Pilots and hours that you are putting into this project generating as much money as you need?  Are you experiencing personal ownership on projects rather than meeting documented needs? Is it time to consider discontinuing the project?)

Should we continue this project?

FIRST MEETING 

of the

 INCOMING EXECUTIVE BOARD

Called by:

Incoming President


Attended by:

Incoming Executive Board


When:


As soon as possible following the Election of Officers

Purpose:
To announce the appointments of the Club Division Coordinators for each of the five divisions and to discuss the structure for implementing the Club Division Activities  (Projects, Club Operations, Fund-Raising, Leadership Development and Anchor).

**********

“The greater the difficulty, the more glory in surmounting it.  Skillful pilots gain their reputation from storms and tempests.”







-Epicurus-

BRAINSTORMING SESSION

Called by:

Incoming President

Attended by:
Incoming Executive Board, Incoming Division Coordinators and *Club Membership

When:
As soon as possible following the 1st meeting of the Incoming Executive Board.

Responsibilities of Attendees

A. Incoming President should:

· Conduct the meeting; explain the role of the Club President and his/her responsibilities as Activities Director.

B. Incoming President Elect should:

· Explain their role as the Program Director for the Club Program Meetings.

· Ask Division Coordinators for suggestions for Club Program Meeting.

· Remind attendees of special events (September Foundation Month, October Founders Day & Membership Month, March is BrainMinders  & Membership Month, Installation of Officers, the Club’s Anniversary, etc.) and solicit suggestions for appropriate programs.

Purpose of the Meeting

The attendees should:

· Discuss each Division’s structure and how areas of activity within each Division relate to the other Divisions.

· Encourage cooperation within and between Divisions.

· Take inventory.  Evaluate your strengths and weaknesses as a club. 

· Maximize your strengths.  Find and strengthen the service projects that best serve your community’s needs.

· Minimize your weakness.  Find what does not work and move on!

· Set future goals, keeping in mind PI goals of Service, Membership/Growth, Education & Training, and Visibility.

· Ensure the support of the membership by getting their input from their attendance, participation and through member surveys without requesting names.

*Invite Club membership and conduct member surveys to get input from ALL the membership which will ensure their support of division activities.

BRAINSTORMING TIPS

Evaluating your strengths and weaknesses as a club, and setting future goals need not be an arduous process.  In fact, the more creative you are in the process, the better.  “Brainstorming” can give all members an opportunity to give input.

· Choose an enthusiastic and creative leader for the exercise.  This person may or may not be the club president.

· Use the values of Pilot and the values of your club as guides in your session.  Have the leader emphasize that this exercise is not an attempt to reinvent your club, but merely to enhance what is already positive about the club.  Remember:  maximize strengths and minimize weakness.

· Foster an atmosphere of creativity and relaxation with food, fresh flowers and music.

· Come up with a list of questions prior to the session.  Focus on questions around club activities---those that work, those that don’t work, and those that may be possible.  Ask one question at a time.  Go on to the next question when it seems as though all ideas have been fielded by the group.

· Situate a large flip chart in the front of the room.  Have someone jot down ideas as they emerge from the group.

· As flip chart pages are filled, tear them off and have someone other that the leader tape them on the walls around the room.

· After brainstorming on each question, go back through the lists and prioritize ideas that work, eliminating those that don’t work.  Discuss the ones that warrant additional thought and consideration.

· Have the leader be responsible for organizing the final results and report.

· Identify club goals, assign a deadline to each new activity and the individual club members who will be responsible for managing each goal.  Your planning has been accomplished, so your work is cut out for you!

*******

“To break through creativity, we must defer judgement.  That is learn to accept all ideas without prejudice, and examine them each in turn.”








-Scott Isaksen-

DIVISION PLANNING MEETING

Called by:

Each Division Coordinator 

Attended by:
Incoming President, Incoming President Elect, Incoming Division Coordinators and Division members.

When:
As soon as possible between March – May, but no later than 30 days after the Brainstorming Session.  (The Incoming President and Incoming President Elect attend each Divisions Planning Meeting.)

Responsibilities of the Attendees

A. Incoming Division Coordinator should:

· Conduct the meeting.

· Explain the role of that Division Coordinator

· Report on the membership input, goals and areas of emphasis as determined by the Brainstorming Session.

B. Incoming President should:

· Explain the role of the President as the Activities Director.

C. Incoming President Elect should:

· Explain the role of the President Elect as the Program Director for the club’s Program Meetings.

D. Division Members should:

· Participate in discussions and suggestions.

· Formulate plans, schedule Program Meetings and determine the Budget Request for their Division.

Purpose of the Meeting

The attendees should:

· Gain an understanding of the Division’s role and their duties.

· Inform all Division members of the goals developed at the Brainstorming Session and how they support the goals of Pilot International. 

· Discuss the Division Activities and determine the person(s) responsible for each Division Activity planned throughout the year.

· Determine the necessary budget requests for Division Activities.  (The Fund-Raising Division determines fund-raising receipts.)

· Prepare a schedule for the division’s planning and implementation

______________  PLAN OF WORK
    year                                                 

PILOT CLUB OF ________________________________  ______________DISTRICT

DIVISION: _________________________     COORDINATOR ___________________

HOME PHONE                    WORK PHONE             FAX NUMBER                  E-MAIL

ADDRESS (Street/City/State/Zip)

DIVISION MEMBERS:

	NAME
	PHONE

NUMBER
	NAME
	PHONE

NUMBER

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


PROPOSED DIVISION ACTIVITIES:

	Activity
	Chairperson
	Date of

Activity
	Estimated

Expense
	Estimated

Income
	Budget

Request

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	TOTALS
	
	
	


Deadline:






Send copy to:

Complete a Plan of Work for each Club Division

(Club Operations, Fund Raising, Projects, Leadership  Development and Anchor)

Revisions may be made by club as needed during the year.

Turning Dreams into Goals

 (Adapted from material submitted by Virginia Hamilton

1999-2000 Southwest District Governor)
Ask the following questions in reference to each of your club goals.

1.  What is already working?

            Or



What are our strengths?



Where are we successful?



Where do we agree?
2. What, specifically, causes it to work?

3. What is our objective/goal/vision?

4. What would be the benefits to the members, Pilot, and the 

Community of reaching this goal?
5. What specifically can we do more, better or differently to begin

     to move toward out goal?

Who will do What by When?

How will we measure it?
BUDGET COMMITTEE MEETING


Called by:

Incoming Treasurer

Attended by:
Incoming President, Incoming President Elect, Incoming Treasurer, Fund-Raising Coordinator(s) and Outgoing Treasurer may attend for continuity.

When:
As soon as possible following all Division Planning Meetings and prior to the 2nd meeting of the Incoming Executive Board.

Purpose of the Meeting

The attendees should:

· Evaluate the Budget Request of each division and the anticipated 

fund-raising receipts.

· Review and evaluate the previous two to three years’ budget.

· Consider the balance from the current year and to estimate the club’s operating expenses and fixed income.

· Develop the club budget.  (Each Division Coordinator should be informed immediately of any changes from his/her Division Budget Request.)

SECOND MEETING

of the

INCOMING EXECUTIVE BOARD

Called by:

Incoming President

Attended by:

Incoming Executive Board and Incoming Division Coordinators

When:


No later than 2 weeks prior to the July club business meeting

Purpose of the Meeting

The attendees should:

(Consider the Proposed Plans for Division Activities as presented by the Division

    Coordinators.  Presentations are coordinated by the Incoming President (Activities 

    Director) who is responsible for assembling and distributing to Executive Board 

    members the following:

 The Proposed Division Plans

 The Club Program Meetings Schedule

 and The Club Budget

(
Consider the Proposed Club Program Meetings Schedule as presented by the Incoming President Elect (Program Director.)

(  Consider the Proposed Club Budget as presented by the Incoming Treasurer.

Any changes to the Division Plans, Club Program Meeting Schedule and/or Club Budget that are approved by the Executive Board at this meeting will be reflected as board-approved when presented to the club membership at the July club business meeting.

*******

“It is when we forget ourselves that we do things that are remembered. “









-Eugene P. Bertin-

“Somewhere out there is a unique place for you to help others – a unique life role for you

to fill that only you can fill.” 









-Thomas Kinkade-

JULY CLUB BUSINESS MEETING

1.    The President as the Activities Director distributes copies of the Board-approved Proposed Division Plans, Club Program Meeting Schedule and Club Budget.

2. Each Division Coordinator presents his/her Board approved Proposed Division Plan.

3.    The President Elect presents the Board-approved Proposed Club Program Meeting            

       Schedule.

3. The Treasurer presents the Board-approved Proposed Club Budget.

5.    Action is taken on the Proposed Division Activities, Club Program Meeting Schedule 

       and Club Budget as items of New Business at the regular July club business meeting.

Any changes adopted during the meeting are incorporated in the approved material.  The President sends a copy of the club-approved Divisions’ Activity Plans, Club Program Meeting Schedule, Club Budget and Club Yearbook/Club Roster (a list of Officers, Directors, Appointees, Division Coordinators and meeting times) to the District Governor and District Governor-Elect by July 31 (postmarked).

NOW THAT YOU HAVE THE PLAN…

WORK YOUR PLAN!
*******

“My philosophy is that not only are you responsible for your life but doing the best at this moment puts you in the best place for the next moment.









-Oprah Winfrey-

“Ultimately, the only way to experience the richness of life is to live in an attitude of gratitude: to appreciate what you have and what you can give.  The best way to ensure your happiness is to assist others in experiencing their own.”









-Anthony Robbins-

PROCEDURE

For

REVISING APPROVED DIVISION PLANS
A Division Plan of Activities, like the Club Budget, is a flexible guideline which may be changed by the club.

Necessary changes in the approved plan should be made in the following manner:

· Division members discuss and approve the proposed change.

· The Division Coordinator presents the recommendations for the proposed change to the Executive Board.

· The Executive Board accepts/rejects the proposal.

· The Executive Board presents the proposal to the club membership with the Executive Board’s recommendations for action.

· The club membership accepts/rejects the Executive Board’s recommendation.

· The approved change is added to/removed from the appropriate Division’s Activities Plan.  (If an approved change affects the Club Budget, the necessary revisions are made in the appropriate Club Budget items.)

*************

xe "BrainAwarenessWeek




March 15-21, 2004"Braintc "Brain"
Awarenesstc "Awareness"
Week




tc "Week




"
March 16 – 22, 2009
An international campaign coordinated by the tc "An international campaign coordinated by the "
Dana Alliance for Brain Initiativestc "Dana Alliance for Brain Initiatives"
P

ilot International Foundation is a proud partner of the Dana Alliance for Brain Initiatives.  PIF endorses Brain Awareness Week and its programs, which focus on the distribution of information about the personal and public benefits of brain research.  It is an effort to bridge the gap between scientific advances and the public understanding of their implications for society.

There are many ways that Pilot Clubs and Anchor Clubs can participate in Brain Awareness Week.  These events may be a seminar on brain research, a drug awareness workshop, a display in a library or mall or simply a proclamation declaring the designated days, Brain Awareness Week.  The Dana Alliance offers many useful and complimentary resources for various activities and audiences.

For more information contact:

www.dana.org/brainweek
Pilot International Foundation

P.O. Box 5600, Macon, GA 31208

478-477-1208, Fax 478-474-7229
www.pilotinternational.org 

Brain Awareness Week, Campaign Clearinghouse

6917 Arlington Rd., Suite 203

Bethesda, MD 20814

201-657-9197, Fax 301-907-0990

www.dana.org/brainweek or e-mail bawinfo@dana.org
xe "Sample News ReleaseSubject\:  Brain Awareness Week"Sample News Releasetc "Sample News Release"
Subject:  Brain Awareness Weektc "Subject\:  Brain Awareness Week"
Retype this news release on your club’s letterhead or 8 1/2-by-11-inch plain white paper, inserting dates, times, location, and other details inside parenthesis, and send it to all media in your community.

FOR IMMEDIATE RELEASE
Date:
Contact: (Name and telephone number)

The Pilot Club of __________________ Participates in Brain Awareness Event
The Pilot Club of ___________ is joining hundreds of organizations worldwide to increase public awareness of the advances and benefits of brain research.  As part of Brain Awareness Week, (dates), the Pilot Club of ______ is sponsoring a (name of event) on (date).  The event will be held from (times) at (location).  (Describe the event and add other important information as needed.)

Sponsored by the Dana Alliance for Brain Initiatives, Brain Awareness Week is an international effort uniting hospitals, schools, government agencies, and community groups to expand interest in the brain and to provide information about advances in brain research and neurological diseases affecting more than 150 million men, women and children.

 Pilot’s focus on helping people affected by brain-related disorders was adopted in 1992.  Since then, approximately 25,000 adult and Anchor members of Pilot International have been working together to increase awareness and raise funds for programs associated with this focus.

For more information, contact (name and telephone number of club representative).
Other Suggestions:
1.  
Contact the Dana Alliance at (301) 657-9197 or Fax (301) 907-0990 for FREE Brain 
Awareness Week resources.

2.  
Consider sponsoring a lecture or seminar by a representative of your local 
medical community, 
set up a display in a public venue, or arrange a tour of a research laboratory.
3.  
After the event, rewrite the press release to include details, such as number of attendees, 
accomplishments, etc. and send it with a photo of the event.

Pilot International Foundation xe "Important Dates 2003-2004"Important Dates 

August 

Initial PIF Club Mailing for the new year
September 

Foundation Month
September 30  
Postmark deadline for Sweetheart nominations and contributions
October
Membership Month

October 1
Postmark deadline for Grants mailed from clubs to District PIF Representatives
October 15
Postmark deadline for Grant Applications to be received by Foundation Headquarters – Membership Month
December 
 
The PIF Annual Report is published in the Winter Pilot Log
January

Sweethearts are published in the Spring Pilot Log
January 31

Checks for approved grant applications mailed to applicants
February 1 
Postmark deadline for Pacesetter and Goal for Grants and Scholarships   contributions (to be recognized at District Conventions)
March 
 
Brain Awareness Week



BrainMinders & Membership Month

March 1
Postmark deadline for clubs to mail all scholarship applications to PIF District Representatives
March 15  
Postmark deadline for Scholarship Applications to be sent to Foundation Headquarters
June 1
Postmark deadline for Goal for Grants and Scholarships contributions
(to be recognized at International Convention)
June 30 
Scholarship notifications mailed from Foundation to clubs

xe "Club Representative for the Foundation"

xe "Club Representative for the Foundation









T"Club Representative for the Foundation
tc "Club Representative for the Foundation"
T

he Club President Elect will appoint a Pilot International Foundation Representative to serve as the Foundation liaison for the club.  The appointed Pilot will serve for a one-year term and may be reappointed.  If, for any reason, the representative cannot perform the duties of this position, 
a successor will be appointed immediately. 
 
A Club PIF Representative should:


a.

Have been an active Pilot member for at least one year (except in new Pilot Clubs).



b.

Be a knowledgeable Pilot with the ability to motivate and inspire other members to 



support the Foundation.



c.

Be understanding and sensitive to the needs of others, especially people with a brain-



related disorder/disability.



d.

Be willing to give necessary time to promote programs and 
projects of the Foundation 



to the club and to report club 
activities that support the Foundation to the District 




Representative.
The Club PIF Representative will:
tc "The Club PIF Representative will\:"

1.
Become familiar with the programs, policies and functions of the Foundation and share 


material and information with the membership of the club that is received from the District 

Representative and Foundation Staff at Headquarters.

2.
Work with the Projects and Anchor Coordinators as a resource person.


3.
Keep abreast of the needs and population of local citizens with brain-related disorders.


4.
Correspond with local agencies and organizations that work with citizens who have brain-

related disorders/disabilities.


5.
Participate in region and district workshops/fall councils.


6.
Take responsibility, with the assistance of the District Representative, for completion and 

submission of grant proposals.  Check on grant application deadlines at PIF office * 478-477-

1208, Ext. 130  or jennifer@pilothq.org 


7.
Guide the Scholarship Application process for the club.


8.
Take responsibility for conducting at least one club program devoted to the projects and/or 

programs of the Foundation.  
September, Foundation month, is appropriate.


9.
   Take responsibility for stimulating awareness of the Foundation in the clubs by promoting the 

    programs/projects below:




a.

A brain-related disorder project in the Pilot Club’s community.




b.

The Foundation Donor Recognition Program.




c.

The PIF Annual Goal for Grants & Scholarships and the Pacesetter Program.




d.

Special projects/fund-raisers such as ; BrainMinderstm , the Brain Matters, Stroke 




Initiative; Brain Awareness Week; Pilot Walk; etc.


10.
Provide information to the District PIF Representative from successful local 




programs/projects that may be shared with other  clubs and districts.


11.
Maintain the Club Representative folder and a correspondence file that will be passed on to 


the successor.

PRIVATE "TYPE=PICT;ALT=Welcome to the American Heart Association Web site."
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