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Membership Development Kit… Growing Your Pilot Club

Here’s the Information You Want!
· Section I - How Your Pilot Club Can Benefit By Operating As Your “Community” Within Your Community.

· What It Takes To Be A Successful Pilot Club

· How Brainstorming Strategies Can Benefit Your Club

· How To Attract New Members

· Suggestions on Hosting a “Share-Pilot-Event”

· How to Help Your Community

· One-liners for Development

· Sharing Caring, Friendships to Gain New Members

· How to Retain Members

· Section II – How to Start a New Club – Expansion ideas

· Section III – Expansion Through District Growth – Building a District Growth Team

· Reference Section: Helpful information for the Media

· News Release Forms

· Giving the Opportunity of  Membership
· Sample letters and initiation

· Code of Ethics 
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SECTION Itc "SECTION II"
Mission Statement: 
To serve by furthering Pilot International’s humanitarian efforts through charitable, educational, and research programs in communities throughout the world.
Vision Statement:
To achieve universal awareness and prevention of Brain-related Disorders and Disabilities.

H

ow can you as a member help ensure the long-term well-being and success of Pilot International? Growth is a sign of success. Successful organizations can attract more new members and more public attention from the media and public officials. This success also provides greater access to financial and human resources needed to help achieve the goals and mission of the organization. How can you help? Add one member every year. 

If every member added just one new member a year… Pilot International would almost double in size. We say “almost” because natural attrition costs Pilot International an average loss of 500 members a year. To gain 500 members a year we must recruit 1,000 members per year. 


This development kit is a distillation of many successful membership tips and techniques. It is a lot of information, however, if each member of your club chose one section to learn and share with the club the learning curve would be dramatically shortened and your clubs chances for success are increased ten-fold.

As a community service organization, the spirit of Pilot International is truly one of service and friendship. Pilot International is also much more. It is your safe community which functions within a variety of diverse communities and cultures. 
A local Pilot Club is often used as a vehicle to accomplish an enormous task that would be virtually impossible for a few. It is an opportunity for everyone to play a part. Everyone’s role is essential and every task blends to create a successful outcome. This is truly a unity of purpose. The reward is very personal and profound for those who participate. For many, it is ultimately, a place in which they “belong”.

This Plan will guide you through:



• The Necessary Ingredients for a Successful Club, 



• Brainstorming Tips,



• Increasing Club Membership,



• Hosting a Share Pilot Event,



• Pilot Testimonials,



• Community Needs Assessment,



• Starting A New Pilot Club,



• Materials for the New Club,



• District Teamwork,



• Responsibilities ...,



• Selecting Meeting Sites,



• Pilot International Recognition Program,



• Working with the Media,



• Reference and Sample Materials.
The Necessary Ingredients 
for a Successful Clubtc "The Necessary Ingredients 
for a Successful Club"
A

 successful club requires the same elements as a successful community, a diversity of people and skills. You will need people in leadership positions with the skills to promote and envision a strategy and mission statement for attracting meaningful projects and programs for the club. 
For many years Pilot International has offered a Classification Guide to help members understand the cross-section of professions that help build the resources within a club. A limited cross section of membership expertise limits the resources of a club. The good news is that there are people in almost every profession who have a desire to share their talents for uplifting their community and their fellowman. While you may have asked a person five years ago and they said “no”, they may be in a better position today, to say “yes”. The Classification Guide is just that a guide it is not meant to restrict membership.
Meaningful projects are key elements in a club’s  success. Quality control of these projects is important because it is always better to do a few things very well than too many, stretched too thin. Your Community Needs Assessment will help your club define what they will do best.

Meetings can and will make or break you. Whatever venue you choose for your club programs it must be a consistent quality. Why would your members look forward to coming to a meeting? Because, consistently:



• They feel welcome and as if they “belong”.  


• They feel a “loyalty” to their Pilot Club.


• They know you respect their time and whatever time they have to 


participate, it will be valuable. 


• They know they will benefit from something they learned in the meeting,



either personally or professionally.  

• Finally, they are proud to be associated with the Pilot Club.
tc "
"
Public awareness of your club and the “image” of your club and membership is the final ingredient. By consistently identifying your affiliation through slogans and images there is no question that Pilots are people who help prevent brain injury. While your club may do more than that, that is the “brand” that identifies the Pilot focus of Pilot Clubs around the world. In this plan you will learn how to effectively work with the media to promote your club.
How to Begin to Evaluate 
Your Club Through Brainstormingtc "How to Begin to Evaluate 
Your Club Through Brain Storming"
E

valuating your strengths and weaknesses as a club, and setting future goals does not have to be an arduous process. In fact, the more creative you are in the process, the better. “Brainstorming” has served many clubs well in innovative planning. Giving all members an equal chance to voice their opinions—in the same place and at the same time—can bring freshness into any club.
To encourage an environment of creative thinking, set aside one or more meeting times that are solely devoted to evaluating your club and goal setting. Leave club business behind. There is plenty of time for that later.

A creative environment is one in which people leave behind the worries of the logical, calculating left brain. The right brain—or the “artist brain”—serves as the inventor. Brainstorming brings out the ideas of the right brain. 
IMPORTANT - Encourage all members to leave judgments at the door of your session.

Coming up with new ideas is more about listening than it is judging. Before beginning your evaluation, emphasize to the group that no idea is too outlandish!

It is also important to work by association. Build upon each other’s moments of brilliance!
A final ingredient to a successful session is the infectious trait of enthusiasm. Be sure to choose a leader for this exercise who is naturally enthusiastic. 

Brainstorming Strategy tc "Brain Storming Strategy "
Choose an enthusiastic and creative leader for the exercise and respected by the group. This optimism will help set the tone for the meeting. This person may or may not be the club president and should be an effective facilitator for the group.

Use the values of Pilot and of your club as guides in your session. The leader should emphasize that this exercise is not an attempt to reinvent your club, but an opportunity to enhance and build your club for even greater community involvement.
Create your atmosphere by first hosting some type of social activity. You may want to have fresh flowers,  music, good food; whatever it takes to set the mood and to enjoy each other’s company!

Come up with a list of questions prior to the session.  You may wish to use your club manual and Community Needs Assessment or PEP report as a guide for creating questions. Maximize strengths, minimize weaknesses, and explore new avenues. Ask one question at a time and keep them as simple as possible. Example: What kind of programs would consistently attract visitors and members? How can we create these types of programs? Number each idea, and move as fast as possible. 
It should be stressed to the group that no idea is too far out, it may be the key to another idea. No idea is to be rejected. Go on to the next question when it seems as though all ideas have been fielded from the group.

Put a large flip chart in the front of the room. Let the leader or a designated scribe jot down ideas as they emerge from the group. As flip chart pages are filled, tear them off and have someone, other than the leader, tape them on the walls around the room.

After brainstorming each question, go back through the pages and prioritize ideas that work. Discuss the ones that warrant additional thought and consideration.

For further examination, have each member study and discuss Club Alert on page 15 and the Community Needs Survey located on pages 11 and 12.

The leader is responsible for compiling the final results into a club handout, to be passed out at the next meeting.

At the next club meeting, 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 is complete and your work is cut out for you!

Good Luck and Creative Planning!
Attracting New Pilot Memberstc "Attracting New Pilot Members"
• 
Host “Share Pilot” events. When planning your club calendar set aside at least two dates during the year for Share Pilot events. You may want to schedule them in the fall and in the spring.

• 
Identify your club with one or more visible community projects. 


Public relations is as important to drawing new members as it is to 


promoting Pilot as an organization.

• 
Help your members develop their public speaking skills and set up a 

“Speakers Bureau” of your members to go to other organizations and 

speak about the projects and goals of your club in their community.

• 
As a community service organization, consider sponsoring a banquet or luncheon once a year to honor volunteers, heroes, and public servants in your community.
•
Read Pilot publications and network with other clubs successful at 


recruiting new members. Sharing ideas benefits Pilot as a whole.

 Contact your District Development team for ideas too.

•
 Seek out former Anchor Club members. Anchor Club is a 10,000 
member resource pool of potential Pilot members. The transition from Anchor to Pilot should be seamless.

• 
Review your plan to attract new members periodically. Update and 


change as necessary. A good plan constantly evolves.

• 
List club meetings in the local newspaper and cable stations... Invite potential members to visit your meetings and learn more about Pilot as an organization.

•
Run timely meetings. Time is an important commodity in everyone’s life. Meetings should be well-prepared and run efficiently. If necessary appoint a timekeeper.
Hosting a “Share-Pilot-Event”tc "Hosting a “Share-Pilot-Event”"
Share Pilot events are very useful in recruiting new members. Here are some suggestions for hosting an enjoyable and productive event.

Format
A format for your Share-Pilot-Event may be as varied as your Pilot club desires. Use your imagination to create an event that will succeed in your community. You might start with any of the following:


• 
Afternoon brunch


•
Wine and cheese party


•
Mid-afternoon dessert meeting 


•
Lunch or dinner buffet meeting

Structure of the event may vary widely. 
Your event schedule might include the following:


• 
Welcome


• 
Explanation of the event’s purpose


• 
Structure and duties of the club, including: projects, fund raising, club operations, 


youth, leadership and training


• 
Scope, purpose, goals, focus and accomplishments of Pilot International (This 


may be a good place to show Pilot International’s and Anchor’s latest video.)


• 
Brief history of Pilot International and the club


• 
Financial costs of joining: club, district and international dues

Ensuring a Good Turn-Out

• 
Mail invitations to prospective members with an “RSVP” to encourage


a commitment to the event.


• 
Each member responsible for inviting potential members should attend the Share 


Pilot event.


• 
Arrange for transporting invited guests. This friendly gesture will also serve to 


assure attendance.


• 
Limit the length of the event. Thirty to 45 minutes - including the question and 


answer session - is a reasonable amount of time to hold people’s attention for 


the informative portion. Allow as much, if not more time, for the social portion of 


the event and get to know your attendees.

 -

Helping Our Communitiestc "Helping Our Communities"
Helping Our Clubstc "Helping Our Clubs"
tc ""
P

ilot 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, our communities’ needs change, and what they need from Pilot Clubs changes too.
To stay interesting as a Club and valued in your community, keep what you are doing relevant to the community, the membership and the desired outcome. Honestly ask yourselves whether or not a project’s time has come to a close. If you are using everything you have to be the best at the service needed, everybody is a winner.

 On pages eleven and twelve are two tools to help your Pilot Club stay a winner for your members and your community: the Community Needs Assessment and the Community Needs Assessment Interview Form.  Since Pilot’s focus is brain-related disorders, these are to assist in evaluating your community’s needs in this area and your club’s current projects.  If you also have youth 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.  No one wants to be known for doing a “half-way” job on anything, particularly Pilots!

Pilots are best at kind, caring, hands-on service that meets a need. Put your hearts, hands, and dollars where they’re MOST needed in your community and be known for doing everything you do with the best of everything you’ve got!
Have a terrific year!!tc "Have a terrific year!!"
Community Needs Assessmenttc "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


Department 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, a Pilot brochure, and BrainMinder information.  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 with about brain-related 

disorders and to whom we could offer our help?

Community Needs Assessment
Interview Formtc "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 fund-raiser, 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 fund-raising to support this 



project?

Interviewer’s recommendation:
tc ""

tc ""
One-Line Development Ideastc "One-Line Development Ideas"
tc ""
1)
Set a club goal for Development.
2)
Host a Share Pilot meeting.

3)
Model a Share Pilot meeting for clubs.

4)
Have your club analyze its membership (survey).

5)
Assess your club’s “attractiveness” to new members (survey).

6)
Use club surveys to generate a list of potential members.

7)
Brainstorm as a club to develop a list of potential members.

8)
Promote PI’s incentive program for bringing in new members.

9)
Develop an incentive program within your own club and district.

10)
Reclaim former members whose situations might now allow them to rejoin and be active.

11)
Seek former Anchors to join Pilot.

12)
Seek parents of Anchors to join Pilot.

13)
Offer provisional membership in your club.

14)
Make meetings fun!

15)
Develop a “scholarship-fund” for “fixed-income” or “exceptional volunteer” members.

16)
Educate Pilot members on existing Development resources.

17)
Promote membership at every opportunity (fund-raisers, projects, BrainMinder presentations, places of employment, community events, etc.).

18)
Develop and use attractive and informative club brochures.

19)
Contact the local Chamber of Commerce for leads and for publicity.

20)
Invite potential members to a tea, lunch, or dinner in a home or restaurant.

21)
Hold Fall Council/District Convention in a city with no club, do a service project for visibility, 
and invite potential members.

22)
Sponsor a seminar or workshop with an interesting speaker and invite the public or potential 
members.

23)
Host a district Development retreat where ideas/strategies are shared.

24)
Have a joint project with another service organization to gain more visibility.

25)
Publicize your meetings and events.

26)
Host a community recognition event and promote Pilot.

27)
Have a joint meeting with another Pilot Club and share ideas and leads.

28)
Have a joint meeting/project/fund-raiser with another civic organization.

29)
Ask a Pilot Club from your district who has been successful in gaining new members to become a “support” club to a club lacking Development.  This can be done by speaking, sharing ideas, and encouraging Development.

30)
Encourage individual or team competition for Development within your club.

SHARING CARING, FRIENDSHIPS…tc "SHARING CARING, FRIENDSHIPS…"
Offering Membership Opportunities to People Who Can Make a Differencetc "Offering Membership Opportunities to People Who Can Make a Difference"
This membership campaign can serve to remind members and show guests how the many benefits and facets of a Pilot membership fit together in a community.

Each Pilot member is given 5 invitations to mail to friends and acquaintances. Each Pilot calls the five people they plan to invite and tells them they will be receiving an invitation in the mail. If someone says they can’t make it, at this point, ask another person.

Pilots call back a few days before the meeting.  Remind them of the meeting and ask if they would like for someone to come by and pick them up.

Pilot members team up to create skits (presentations) to present to potential new members.

Skit guidelines:

•Minimum of 3 minutes; Max. of 10 minutes 
• Your Membership Skit can motivate on many levels:  


1)  
Benefits
2)  
Accomplishments


3)  
Personal and professional      
4)  
Friendships                                                          


5) 
 Community
6) 
Services


7) 
Fund-raising…etc.


Members and guests are asked to vote on which presentation had the most 

appealing ideas for belonging to Pilot.  


Door prizes are given out to guests.

Sponsors ask guests if they would like to sign up now (the best key) or they may choose to take the application with them.  

Prizes are given to skit/presentation winners and the person who brings in the most new members.

Ways to Increase Your Pilot Club Membershiptc "Ways to Increase Your Pilot Club Membership"

1)
Create a brochure about your local club*.
a)
Send this brochure out to possible new members accompanied with a note.



b)
When you have a fund-raiser, have members distribute brochures.

c)
Place some brochures in prominent places in town, such as the Chamber of Commerce, public library, City Hall, banks, gift shops, beauty shops, florists, etc.

d)
Distribute brochures in the schools when you make BrainMinder presentations.


e)
Distribute them to Anchors to take home to their parents.

f)
Distribute brochures to the mayor, city officials, City Council members, school administrators, bank executives, doctors, lawyers, etc. These should be accompanied with notes from people in the club who can “encourage” them to be “involved” in an organization providing volunteer services in their community.


* A brochure will never sell someone on joining. It is an introduction to the possibilities your club offers. The brochure  is an “exposure” that must have a follow-through with other exposures or provide an avenue for whoever reads it to contact someone regarding membership. 

2)
List all upcoming events in the local and city papers, community bulletin boards, cable, etc..

3)
Have members of your Pilot Club speak to other civic groups about Pilot.
4)
Have a special Pilot notebook and keep a list of every person you see or speak to in a month’s time.  Beside their name make a note if they are a good prospect to invite to a meeting.

5)
Host a “Get to Know a Pilot” meeting.  Invite past speakers and family members, local council members, etc.  Tell of all the GREAT things your club has done in the past year (or 6 months).

6)
Get a local listing of all doctors, council members, city officials, care givers, etc. in your area. Send them a letter about your club’s focus and activities suggesting they may want to involve and sponsor their staff as members of this organization.
7)
Apply the principals of the “Fish Philosophy”:  Be a Play Day!


a)
Be present when others are talking by truly listening to what they have to say. 

b)
Choose your attitude, and hopefully you’ll choose a positive and enthusiastic one. Enthusiasm, you know, is contagious! 


c)
 Enjoy life… play.  Can others see in you that Pilot work is fun? 

d)
 And make their day! Do potential Pilots truly get something out of attending a Pilot meeting?  Is it meaningful and worthwhile to them?

[image: image3.emf]


How many people can you get “hooked” on Pilot?
CLUB  ALERTtc "CLUB  ALERT"
This tool is meant to start the conversation with the Executive Board of a club, but the tone of the dialogue is very important.  It should be friendly and helpful, not directive or demeaning.  We hope this will be one more way to provide insight and help build strong, healthy clubs for Pilot’s future.

•
Active membership is less than 20

•
Median age of club members increases each year

•
Failure to bring in new members

•
Non-attendance at District and International Conventions

•
Non-participation of members holding club offices and appointments (recycling club officers)

•
Change resistant

•
Non-diversified membership

•
Fund-raisers do not meet the club’s expectations

•
Lacking a successful community service project

•
Refusal of assistance from district officers and/or ECR

•
PEP Report not submitted

Use this list with wisdom, compassion, and support as you help your Pilot Club prosper in Service!!!

RETAINING MEMBERS

Workbook page annotation:tc "Workbook 
page 
annotation\:" This page may be used in a brainstorming session or as a training guide.tc "This page
may be 
used in a brainstorming session 
or as a
training guide."tc "RETAINING MEMBERS"
Past Goal (if any):

New Goal (Who/Measurable Action/Deadline):

Strategies We Have Tried:
Results Obtained:
1.

1.

2.

2.

3.

3.

4.

4.

5.

5.

New Strategies to Implement:
Expected Results:
1.

1.

2.

2.

3.

3.
Things We Need to Do:
Person(s) Responsible:

Deadline:
1.

1.

1.

2.

2.

2.

3.

3.

3.

Retention Ideastc "Retention Ideas"
1)
Set a goal for retention.
2)
Have a new member orientation.

3)
Have several orientations during a year, with each one counting as a make-up meeting.

4)
Have orientation at a location other than the regular meeting place.

5)
Have a buddy system for new members.  

6)
Have a buddy system with Anchors.

7)
Involve new members right away, and keep all members involved.

8)
Have secret friends within the club.

9)
Utilize the talents of your members in your service projects and fund-raisers.

10)
Have fun and exciting social activities to promote friendship.

11)
Wear name tags.

12)
Have greeters at the door at each meeting.

13)
Highlight different members in your club newsletter.

14)
Plan seating arrangements at meetings to encourage new friendships.

15)
Provide Pilot information regularly at meetings and in the club newsletter.

16)
Host a special Pilot information meeting.  Some clubs do this as an extra but optional meeting six times a year in a more informal setting and they count them as make-up meetings.  (It is interesting that a high percentage of members attend even though they don’t need to make up a meeting.  They attend because the meetings are informative and enjoyable.)

17)
Implement planned contact with absent members.

18)
Utilize an end-of-the year evaluation for new members in order to determine if any changes need to be implemented to better meet the needs of new members.

19)
Ask members who leave during the year to complete a form giving useful information on how the club might improve.

20)
Provide training before and outside of Fall Council/District Convention.

21)
Train your officers instead of merely handing them a notebook.

22)
Provide job descriptions and assistance for committee chairmen as well as officers when they are assuming a new responsibility.

23)
Offer provisional membership.

24)
Explain Pilot terminology to new Pilots.

25)
Listen to the ideas of new Pilots.

26)
Conduct meetings in a timely manner and have programs that interest your members.

27)
Encourage individual or team competition for retention in your club.

28)
Have members sign a form yearly to pledge their commitment to Pilot.  Make it a ceremonious occasion.

29)
Give all members a certificate at the end of the year for some special contribution they have 
made to Pilot.

30)
Invite former Pilot members to a special event.

SECTION IItc "SECTION II"
This section is a bridge between the Local Club Section and the District Development Team Section.  New Club development can be done by Clubs and Districts. It is most powerful when both work together as a team.tc "This section is a bridge between the Local Club Section and the District Development Team Section.  New Club development can be done by Clubs and Districts. It is most powerful when both work together as a team."

In the last few years, experience has provided valuable insights into potentially successful club development. Here are a few things that we have found essential:tc "
In the last few years, experience has provided valuable insights into potentially successful club development. Here are a few things that we have found essential\:"
• The new club must be within a distance that can easily be driven by the supporting team. tc "
• The new club must be within a distance that can easily be driven by the 




supporting team. "
• The new club must be nurtured and encouraged; this requires a commitment of the following:tc "
• The new club must be nurtured and encouraged; this requires a 





commitment of the following\:"
• First four months after the charter, contact once a month.tc "

• First four months after the charter, contact once a month."
• Next eight months, contact every other month.tc "

• Next eight months, contact every other month."
• Second and third year, contact once a quarter.tc "

• Second and third year, contact once a quarter."
• Contacts within the community are essential. tc "
• Contacts within the community are essential. "
• The clubs that have tried to form through cold calls alone have had a difficult time pulling together within the time line for success.  Development time that takes more than six months is a symptom.tc "
• The clubs that have tried to form through cold calls alone have had a 




difficult time pulling together within the time line for success. 




Development time that takes more than six months is a symptom."
• Clubs that are formed with one or two positive contacts in the area, with leadership abilities have the greatest potential for success. 

 FORMING NEW CLUBS FROM EXISTING CLUBStc " FORMING NEW CLUBS FROM EXISTING CLUBS"
Question: What is the correct procedure when a new club forms or breaks off from an existing club?
Answer:
There is not a formal Pilot International Policy on the process and any Pilot member has the right to choose which club should hold their membership. The transfer form is optional and the form does not need to be signed by either the President or the Secretary of either club, to or from which the member is transferring.  The form is really for PI headquarters information purposes (identifies what club holds the membership).
Question: What does common courtesy dictate when a member(s) of a club leave to form another club?
Answer:
A member leaving one club to join or form another club is often inevitable for many reasons. It is important for this departure to occur without hurting or creating long- lasting hard feelings.

The members who are beginning a new club need to be very up-front with the existing club about what their intentions are.  Pilot protocol says that the potential new club should send in a “Notification of Intent to Organize” to Pilot International Headquarters with copies to the Governor of the District and preferably to the club from which the member(s) are departing.
The more information that is shared results in minimizing any hard feelings both in the short term and in the long term.  Communication should continue to occur with the existing club as the new club is being formed.  The existing club should be included in the celebration/chartering of the new club.  In the short run, it can be difficult for both sides but in the end it may be best for members of both clubs.

Workbook page

ANNOTATIONS:
Starting a new club can be an easy and successful venture if:
• you have a minimum of three interested leads,

• in a community within fifty miles,

• you have three or more people willing to commit to the time and energy required to start and sustain this club for three years.

• When approaching a Chamber of Commerce or City/Town Hall - the most appealing dialogue with officials includes the words: 

• 
“development”

•  
“quality of life”

•
“developing leadership”

•
“volunteerism”

•
“community 

assessment program”

•
“services”

• Your interest and knowledge of their community and the potential “international” and “national” connections is a positive approach.



STARTING A NEW CLUBtc "STARTING A NEW CLUB"
Goal (Who/Measurable Action/Deadline):
Possible Locations for a New Club:
Near a strong club for support:
1.

2.

3.

Near a member-at-large who could assist:
1.

2.

3.

Near the Development Team member(s):
1.

2.

3.

Considering these factors, the best plan for future Development includes:

Location:
Person(s) Responsible:    Deadline:
1.

1.


  1.

2.

2.


   2.

NOTIFICATION OF INTENT 
TO ORGANIZE A NEW PILOT CLUBtc "NOTIFICATION OF INTENT 
TO ORGANIZE A NEW PILOT CLUB"
(Copy this form and send to Pilot International Headquarters)
1.
_________________________________________________________ or  the 





 (Individual)

Pilot Club of ___________________________________________________


plans to organize a Pilot Club in_____________________________________

2.
Target date for charter of the new club: _______________________________

3.
Expenses for the formation of new clubs will only be reimbursed to the club or person(s) responsible for organizing the new club.  The total reimbursement will be limited to the annual dues generated for one year by the number of chartering club members of the new club. (Example: 20 charter members x $50 dues per member = $1000 eligible for reimbursement.) Note: No reimbursement will be made without receipts.

Eligible expenses include those costs incurred for organizing the club and those related 
to the new club’s set-up or operation expenses. All organizing expenses MUST be 

submitted to Headquarters within 30 days after the charter presentation to the new club.

4. Complimentary materials furnished to a new club upon request:  
• New Member Folder for each new member; 

• Club Manuals; 
• Handbooks for Club Officers; 
• Club Directories; 
• PI Community Development Plan; 
• Classification Guide; 
• Publicity Guide; 
• Two registrations for International Convention
• Expenses for Club Delegate to International Convention 
    (Travel plus $40 per diem x 5 days half double room rate for 5 nights)
• charter member pin for each charter member; 
• and 1 club banner.  
• See the “Pilot International Recognition Program” for additional benefits for a new club.

Signed:_________________________________________________________________________

(Name)






(Pilot Club)

____________________________________________________________________________________________  Mailing address
____________________________________________________________________________________________State/Province/Prefecture




(Daytime Phone)









Date:__________________
c:  District Governor








06/04
Expansion Presentationtc "Expansion Presentation"
Judy Langley 2/2003

According to Webster’s dictionary, expansion means “a becoming larger or more spread out.” Today we will not be discussing “middle-age spread”, although that is an interesting topic.  We’ll be discussing how to make our Pilot organization larger and more spread out.

On each table, you will find a rubber band. Everyone please place the rubber band in the middle of your table. Think of this rubber band as representing your Pilot club.

Now, sit back, relax, put your hands in your lap, and look at the rubber band and wait for someone else in your club to come along and take charge of expanding Pilot in your area or district.  (Pause)

Did anything happen?    No, nothing happened.  No positive action, no positive result!  Is this what’s happening in your club or in your district?

Let’s suppose, now, that one brave soul in your club decides to initiate expansion by trying to start a new club.  Have that one person, with one hand only, touch a part of the rubber band on the table and attempt to pull it in their direction.  (Wait.) 

Did the rubber band expand?  No.  Expansion is a difficult challenge to do on your own.

Now, let’s have two people at your table attempt expansion. (Wait.)

Easier, yes?  

So, teamwork definitely helps when it comes to expansion!

Now, let’s have everyone touch a part of the rubber band on the table and carefully and gently pull it in your direction.  Hold it down in that extended position.  

Now look at this exciting phenomenon!  You have all served on part of an extension team and helped to make Pilot grow in your area or district!  Depending on the number of persons you had at your table, however, the effectiveness of expansion may have varied.  You don’t want to go in so many directions at one time that you can’t work effectively as a team or that you lose your focus.  You may now carefully release the rubber band and we will reflect on expansion. 

I bet…you had a plan and that you worked together as a team.

I bet…you didn’t start as a team until you were ready.

I bet…you didn’t drag this procedure out so long that your team lost its focus.

I bet…you found that if you had a large number of members on  your team, on the positive side, you were combining more talents.  

However, on the negative side, it was harder to communicate often, work together effectively as a team, and stay focused. 

Let’s focus now on “The BENEFITS of Team Accountability”.  Everyone on the expansion team should have responsibilities. Keeping everyone on the team well informed of  progress is essential. Use the Team’s Accountability Report form on page 31.  

You might have gathered a lot of valuable information in your head, but written communication is a surefire way to share it with others.

Do everything in a timely manner. The TIMELINE FOR SUCCESS is an important guide to use.

Keep things moving so team members stay involved and focused.

Remember the rubber band just sitting on the table waiting for someone to take the initiative for expansion.  Remember also, that maybe, just maybe, you’re the one to help initiate expansion in your area or district.  As in a famous quote, “If it’s to be, it’s up to me.” 

Growth Training Tips on Expansiontc "Growth Training Tips on Expansion"
Making Plans for Growth
Plan to form new clubs. Include funds for this in your budget.

Plan to keep new clubs.  Develop a plan of how to stay in contact with and support new clubs, at least for the first two or three years. Utilize a person here who is positive and “up” on things.

Selecting Your Growth Team 
Who can best start a new club?  Involve current Pilots who have the time, desire, and finances and who can plan and carry out the plan effectively and efficiently in a concise amount of time.  

The Governor along with the DAC/DEC can best select the Growth Team members and the length of their terms. It is possible to have a rotating system whereby the person rotating off may be re-appointed.  

You need one or two (and probably no more than four) persons on this team to start a new club.

Age is a consideration.  If you want to draw in younger members, you may want to involve a younger person. The age of persons involved depends on the community.

It is helpful for the Growth Team Chairman to remain on the Team for the following year.  Districts can determine the time guidelines for remaining on the Growth Team.

While you may have a basic Growth Team, you certainly may involve other Pilots who have certain expertise in an area or who are closer in proximity to the location of the club you are starting.

Training Your Team Members
Provide training for these persons.  You can train different people or use the same group throughout your district.  Distance may be a factor here.

Teams average 3 trips to the location in one or 2 months.  Lots of phone calls are made.  It is a real time commitment for two months.  It can’t be done all on weekends because you have to visit businesses. 

Initial training is provided by Pilot International.  Follow-up is provided at the Council of Leaders Sessions at PI Convention.

Get business cards made for your team members.  Include their top present or prior position in the Pilot organization on their card.

Have your Team Members develop a Pilot “sales pitch”, limited to a few sentences. What would you say if someone asked, “Why should I join Pilot?”

Selecting a Site for a New Club
Experience has shown that smaller communities work better than larger cities as locations for starting new clubs. Society is developing more strongly into “neighborhoods” which are seen as communities within the community. These are the ideal areas to investigate first.. Explore areas that would be easy to access and that already have existing contacts. 

Do your research!  Subscribe to the local newspaper and compile names.  Use internet access or a hard copy of businesses, political persons (mayor, etc.).

The Chamber of Commerce can be very helpful.  They may be able to help you find a place to meet and may provide you with potential leads.

Ask the people living there, “Who is the most well-connected person to talk with about Pilot?”  Find the key person(s) in the community – a Chamber person, the mayor, a bank manager, etc. to provide information you need.

Making Cold Calls
This is a relatively easy task for someone who interacts well with people. Talk briefly and to the point, leave brochures, and tell them you want to make an appointment to come back. The results from cold calling are not as productive as working through contacts. At one time this may have been the case. However, in today’s society working through contacts will be the most productive because you are validated by who you know and those you contact will always be more open to listening if you are credentialed” through your contacts.

Following the “Time-line for Success”
You can compact the time shown in the “Time-line for Success” if that works for you.

Make a list of contacts.  If you are able to receive lots of input from your community contacts, your work for: Weeks 1 – 2 will be much easier.  Point out leadership training opportunities to your contacts.  Ask the bosses who might benefit from this training if the boss turns you down. Don’t forget to ask Realtors who is new in town. Check with the Newcomers Club.  Advertise for your meeting(s) in the local newspapers, and with flyers in businesses.

Weeks 3 – 4 involve face-to-face contact with individuals in the community.  At your first meeting, get a commitment and date set for the next meeting (to take place in 2 weeks).

Ask for a local chairperson.  That does not mean that this person has to become president.  Have a Pilot explain who we are and what we do. Stress service, not friendship. It would be good to tie a service project in with our brain disorder focus.  Have the group make plans for a service project early on.  Consider what service that particular community really needs.  Tell them about being an autonomous group that does other service projects that are particular to your community.  Distribute “Pilot Logs” to the group, preferably one with a picture/article/mention of one of the Pilot Team members.  You can also share copies of Governors’ Bulletins.  Contact PI Headquarters about what would be best to take and they will supply you with the copies needed.  Keep saying, “Do you have a relative, a friend who would benefit from this organization?”

Weeks 5 – 6 involve writing many letters.  You need someone good with phone and/or E-mail follow-ups.

Weeks 7 – 8 involve meeting with a group.  You may have had 13 at the first meeting, but maybe 9 returned bringing others at the second meeting.  

Helping the New Club Get Established
Start with the bare minimum standing rules.  Include one major service project.  If possible, have the Pilot with you with a successful fund-raiser.

Use the classification guide.  It’s good to use the Chamber person to help achieve a diversity of membership.

When giving guidance for club officers, suggest that they use people who are planning to stay in the area for several years.

You may want to suggest to the club that the committee chairman remains on a committee the following year to aid in transition.

Help them plan and carry out a successful “Charter Night”.
This information was taken from the Growth Training Workshop provided for the South Carolina District by Nancy Henrick and Judy Langley in 2002.
tc ""
“Researching New Club Sites”
tc "“Researching New Club Sites”"
•
Communities with populations from 5,000-100,000 have ideal conditions and the ambiance for 
successful Pilot Clubs. Larger cities have “neighborhood communities” these are well worth researching.
•
Household income average should be >= to $40,000 and $30,000 of individual income.  Some may argue that money should not enter into the equation, the simple fact is that if a community cannot afford to support a Pilot Club, the club will be short-lived.  Pilot members themselves will struggle to pay their dues.  Economic considerations are important for the club to help support the community excellence programs. The club may decide to raise operating capital and dues through fund-raisers. 

·•
Search for community organizations to determine if that community is supportive of  volunteer organizations, and take an inventory of what type of service clubs are active in the area.  Example:  Some college towns are more focused on school relation activities than service and volunteer 
organizations.

·•
Choose a new club site that is within easy travel distance of another club (a 50 mile radius is acceptable), nearby support is crucial for successful mentoring and nurturing of a new club.

·•
If there was a previous Pilot Club in the area, wait a minimum of three years to start another club.  
Some clubs have transitioned out of existence because of internal strife and the influence of strong individual.  Sufficient time allows for new perspectives and opportunities.

•
Consider Members at Large, or Pilots that have moved to a new area.  This immediately gives us one foot in the door.  PI will work on a data base of Members at Large and where previous Pilots have transitioned to.

HOW DO WE OBTAIN THE DATA?
tc "HOW DO WE OBTAIN THE DATA?"
·
The internet and the Search Engines are our allies!
1)
Go to your home page and click on the search window

2)
Type in U.S. Census

3)
Look for a section called “quick facts”

4)
You may also input the name of the community or state to access the statistics or 

demographics

5)
Look for links to obtain more detail research information.  Many sites sell 


demographic information.  Example:  MonsterDaata.com sells a report for $29.95 on a 
variety of specialized statistics, such as: an analysis of your neighbors homes values.  

This info is frequently available on State Government sites. Many Chamber of 

Commerce websites also offer detailed informational reports

6)
Take the time to read the community’s local newspaper.  You can often find the local 
newspaper on the newspaper website.  Educate yourself on the area and learn who the 
“movers and shakers” are in the community.

7)
You can also check the local library and the city directory (POLK Directory).  These 
directories list businesses, business owners and local organizations.  This is a 
more cumbersome way to obtain information.  If the internet does not work for 

you, consider all of the options.

8)
Once you have “focused” on a particular community that seems to have good 

potential, begin making a list of at least 20 businesses, names, titles ,etc., including 

phone numbers and addresses.

Section IIItc "Section III"
This section may be used by interested clubs and district officers. Through your cooperative efforts, teamwork always reaps a larger benefit for building Pilot communities. We welcome your input and suggestions.

An Overview Outline for 
District Growth Strategy & Guidelines* tc "An Overview Outline for 
District Growth Strategy & Guidelines* "

A. 
Introduction


B.  
Setting Goals


C.  
Expansion



1) 
Selecting the Areas for Growth



2) 
Selecting the District Growth Team 





a) 
Growth Team Criteria





b) 
District Growth & Retention Team Recommended Guidelines



3) 
Making Contacts



4) 
Developing a Plan for Beginning a New Club



5) 
Developing a Timeline for Success*



6) 
Materials Needed



7) 
Follow-up 


D.  
Retention



1) 
Strategies to Retain Members



2) 
Strategies to Regain Members

    
E.  
Growth Incentives


F.   
Resources

tc ""
HOT TIPS FOR EXPANSION TEAM VISITStc "HOT TIPS FOR EXPANSION TEAM VISITS"
Pointers for meeting with community leaders and potential Pilot members:
1.
Send Pilot Information in advance of appointment.
2.
If you have told the prospect it will be a ten-minute appointment, keep it to a ten-minute appointment.

3.
First Impressions Count – Dress professionally, smile, exude warmth and have a “sell yourself attitude.”
4.
Use the official Pilot stationary and proofread carefully for grammatical errors, etc.

5.
Plan ahead, ask questions, listen carefully and try to find a common ground with the person/prospect you are visiting with.

6.
Follow-up with a call and a written thank-you note.

7.
Invite the person you are visiting with to join.

8.
Remember that more than one club can be formed in a location: breakfast club, lunch club or evening (dinner) club.

9.
Emphasize……  “We are here to help your community.” “How can we help?”
10.
Give some advance thought to the questions you might ask.  For example: “I visited your website…tell me more about…”

11.
Anticipate the questions that they will ask you.  Prepare a list of FAQ’s.

12.
Emphasize the prevalence of Brain Related Disabilities and Disorders.

13.
We all need to share the same information, the same story on Pilot and the Foundation.

14.
Don’t be satisfied with obtaining just 20 names or potential club members.

15.
Be tuned in to personality differences.  The person that talks the most may not be the person who gets the job done.

16. 
KEEP IT SIMPLE!
17.
Don’t overwhelm the prospect with details.

18.
Can’t sell friendship, we must sell the benefits of Pilot International.

19.
Be especially careful if you are soliciting former Pilots.

20.
Administrative details are best reviewed at the 2nd or 3rd organizational meeting.  Don’t overwhelm initially.

Checklist for Team Success

tc ""
1)  
Identify Key Area(s) for Growth.

2)

Establish Solid Growth Team.

3)

Identify Contacts in Key Areas.

4)

Develop Plan for Beginning a New Club. 

5) 

Send in the Intent to Organize Form to Pilot Headquarters.

6)

Submit Plan for Review and Feedback to PI  

7)

Implement Plan in a Timely Manner (writing letter requesting 


extension of time and reason, if needed).

8)

Complete the Plan and Have a Successful Charter Night.

 
9) 
Sign Agreement to Follow Up on the New Club for at Least 





Three Years

Tools of Expansiontc "Tools of Expansion"
What to Take With You and Whytc "What to Take With You and Why"
1. PI Expansion Team Packet -  This packet includes several issues of the Pilot Log, Pilot brochures, informational sheets, etc.   You will need 10-20 packets initially for either mailing to community leaders or distributing to people who are centers of influence or strong potential new members.  You will also need extra Pilot brochures because you will not want to give everyone you meet a complete packet.

2. Pilot Promotional Video- You will want to show this video at every available opportunity.

3. Pilot Publicity Guide – How to establish relationships with the local media and to utilize every form of publicity appropriate for the new area.

4. Classification Guide - When you get into a community, this guide can be very helpful in helping  you think about diversifying the membership of the new club and identifying a variety of businesses to visit and hold a ‘Share Pilot’ meeting.

5. PI Community Development Plan - Information packed with tips on: attracting new Members, relating to new members, hosting a “Share Pilot”, organizing a new Pilot Club, intent to organize forms, and a host of other information to reference when you are forming a new club

6. A Map of the Prospective Area -  Time is of the essence and you want to be able to get around the area quickly and to identify areas in the community to either meet with potential members or to set up a meeting .

7. Have a Pilot Banner or Sign  -  You will want to use this banner for all “Share Pilot” meetings and meetings with the Pilot Group.  If a sign is used the sign needs to look professional.

8. Have Your Pilot Business Card. -  You want to look and feel like a professional when you are contacting new people in the community.

9. Public Service Announcements -  We have developed a series of Public Service Announcements that will be useful for small, medium, or larger communities.

10. Blank Membership Forms -  Be ready; potential new members are everywhere.

11. PI Club Manual -  This manual has information on PI Dues, Initiation Fees, etc.

12. Miscellaneous items – You may want to bring along, markers, tape, etc., anything  that 

you may need in setting up a ‘Share Pilot’ Meeting.

13. PI Directory – You will need phone and FAX numbers for PI Headquarters, Executive 

Committee members, Governors, etc.

14. PI Bylaws and “Foundation Facts” - very helpful reference materials.

15. Information on the BrainMinders program- this award winning program will help you 

establish the value of a signature program in their community.

EXPENSE REIMBURSEMENT AND
RECOGNITION GUIDELINES* 
FOR CHARTERING NEW CLUBS
tc "EXPENSE REIMBURSEMENT AND RECOGNITION  GUIDELINES* 
FOR CHARTERING NEW CLUBS"
CLUBS
Reimbursement of expenses only to club responsible for organizing the new club. Total Reimbursement limited to annual dues generated for one year. Effort must be successful to receive reimbursement. 




Recognition: 
Two registrations for PI Convention 
Membership Builder patch and date arc to be placed on club banner.

plus one $50 Catalog Sales certificate

INDIVIDUAL
Reimbursement of expenses only to individual(s) responsible for organizing the new club· Total Reimbursement limited to annual dues 
generated for one year.  Effort must be successful to receive reimbursement




Recognition: 
One registration for PI Convention 
plus one $50 Catalog Sales certificate

Team’s Accountability Reporttc "Team’s Accountability Report"
Team Location: _____________________
 Date Prepared: ____________

Team Leader: _______________________ Prepared By: _____________ 
Email Address: _____________________________________________

Team Members: ____________________________________________

Copy of Expense Request Form Attached?
______ YES
______ NO

Accomplishments (who did what, when, where, and, etc.):
What Worked & Why?
What Did Not Work & Why? - Recommendation(s) for Process Improvements:
Pilot Team Names (when available):
Timeline for Successtc "Timeline for Success"

MONTH I


Week 1 - 2





Week 3 - 4



MONTH II


Week 5 - 6





Week 7 - 8




MONTH III


Week 9 - 10





Week 11 - 12



MONTH IV

Week 13 - 16

District Growth Surveytc "District Growth Survey"
Name of Club:  ___________________________________________________________
Club President:  __________________________________________________________

Phone:  (____) ____ - ______
E-mail:  ___________________________________

1) Do you feel that your club needs assistance with retention? 

2) Do you feel that your club needs assistance in developing your club?

3) Would you like to receive some assistance with retention and/or growth within your club?


• If so, whom do you feel could best work with your club to provide assistance?

4) What cities in your area would be good locations for a new club?

5) Do you think your club could work to form a new club in one of these locations during the year?


• If so, in which city?  

6) Do you feel that your club needs assistance with expansion?


•  If so, whom do you feel could best work with your club to provide assistance?

Please mail copies of this form to:
SUBSEQUENT SITE VISITStc "SUBSEQUENT SITE VISITS"
I. What to do after returning home.

A.
Critique your first visit, what worked, what did not, what could you do better?
B.
Immediately make arrangements for your return visit.  The date should have already been set in coordination with your new Pilot Team Member(s).

C.
Assign responsibility on who is going to follow up with the Pilot Team Member(s).

D.
Determine how often the follow up should occur (every 2-4 days is advised).  We need to do whatever we can to retain the interest and the enthusiasm.


E.
Follow up with all leads and contacts verbally and with letters

F.
Set up a record keeping system of who you contacted (names, addresses, phone and fax numbers, email addresses, etc.

G.
Insure that publicity is covered for your next organizational meeting and return visit.


H.
Discuss the perceptions and expectations of the Pilot Team Members.

II. Subsequent Site Visits/ Expanding the Pilot Group
A fairly safe assumption is that at least three site visits are going to be needed in order to have the time to solidify a Pilot Group, obtain the needed 20 names for chartering and for educating the new members on how Pilot operates.   Each circumstance is going to be a little different and you are going to have to use your own judgement in determining what will work in the community.   Remember that you are not alone in this effort, so use your team members, other Expansion team members, the Executive Committee members who are responsible for the Expansion efforts, and the District leaders to obtain feedback and to brainstorm on alternative strategies and expansion ideas.

A.
Meet with your Pilot Members (perhaps individually).  Work with them in identifying other potential members.

B.
Continue to go out in the community and introduce yourself to community leaders, businesses executives, and attend community meetings.  Never forget to ask for leads, and get more than a name and a phone number.  Inquire as to what the person does, what their interests might be, where they work, and what they are involved in.

C.
Have another Share Pilot meeting to expand the Pilot Group.  You will be showing the Pilot video again, sharing all types of Pilot information, signing up new members and always leave sufficient time for Q & A.

D.
Begin to identify club leaders and who will be the new officers.  It is extremely important to get the right leaders in the right places to help insure the success of a new club.
E.
Generally, on the third visit you will be helping the identified leaders plan their “Charter Night”.

Ready, Set, Go! Presto! New Club!
· Send names of twenty charter members to Pilot Headquarters. 
· Supplies will be sent to the new club president with a letter from the President.
· A statement will be sent to the Treasurer from Pilot International and their District.
· The President will be sent information for incorporation and a federal ID number.
· The District Governor announces the date for the Charter Presentation Ceremony. The announcement is sent to the Pilot International Board of Directors. The Charter is mailed to the new club President. We recommend sending a photo of the Charter Night to Pilot Headquarters for the PILOT LOG. Contact local media for coverage include a press release and an invitation to attend.
· Expenses for reimbursement for forming the new club must have receipts.
· Reimbursements are for up to the amount of Pilot International dues collected for one full year.
· Pilot International reimburses mileage based on the current IRS rate.
· Be prepared to follow-through with the club and club members frequently during their first year. Praise and encouragement are the best gifts you can give them during their first year.


REFERENCE SECTION tc "SECTION II"
Developing A Media Relationshiptc "Developing A Media Relationship"
W

ant a good Pilot Club relationship with the media?  Develop it!  Why?—Because they hold all the keys – keys to your visibility – keys to attracting new members, keys to informing the general public of what this service organization does for its community. Don’t let the media intimidate you.  They are people just like you.  True, they’re more visible; their job requires that.  Your job is to develop a good relationship with them and to gain all you can from their position. This helps the media serve their community and creates a win-win situation for everyone.

Would you turn down a thousand dollars if it were offered to you FREE – no strings attached?  Of course not, so why turn down many thousands of dollars worth of FREE publicity.  It’s right there waiting for you to come and get it. All you have to do is act on the opportunity.

Someone from your club has to have a one-on-one visit with the media and there’s no one-and-only way to go about it.  Choose the approach that best suits your personality and your comfort level. 

Consider the following check-list:

1. THE UNEXPECTED DROP-IN 
Choose a mid-week day, Tuesday through Thursday.  Mid-morning is best for a good reception and optimum time. Introduce yourself and the name of the club you represent.  If you have a business card, leave one. Bring some homemade cookies or brownies and the next time you call for something to be run for the club, they’ll remember you!  “Oh, yeah, I remember her – she brought those delicious cookies!”

2. THE PREARRANGED APPOINTMENT
Call to make an appointment with the proper person.  Again, choose a mid-week day and Mid-morning. Be punctual and appropriately attired — “business casual” is always acceptable. Again, introduce yourself and the name of the club you represent.  If you have a business card, leave one.

Make this a “short”, introductory visit. Time is valuable.

In the future, when you do need them to do some promotion for you, they’ll remember you.
This time, after the promotion or story has run, stop by with cookies or brownies to thank them for their cooperation.  The adage, “The way to a man’s heart is through his stomach” still works, even in today’s fast-paced world. 

3. NEWSPAPER COVERAGE
 


Perhaps the most important thing to remember when dealing with a newspaper is their DEADLINE.  Once the paper “goes to press,” there’s no turning back for a story about Pilot International – no matter how important you think it is.  If anything, try to get your information in “early.”  That way the editor-in-charge can determine how much space to allow for your story and can choose an even more prominent page or place on the page for your information. You make it easier for him and he’ll make it better for you.

Introduce your article with something “catchy,” some word or phrase that will cause readers to stop, look, and read the rest of the article.  Specific names, dates, and details are important dimensions of the usual “w’s” – who, what, where, when, and why.  

If appropriate, and possible, include a meaningful picture – ones with equipment, activity, children, or animals are always more effective than smiling lineups of newly-elected office-holders or “check-passers.”  Ask if the paper can provide a photographer to cover the particular event you want promoted.  Oft-times their skill and expertise can turn a dull story into a “stunner.”  

4. TELEVISION COVERAGE
If you’re doing an interview on a local show, come more than prepared. Bring with you a “Check List” which contains information about 1 or 2 good stories concerning your club.  Discuss these with your interviewer before you go on the air.  This way you and the TV personality will feel more comfortable.  You don’t want to be half of an interview where both sides seem so ill-at-ease that people turn off the show.

While you’re talking, there could be a “slow crawl” across the screen with information pertinent to the club – when it meets, how often it meets, a number for people to call if they’re interested  in learning more about the club or possibly in joining it. 

Give the TV people options. Bring things to show — examples of what you’re talking about, examples of what the Club is doing. Photographs can be projected “on  camera” while you’re talking.  Your club “stories” are much more interesting than facts. Relate stories about the benefits of what the club is doing — tell how the community benefits from these projects. 

No self-respecting newscasters would intentionally go “on the air” without first checking with their makeup advisor. Since you are the Ambassador for all Pilots, everywhere, treat yourself to a lesson in TV make-up.  You’ll be surprised and very pleased at how much better your appearance will be.   So, put on your best face for the audience.

One more TV tip — do not wear white! Even though camera technology has advanced over the years, white clothing still tends to cause an annoying “glare” on the screen.  Choose a soft color that is flattering to you and try to avoid sharp contrasts between extremely dark and extremely light colors.  

5. RADIO COVERAGE
Remember — people do things while they’re listening to the radio.  They don’t have to stop to look at anything; the words flow into their ears.  Paint a picture that they can “see” in their mind’s eye.  Tell an interesting story.  Use short sentences — or phrases.  Write more like people “talk” and less like the scholar “writes.”  You want to “reach out” and touch the listener on the shoulder and say, “Hey, listen!  I got something REAL interesting that I want to tell you about.”  Stop them in their tracks!

You may want to provide the station with an AD-LIB sheet which contains numerous facts and stories about your club and what you’re trying to promote.  These can be referred to by the announcers who can pick up “bulleted” facts or stories and promote them at their convenience.

6. WHAT DO THE MEDIA WANT TO HEAR?
They want a STORY!!! They want something exciting — something that affects the whole community.  An “exclusive” is even better (for them), but not necessarily for you and your club.  After all, you want visibility – you want promotion – you want to reach as many people as possible, not just a selected few.

“A Presentation Survival Guide”tc "“A Presentation Survival Guide”"
This is an excellent guide for creating a speech, doing an interview or simply, points to consider before calling on a potential Pilot International community.
•Who is your audience? …

•What do they need to learn from you? … 

•and How long should you talk?

An acrostic designed to help you remember these points.  A,   U,   D,   I,   E,   N,   C,   E

Who will be your audience?  

•
“A” - “Age … consider their Age.”

•
“U” - “Use a vocabulary they will understand.  Avoid technical babble.”

•
“D” – Be direct- remember their time is important.

•
“I” - “What are their Interests?”  The three greatest motivating factors to appeal to are: 
(1) the desire for gain, (2) fear of loss and (3) the desire to love or be loved.

•
“E”- “Energy.” Don’t play to the GRUMPS in the group.  Emotions are contagious.  Your choice will either replenish or deplete you!

•
“N” -“Newsworthy.” Think of your story as headlines of news.

•
“C” for “Creative.” Be creative in getting the attention of the left brains and the right brains in the audience.  Some of your audience can visualize, while others must listen or feel your words and meanings.

•
“E” for “Enthusiasm.”  15% success from knowledge, 85% from enthusiasm!  “Words 
represent your intellect.  Sound, gesture, and movement represent your feeling.” 
Patricia Fripp
WHO, WHAT, WHERE, WHEN, HOW and WHY - Rudyard Kipling

There are 3 different types of “hooks”:

1.
A Personal reference – refer to someone who means something to your 


audience or even a celebrity who shares your beliefs.


2.
Make a strong statement about your position.

3.
Use a specific question – one that causes each person to think. This is the 
strongest type of “hook.” 

For communication to be really effective, it should be three-dimensional:

1. 
Appeal to the mind,

2. 
appeal to the emotions, and

3. 
persuade the will of your audience.

 Use emotional “word pictures.” The mind thinks in images and pictures.  While you’re speaking approximately 150 words per minute, your audience is thinking and visualizing at super-sonic speed — 600 to 700 words per minute!

To captivate the interest of your audience consider:

1.
Their interests, hobbies, and passions.

2.
Memorable events, either past or present, in which the persons were 


involved — mention 9-11 and everyone immediately forms a mental picture 



of what they saw.


3.
Everyday objects with which we’re all familiar and


4.
Imaginary stories — like, Rumplestilskin.

Plan ahead.  

•
Check out the setup, the lighting, and the sound in the room where you are 

to make your presentation.  Will you have a lectern on which to place your 


script? If you’re short, do you need a podium to stand on? Do you need 


facilities for visual aids?


People remember only 20% of what they hear.  They can recall 30% of what they see.  To, get a whopping 80% retention level, utilize hearing, seeing, and DOING! 










Edgar Dale
Prior to speaking, AVOID the following:

•
coffee, tea, and alcohol,


•
smokers,


•
and dairy products.

Think of your presentation as a “play”.  The audience is captivated by the “here and now,” not the “behind-the-scenes” activity.

Program your mind with positive affirmations and thoughts of success. As you’re preparing for your speech or interview, think positively.  Visualize success.  

Keep on schedule… the classic mark of a beginner is running overtime.

Practice — time yourself … out loud!  Then allow an extra 25% more time. Nervousness speeds your talking. No one ever complains about a speech being too short!

Take your two most important points and put one at the beginning and one at the end of your talk. Then, build a bridge from one to the other. 
The first and last minutes of your presentation are the most important … the first 30 seconds and the last 30 seconds having the most impact.  

To keep yourself on track and organized you may want to use 3 x 5 cards, slides, overheads, color-coded outlines (which are perfect for extemporaneous speeches), or a mnemonic (ni-‘ma-nik), such as an Acronym (‘a-kre-nim) or an Acrostic (a-‘kros-tik). 

An acronym or an acrostic, can be called a “mnemonic aid,” from the Greek word “to “remember.”  They are short-cuts to help you recall long lists or groups of ideas.  

An acronym is a word formed from the initial letter or letters of a compound term.  For instance, RADAR stands for “Radio Detecting And Ranging.”
An acrostic is a group of letters, taken in order, to form a word or phrase, i.e. “audience.”  

“Salt” your speech with words, or questions that create curiosity.  Use them before you say something important.

When you are giving your next interview or speech think of yourself as weaving a fascinating story, sprinkled with salt, giving your audience those pictures, emotions and your own brand of creative drama. You could just give them the facts BUT with the additional cost of your time and energy  you  give your audience the fun and satisfaction of learning your fact-filled story... a story they will remember, and the cost is... priceless.
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NEWS RELEASE FROM 
PILOT INTERNATIONAL HEADQUARTERStc "NEWS RELEASE FROM 
PILOT INTERNATIONAL HEADQUARTERS"
Pilot International Task Force Selects (City) as Community Excellence Service Club Potential tc "Pilot International Task Force Selects (City) as Community Excellence Service Club Potential "
On  (date and time) a task force from Pilot International will be meeting at (location) to discuss the formation of a Community Service Club. Pilot International membership offers an opportunity to combine community service, personal and professional benefits. (City) meets the criteria for successful community service programs. We urge you to attend this meeting if you are interested in contributing to our quality of life agenda.


Pilot International is an innovative service network made up of business and community leaders across the country and around the world. Pilot International’s signature project consists of education and prevention programs targeting Brain Trauma and Brain Disorders. Each local Pilot Club may choose its own projects or participate in regional and national Pilot programs.


For more information you are invited to attend the meeting on (date/time/place) or call (phone and person). 

FOR IMMEDIATE RELEASEtc "FOR IMMEDIATE RELEASE"
DATE: ___________________

CONTACT: ________________________________        __________________



Name


       
                           Telephone Number

Pilot International Organizing in

Representatives of Pilot International will be organizing a new Pilot Club over _
EX. the next three months__ with local officials and interested citizens.

Pilot International District Director _______ said she and several members of area clubs will be calling _______ residents during _______and plan to organize the club by _______. 

Pilot International, organized in 1921, is one of the world’s leading service clubs of choice. Pilot will be bringing a variety of community excellence service programs and a new Public Service Campaign titled, “BrainMinders™  “Protecting Your Brain for Life”.

The new club organized in _______ will be able to participate in a variety of community excellence programs and create programs to benefit specific community needs.

Pilot Club membership is open to women and men who desire opportunities in personal improvement, leadership and creating community benefits.

Local Pilot Clubs may also sponsor Anchor Clubs for youth in junior to senior high school. The Anchor Clubs offer youth opportunities in leadership, organizational skills and learning the values of volunteerism in community services.

An organizational meeting will be held on _______, at_______.  For further information or questions call ___________ and ask for Peggy*.

-30-

CONTACT________________
Phone ____________________

* If you have someone who has a telephone or office that will answer questions and inquiries by using a “code” name like Peggy, the person answering will know immediately the caller needs Pilot information and can refer the caller to the appropriate person. The person answering can always say... ”Peggy isn’t available, I’ll be glad to help you.”
An organizational meeting is being held on 
Date_____________________







Location_______________________________________

   





 Time_______________



Charter membership is still available.

For additional information, please email ______________________ 







Email Contact Address






or call ___________________.

          




Telephone Number

Giving the Opportunity of Membershiptc "Giving the Opportunity of Membership"
Q. Why do we resist asking someone to become a member of Pilot International?

A. Most often it is because we are afraid they will say no and we will be rejected. No one wants to be rejected! However, here is another perspective to consider.

Q. How in the world can you make me like rejection any better?

A. When you consider that you are giving (keyword) someone the opportunity to join a club that has great meaning to you, you are coming from a different perspective and here’s why.

We have learned from our surveys and research that we have many Pilot members who had to ask someone if they could join because no one asked them. There are probably dozens of people in your community who are as like-minded as your club members. How and where can you find those people? They are everywhere. Here are some clues. 

Clue 1. Look for a generous spirit – In a bookstore, the mall, or anywhere observe those people around you. Watch for those who seem to be observant of other people, polite, and easy conversationalists. My goodness, “they act like me!” Now, look for these same attributes in the people with whom you work, worship, play, or consider friends. Visualize these people as perhaps people who would appreciate being given a golden opportunity in a club that truly makes a difference in their community. People who may eventually feel as fulfilled in your club, as you do, being a member of Pilot International. 

Clue 2. Listen to what others say. Are they involved in the community, or would they like to be? Do they talk about a need to “give back to the community”, “making a difference”, or “being blessed”, etc.?

Clue 3. Stop judgment. Don’t try to second guess whether someone would be interested. If you have seen or heard anything that leads you to believe an individual might appreciate being offered an opportunity, don’t try to judge what they would say. Do try to discern whether or not this may be an opportunity in which they would be interested and might enjoy. Consider too, this person may feel very honored that you asked them.

 Imagine the following scenarios in your mind: 

 People are always interested in a good story. The preferred introduction to your club would be through the stories of the projects, friendships and many services that your club provides in your community. Did you know, after the event of September 11th , many people expressed a desire to get more involved in their communities, but did not know how? 

 Before you invite someone to visit establish some “rapport”. The more you learn and share with someone, the more secure they will feel in your presence. What do you know about that individual? Have they expressed an interest in adding to the quality of life in your community? Are they an “empty-nester”? Are they a newcomer to your community? Also, given any of these attributes, they will be very open to your invitation.

If you feel uncomfortable asking people to be a guest at your next club meeting or Share Pilot, what might the reasons be? It may be more appropriate for your club membership to sit down and discuss what the club, as a whole, has to offer potential new members. And, what new membership could add to the success of your club.

 The ideal scenario: You have shared your adventures in Pilot International and your audience says, “That sounds like something I’d like to do.” There you go! They practically invited themselves! At this point you say, “I’d love to have you come as my guest at our next meeting so you can see for yourself the benefits and warmth of being a Pilot member.” No pressure. Now, you are getting excited, tell them a little about a typical meeting, time constraints, a nursery for young children, etc. 

 Make it a game! How many people can you give this opportunity to in one month? How many people can you actually get to attend? You could increase your potential by offering to pick them up. Also, consider how many benefits you truly can offer to a potential member. What do you consider the benefits of Pilot International?

It is a fact of life. Clubs lose members every year due to the mobility of our society, death, illness, family obligations, etc.; the average for a profit or non-profit organization is ten percent, every year. At the current rate of ten percent, if these members are not replaced, there will be no substantial organization, in ten years or less. Within three years, or sooner, any business or organization such as Pilot International must consider layoffs, cut-backs in programs, smaller offices, and the sale of properties.

Club Membership Challenge!

Current statistics indicate that in the last two years clubs are losing an average of 2 members per year per club. 500 clubs x 2 = 1,000 x 2 years = 2,000 members. At first glance this does not appear alarming until you examine the overall magnitude of the loss. It is vital that clubs recognize the need to replace members and add to that number to meet the growing needs of the programs and benefits offered to their communities.

Here’s how to participate: 


Appoint the President-Elect as Membership Chairman. 


Set a goal for the club to sign-up and mentor at least one new member per month.


 A specially-designed pin or incentive token may be awarded to those members who have given the most opportunities of membership in Pilot International.

Sample Charter Presentation Program
tc "Sample Charter Presentation Program"
Presiding: Pilot Club President

Welcome

Invocation

Presentation of Guests:     Introduce district and international officers; PIF Board of Trustees; past PI officers; presidents of other local service clubs; local dignitaries; Pilot Club presidents and members; charter members and Co-Pilots.

Dinner

Official Greetings:        
Local dignitaries such as the Mayor or other official representative may be  (optional- before 
invited to say a few words. A representative of Pilot International may also 
 or after dinner)
be invited to welcome the new club.

Remarks:                    
The organizing club may present a gavel or other appropriate gift to the new 
club, and read a message of congratulations.

Code of Ethics:   
May be read by an officer of the club.
page 47-option may be read 
at the end of installation
Charter Presentation:   
A Pilot district governor or representative of Pilot International may present 
the charter.

Charter Acceptance:     
The president of the new club accepts the charter.

Charter Signing:         
The president and all members of the new club sign the charter. (They may 
be called individually to come forward, sign charter and receive a member-
ship certificate and pin.) As the charter is signed, ask the organizing 

president to accept the club builder patch and date arc. Members should 
remain standing for a group photograph.

Initiation:                      
An officer of the organizing club should read the Pilot Pledge and ask 

members to repeat.


It is a privilege to initiate you as charter members of the Pilot Club of 


(See page 47 for adaptation)


Membership standards are high and it is an honor to be invited. At this time, I ask 
you to repeat after me your pledge to Pilot. 

Print “Pilot Pledge” on the program.)

Installation Officers:
See Officer Installation in Club manual for current theme.


sing... Sail on International... in the club manual
xe "Sample Letter Of Invitation"Sample Letter Of Invitationtc "Sample Letter Of Invitation"
T

he following letter may be sent to prospective members after they have been approved by the club membership, if the club still votes on prospective members.  You may want to personalize the letter and it should be printed or typed on your club’s letterhead.  Be sure to include a return address, and if possible, a telephone and fax number and e-mail address.

Dear                                           :

The Pilot Club of ________________________ is pleased to extend an invitation to you to become a member of our organization.  Your outstanding leadership skills and position in the professional community would be an asset to both our local club and international association.

Pilot International is a global organization of executive, business and professional leaders working together to improve the quality of life in communities throughout the world.  Our special service focus is helping people with brain-related disorders, their families, and care-givers.   By touching the lives of others, we renew our own dreams, and that is what Pilot is all about.

When you join Pilot, you become a member of an international organization with clubs in the Bahamas, Canada, Japan, Singapore, and the United States.  Members come from all walks of life, however, the values of friendship and service are the principles that bring us together.

As a Pilot, you also become a member of the Pilot International Foundation, the charitable arm of our organization.  The Foundation supports programs that benefit people with brain-related disorders and partners with national and international organizations that support our service focus.

A brochure and fact sheet are enclosed with this letter along with information regarding membership fees and dues.  A member of our club will contact you soon to answer any questions you may have.  We look forward to welcoming you into the world of Pilot.

Sincerely,

                                                      , 
President

Pilot Club of                                                    

cc:  Club Operations Coordinator

SAMPLE NEW MEMBER INITIATIONtc "SAMPLE NEW MEMBER INITIATION"
N

ew member initiations may be formal or informal.  The idea is to make 
special with a short, simple and to-the-point presentation.  Speak from the heart as you welcome new members.  

The following is a sample of a brief welcome/initiation.  Avoid reading word-for-word.
“It is an honor to welcome      (first and last name)              to our Pilot Club.       (first name)    is joining not only this club, but a vast network of business and professional leaders who provide volunteer service around the world. We would also like to congratulate and thank  (name of sponsor) for  introducing (first name) to our Pilot Club and Pilot International.

     (first name)      , please stand.

We are pleased to have you join the Pilot Club of                in our endeavors to improve the quality of life in our community.  Your leadership skills, talents and dedication will be essential to the club in its commitment to promoting awareness of brain-related disorders and to offering assistance to those affected.  Our lives are directed by the choices we make and you have made a wonderful choice.

I speak for each member of the club when I say that we welcome and encourage your suggestions and ideas for the club.  We hope that you will choose to share your Pilot membership with your colleagues, friends and family members.

Welcome to Pilot International; you are now a member of the organization known for friendship and service.  Congratulations!  

(Lead applause)
Many clubs provide new members with Pilot pins or other appropriate items, while others make a donation to the Pilot International Foundation in the new member’s name.  Be sure each new member receives a new member folder immediately upon joining the club.  

Try one-on-one mentoring for new members.  It works!

Code of Ethicstc "Code of Ethics"
tc ""
R

ealizing that whatever a Pilot touches should be ennobled by that touch, 
we, as business leaders, are resolved to make our business standards high, to do our work in every place in which we are employed as if it were our life work, never omitting an opportunity of doing a kindness or making a friend; to put into our business dealings a note of sympathy for humanity; to follow truth; to do our best from dawn till night; and so to live in the discharge of our duty, so to take care of every responsibility that comes before us that we shall radiate that which is unselfish, beautiful and true; and when we shall have finished with our tasks we shall have given an upward impetus to human ideals and achievements.

With this resolution before us then, we believe it is our duty as Pilots:

     To consider our work worthy and ourselves worthy of our work, exemplifying in it at all times the Pilot motto, “True Course Ever.”

   To work each day at that which is before us seriously, vigorously, calmly, cheerily; to improve ourselves in every possible way; to increase our efficiency; to enlarge our visions.

     To be ambitious to succeed, but always to be ethical, desiring nothing that is not achieved by justice, honesty and fairness.

    To live in the presence of the great eternal laws, which will keep us patient when the task is irksome and calm and unspoiled when we seem to succeed.

     To acquire self-control and self-reliance; to be ready to give as well as take; to develop in ourselves an appreciation of the finer things of life; to be honest and generous; to help, not to hinder; to be slow of criticism and quick with praise.

   To cherish our visions and our ideals; to cherish the music that stirs our hearts, the beauty that forms in our minds, knowing that on these things we can build our world, for visions and dreams are the seedlings of reality.

     To be loyal to Pilot in thought, word and deed.

     To see no evil, hear no evil, speak no evil, think no evil of a Pilot, but to be no more loyal to a Pilot in this respect than we are to every other person, for the genius of Pilot is in its kindness, and justice is the soul and substance of life.









Pearl Sparks
Pilot Club of Florence, AL -  1926
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