Planning Session

Planning is a must if a Chapter is fo change with the
times. Each year the Chapter officials should meet to
plan the year's activities. Your regional director is
available fo assist and facilitate the Chapter plan-
ning session.

The process should include: review of prior year’s
accomplishments, identify Chapter’s strengths and
weaknesses, defermine key result areas and set
objectives and goals.

Step 1: Review of prior year

1. What was the average attendance? How many
credit unions were represented?

2. What meetings and programs received positive
commenis from attendees?

3. Which programs failed to accomplish their
objectives?

Consider conducting a Chapter survey to determine

the expectations and needs of member credit unions.

Step 2: Strengths & Weaknesses

Identify and list all of the strengths and weaknesses
of the Chapter. Once recognized, strengths can be
used to attain set objectives and weaknesses can be
turned into opportunities to fill the needs of member
credit unions.

Step 3: Key result areas

What are the priorities for the Chapter? Chapters
should limit priorities to four to six major key areas
in which obijectives will be set.

Step 4: Objectives

Obsjectives set the tone for goals. All Chapters
should establish a basic set of objectives, and
review them periodically fo remain on farget. The
objectives should serve as an inspiration to the mem-

bership, but more importantly to the Chapter offi-
cials. A general list would include:

1. Sefting clear, legitimate and attainable goals.

2. Being sensitive to what is happening; critical
issues need to be dealt with immediately.

3. Accepfing the responsibility of informing credit
union employees and volunteers on important
credit union issues and services.

4. Inifiating lobbying for, and supporting legislation
on, both the state and national levels which will
benefit credit unions and credit union law.

5. Participating wherever possible in civic affairs

designed to improve the community and promote
the credit union philosophy of “people helping
people.”

6. Bringing outstanding credit union service to
every individual in the area through a cohesive
organization of all the credit unions within the
Chapter.

7. Helping every member credit union feel it plays
an active part and is involved in the Chapter.

Step 5: Set Goals

Examples are:

1. Increase meeting attendance from 75 to 100
attendees.

2. Establish a community project.

3. Activate two credit unions not currently attending
the Chapter activifies..
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4. Sponsor two educational workshops.

5. Conduct one major fundraising project for
CUPAC and the lllinois Credit Union Foundation.

6. Involve more individuals in the Chapter on com-
mittees to develop future leaders.

7. Conduct a survey fo determine members’ needs.

Program Planning—Schedule of
programs and events

Once the objectives are set the program planning
can begin. Program planning creates a year’s cal-
endar of events for all the educational and social
activities. Some of the biggest meetings flop as a
result of planners being unsure of exactly why
they're having the meeting and from those attending
never being told why they are present—exactly
what they are expected to gain as a result. Here
are some questions to help you plan each activity.

1. Exactly what is the reason for this particular
meeting?
* Do we want to change knowledge, aftitude,
behavior, or skill?
* Do we want to start some specific action?

¢ Do we want to honor or recognize someone
or something?

¢ Do we want to entertain?

* Do all concerned with preparing and present-
ing it have the same understanding of why we
are having it?




. Wil this meeting/activity help to accomplish the

Chapter’s objectives?
o Wil the credit unions who attend really benefit
from the meeting as we've planned it?

o Will both the inexperienced and the experienced
get something or be able to give something?

e Will both the large and small credit unions
find it worth the time and money?

. Within the activities calendar: Are the meefing

topics varied and informative? Have the formats
been varied? A program resource guide has
been distributed to each Chapter chairman and
is available from the Regional Management
Department which is a collection of various top-
ics and formats used for many of the successful
meetings held around the state and nationally.

Programming Do’s and Don’t’s
Do—

1.

Consider the Chapter audience. There is a mix
of management, staff, volunteers and guests.
Chapter program topics should consider all audi-
ences and iry to appeal fo all.

. Consider the length of time available. Most pro-

grams begin around 6 p.m. Topics that foke
more than a half hour will lose their effectiveness.

. Remember that all meeting facilities cannot han-

dle all audio-visual needs. When planning the
program, it's important fo match it with the facili-
ty. Talk-only programs require only proper sound
systems. A/V programs require a facility that is
free of pillars and of adequate ceiling height (10
ft. minimum).

. Consider audience interactive programs, if

possible. Adults learn by doing. They receive
programs better if all senses are employed in
the program.

. Vary the schedule. Rather than the usual cocktail

hour-dinner-meeting-program format, consider
changing the order or deleting one of these
activities.

Consider:

a. The forum where there is open discussion on
any variety of topics.

b. The panel where two or three subject experts
give vignettes followed by discussion.
Requirements: Individuals who can project
their thoughts obijectively; facilitator; appropri-
ate sound system.

c. A film on a related topic. Requirements:
Proper facility; appropriate equipment.

d. The skit to illustrate a problem or technique.
Requirements: “Actor’s” script; appropriate

staging and sound systems.

e. The lecture, which is the standard program
format. Caution is given to present only a few
main points. Requirements: A good public
speaker; appropriate sound system.

f. The buzz session, where each table is given a
short time to solve a credit union problem. After
discussion, the fable chairperson makes a report.
The reports are summarized on a flipchart
and facilitated.

g. Panel discussion.

Don't—

1.

Have program on highly technical topics.
Remember the audience and the time of day. “A
mind can only absorb as much as the seat” is a
learning phrase that is applicable.

. Deal with programs that will in some way benefit

all. This is far-reaching, but some topics have litile
credit union or personal development relevance.
Don’t do a program just fo fill the time.

Options for Chapter Meeting
Programs

In addition to educational or informative meetings,
officials may want to consider other types of programs:

1.

Public relations events. Show the community that
the credit unions care. Credit Union Day, a float
in a local community parade, fundraising for a
local or national charity, participation in a com-
munity project.

. Invite lawmakers as Chapter guests, and give

them an opportunity to speak, ideally at the
beginning of the meefing. Their schedules are
busy and they have taken the fime to come to
your meeting. Coordinate the event with some-
one from the lllinois Credit Union System
Governmental Affairs Department stating the offi-
cials coming to your Chapter.

. Chapter schools. The importance of Chapters

assisfing in the education of credit union employ-
ees and volunteers, especially in rural areas
where members must travel long distances to
ICU System-sponsored classes, cannot be over-
looked. A true educational program or school
should be void of dinner and entertainment.
Educational programs should be targeted to spe-
cific audiences, and can be held in addition to
regularly scheduled Chapter meetings. Details on
holding such educational sessions should go
through the ICU System’s Education & Member




Services Department. Scholarships may be avail-
able from the ICU Foundation to help the chapter
defray expenses.

4. Chapter social events: Christmas parties, picnics,
boat rides, golf outings and the like should not
be overlooked. These casual events encourage
networking on an informal basis and build unity
within the Chapter.

Chapter Meetings

Understanding Why People Attend Chapter Meetings
Is Important in Program Planning

How do we get people there? How do we get them
{o continue attending meetings?

Reasons for Not Attending

o Did not know about the meeting.

* Unfriendly atmosphere.

* Meefing uninteresting and not planned.

* Topic not connected with the credit union.

¢ Meeting scheduled to be in undesirable
neighborhood.

* Small “clique” runs everything.

o Feels that he/she is not wanted.
* Too busy with other acfivities.

* Too far to drive.

* “Nothing in it for me.”

o Alfraid that he/she will get a job.
* Did not get a personal invitation.
* Meetings run too long.

e Tired of listening to lengthy and uninteresting
reports.

e Lack of enthusiasm on part of officers.
¢ Credit union is too small.

Reasons Why People Attend Meetings

* Exchange ideas and information.

e Gain knowledge in general or to learn about a
specific topic.

* Display their own knowledge.

* Get something for nothing (free meal, free
materials).

* Meet a personal sense of obligation.
® Express gripes.

* Ask a specific question.

e Fulfill a sense of wanting to belong.

It is your job, as a Chapter leader, to eliminate or
correct as many of the above reasons for not attending
as possible.

e Be friendly.

e Consider the other person in your plans.

e Prepare for each meeting.

» Bring two or more credif union people fo each
meeting.

« Enthusiastically support the Chapter officials and
programs.

As a Chapter official, use the following checklist to

determine if your Chapter meetings are inviting to

participants.

« Aitractive and informative meeting notices, mailed
three weeks prior fo the date of the meefing.

e A friendly atmosphere, where attendees feel
comfortable and express themselves.

o A Membership Committee that welcomes guests
and established members, and phones those who
have missed more than three meetings.

e Regularly scheduled meetings with rotation of
meefing places.

* Interesting, well-planned and well-organized
Chapter meetings and events.

» Concise, quickly moving agenda.

e Varied format of meetings, with informative
programs developed to meet the needs of most of
the credit union people in the Chapter area.

* A general discussion period included in each
agenda.

Meeting Preparation

This planning involves the specific preparation of
meeting facilities, participants’ materials, meals,
and all the other mechanics involved in preparing
for a worthwhile meeting.

* Has a good agenda been prepared and a copy
sent fo each program participant?

¢ Invocation? Who?

* Opening remarks? Who? Time?

* Register of attendance? Who? How?

* Each report, activity and transaction? Who?
Time?

¢ Closing time set?

¢ All involved told they will be limited to the time
specified? {One of the best means of cutting
attendance in the future is to allow the meeting to
run overtime.)

* Does the meeting require any special funding?
* Will reservations be needed?

e Who will they be sent to?

* What's the deadline?




* Have all the necessary facilities been arranged?
¢ Room engaged?

¢ Cost determined?

e Confirmation in writing?

e Public address system set up if needed, and tested?

e Sufficient chairs and tables already arranged?
(Don’t waste time later.)

* Education aids needed?

o Checked with instructor on his/her needs?
e Light switches and electrical outlets located?
e Extension cords? Ash trays? Matches?

* Heating, cooling and ventilation all available and
operation understood?

e Cleanup crew fo square things away after it's over?
o Will refreshments or a meal be served?

* Menu selected?

e Cost determined, including tax & tip?

o Refreshment breaks planned?

o Have all the officials of all the credit unions in the
Chapter been informed?

¢ Has a notice been mailed to each credit union?

* Have telephone calls followed up with certain
persons {those who would be most likely to benefit
from this particular meeting)?

o Will there be personal follow-up by a few officials
where convenient?

e Does the notice tell: Where? Why? Who? How to
get there if place is different? A promised time
that the meeting will begin and end?

* Has publicity been released?
¢ Credit union newsletters?

* Local newspapers (just the facts, ma'am, with lots
of names)?

¢ Radio and TV news releases?

* Are special guests and instructors or speakers
expected?

* Who will meet the people?
* Who will introduce them?
 Names and titles pronounced correctly?

* Biographical information assembled if needed
and approved by the individual?

* Have reminders been sent 30 days in advance?

* Have you followed up with a phone call?

e Will special arrangements be made for out of
town persons? Who will do it?

o Will prizes or awards be ready if they are fo be
given out? {Time saving procedure.)

* Will you seek evaluation of this meeting from

- those attending? How?

Elements of a Chapter Meeting
1. If this is a dinner meeting:

a. Get acquainted time.

b. Sale of raffle tickets.

¢. Collection of funds, if needed.

d. Actual dinner, start on timel

(Amount of fime should be 90 minutes.)

2. Business meeting should include:

. Call to Order.

. Invocation.

. Roll call of credit unions.

. Approval of last meeting’s minutes.

. Approval of treasurer’s report.
Communications.
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. Acknowledgement of new credit unions or
new attendees.

h. Introduction of guests.

i. Concise report of events of interest to the
members.

j. Future programs and activities.

k. Reports: chairman, league director, represen-
tatives, committee chairmen, regional director,
and others (determine before meeting).
[Reports should be in writing with a three fo
five minute time limit.)

{Amount of time should be 20-30 minutes.)
3. Format of informational or educational portion of
meeting:
a. Speaker to present comments on previously
defermined subject-panel—work groups.
b. Question and answer period.
c. Summary of closing remarks.
{Amount of time should be 35-60 minutes.)
4. Social or informal period to conclude meeting.

(This time will be shorter if this has been a din-
ner meeting.)

a. Light refreshments.

b. Get acquainted.

c. Informal discussions.

d. Prizes.

{Amount of time should be 30 minutes.)

End on Time!

A dinner meeting should last no more than three
hours and a meeting without dinner should last no
more than two. A sure way of having people not
return is to let the meeting run too long!




Making Arrangements for a
Speaker

Arrangements for speakers should be made immedi-
ately after your annual program planning meefing.
There are some important points fo help secure the
speakers for your Chapter programs.

e Designate one Chapter officer to coordinate your
speakers. Your regional director can assist in
speaker arrangements.

e Invitation should be in writing. (If the inifial contact
is by phone, confirm in writing and request the
speaker to confirm his acceptance, including
subject, fee and expense, if any.)

e Always call the speaker two to three days in
advance of the meeting as a reminder.

Be sure the speaker understands the following:
* Obijectives of the meeting.

¢ Specific topic on which to speak.

» Amount of time to take.

e Time, location and date of meeting.

* When io arrive.

¢ Make-up of the audience.

e The occasion of the meeting.

e l is not a sales presentation.

By phone or lefter, ask your speaker if any special
properties are needed for the program, such as

- chalkboard, display fable, flipchart, platform, podium,
efc., and who will be responsible for supplying them.

o Arrange for it to be there before the business
meeting.

e It should be set up and ready to go.

o If speaker uses a sfage, don't dim house lights.

o Natural light should come from the left or right.

Remember:

e Room should be properly ventilated and heated.

e Avoid empty seats up front [good place for
Chapter officials).

* Have officials join membership for the
presentation.

e Only the president should remain at the table.

o A smoother program always results when you go
directly from the business meeting to the program
of the day.

e Arrange fo meet and greet the speaker. (If the
speaker doesn't arrive before the business
meeting begins, ask a committee member to wait
outside to meet him.)

e Send copy of program to speakers or leaders.

Introducing a Speaker

Anyone who introduces a speaker should build a
bridge between the speaker and the audience.

* Strive to put the speaker at ease, and make
him/her feel welcome.

o Make the audience feel that what is fo be said is
important, of inferest to them.

e let the audience know that the speaker is welk
qualified to deliver the message.

Important

e Pronounce the speaker’s name correctly.

e Be sure you have the speaker’s correct title or
position.

e Know the subject of the speaker’s falk.

o Learn appropriate facts about the speaker.

e An introduction should take about 60 seconds,
give or take 15 seconds.

Remember

¢ The time belongs to the speaker.

o Express interest and importance of subject, but do
not express your views on the subject.

* Be careful not to upstage the speaker.
e Beware of humor in an infroduction.

Managers’ Meetings

These meetings are designed for credit union man-
agers and department heads on topics that concern
credit union operations.

See the Chapter Resource Guide for listing of pro-
grams available through the ICU System.

ICU System speakers are professionals in these
fields. On some occasions, your regional director
can hold open discussions that serve as a source of
networking on current credit union concerns.

Managers’ meefings are breakfasts or luncheons
held monthly. In some Chapters, the regional direc-
tors coordinate these meetings as a service provid-
ed by the ICU System. If your Chapter does not
hold managers’ meefings, inquire about them from
your regional director.




Types of Meetings
Dinner Meetings

These can be both educational and social. A short
social period before dinner can be a good way tfo
become acquainted with other credit union leaders.
The educational part of a dinner meeting is usually
a speaker with a 20 to 30 minute presentation.

Dinner meetings are usually attended by credit union
volunteers, employees and spouses. It is best fo keep
subject matter general to interest all groups.

Luncheon or Breakfast Meetings

These can be both educational and social. They
would probably include a specific group such as
presidents or managers.

Brown-Bag Lunch

As the name suggests, people are asked o bring
their own lunches to a lunch meeting. Allow 15-20
minutes for people to eat their lunches and chat with
the others sitting near them. The next 20-30 minutes
can be devoted to a group discussion {roundtable
format) of a topic, or a speaker can give a brief pre-
sentation on a specific topic. The advantage of this
format is the ease and convenience of meeting
arrangements. In addition, the cost to participants is
kept low, which may encourage participation. It may
be necessary to change the time of the meeting from
noon to a breakfast or coffee-break, depending on
the traffic flow experienced by group members at
their credit unions. Hold the meeting at a credit
union to keep costs down. '

Networking Reception .

A reception is often held after the credit union
offices close for the day. Receptions usually last
about 60 to 90 minutes and provide an opportunity
for informal discussions among participants. It would
be a good idea to invite people who could be
“mentors” to attend this reception as well as people
seeking advancement or career advice so you will
have a good mix of people. A reception can follow
a tour of a credit union or can be held prior to
another meeting (such as a chapter meeting).

Tours

Find a credit union willing to give a tour of its facili-
ties. This will provide people from other credit
unions an opportunity to visit another credit union.
The CEO of the host credit union can address the
group and share information on how the credit
union practices the “people helping people” philoso-
phy as well as how the credit union operates. Each
meeting could be hosted by a credit union and
begin with a tour of the facility followed by a round-
table discussion or networking.

Organize a bus trip to visit the lllinois Credit Union
System in Naperville and then north to Madison,
Wisconsin, to visit the Credit Union National
Association Headquarters. Credit union volunteers,
presidents, employees, the Regional Director, etc., in
other words, your usual meeting attendees, can par-
ticipate. Videos can be shown on the bus ride, cur-
rent events topics can be discussed, time can be
spent eating, networking, and sharing credit union
news. You get a better understanding of how the
System and CUNA operate. You also get to meet
face-toface people whom you speak with on the
phone for help with your daily operations. Early
planning can afford some very unique, unforgettable
experiences.

Workshops

This type of meeting can be very good for employee
or volunteer training. Two to three hours in the
evening or all day can be very effective for intensive
and specialized training.

Social Meetings

Family picnic

Dance

Riverboat Casino

Employee Appreciation Night

Fund Raisers

Fund raising programs can be fun. Children’s
Miracle Network, ICU Foundation, and CUPAC are
just a few of the organizations that credit unions
and chapters can support. Auctions, golf outings,
fairs, and holiday parties can be enjoyable, while
helping worth while causes such as Big Brothers/Big
Sisters, nursing homes, children’s groups, etc. A
fund raiser such as a raffle, 50/50 marble raffle,
eggstravaganza, dunk tank or silent auction can
also be part of another program format.

Program Planning Ideas

Programs for dinner meetings or workshops can be
presented many different ways.

¢ lecture

* Panel

¢ Forum

* Film

* Skit

e Jeopardy, Bingo, or game night
¢ Buzz session

e Combination of the above




Chapter and Managers’

The Chapter topic list was the only resource a Chapter
had for planning its programs. That list developed
into another, more “operational” list for managers’
meetings. Both of these lists contain the contact from
the inois Credit Union System for each topic. The
lists have been updated to give you the latest in
credit union presentations.

It is beneficial to hold a planning session at the
beginning of the year fo avoid the lastminute pres-
sure fo find a speaker or program.

The following topics listed below are general subject
topics. Each topic can be focused to meet the specific
needs of the individual Chapter and its situation. If
you need a detailed description of the topic, contact
the Regional Management Department.

If there is a fopic your Chapter is requesting that is
not on one of these lists, contact the Regional
Management Department for alternate resources.

Regional Management Department: 1-800-942-
7124, ext. 3422.

Chapter Program Topics
ICUL Service Corporation

ICUL Service Corp — What have we
done for you lately?
Executive Vice President/COO

Service Corp — Helping credit unions compete
Executive Vice President/COO

Service Corp Services for the 2000s
{including benefits)

Executive Vice President/COQ, Vice President,
Regional Management, Regional Directors,
Director of Sales & Business Development

IRAs — More than just a fax break

Service Corporation Account Executive

Loan granting panel
Regional Directors

Small credit unions thriving in the 21st century
Regional Directors

Morigage
Helping members realize the dream of

home ownership
Regional Director

Mortgage lending made profitable

Regional Director

Lending services for service and income
Regional Director

Avuto Source™

Increasing your auto loan business
Auto Program Manager

Car Rental — Discounts available to lllinois credit
union members nationwide
Auto Program Manager

Discount purchase opportunities
Auto Program Manager

Indirect Financing — Forming business relations
with local dealers and increasing the credit union
auto loan business

Auto Program Manager

CUNA Mutval Group
Dialogue session
CUNA Mutual staff

Insurance seminar
CUNA Mutual staff

Risk management topics
CUNA Mutual staff

CUMIS full discovery bond
CUNA Mutual staff

Lending 2000
Vice President Lending Lab

Policy Owner's Program
CUNA Mutual Account Relationship Manager
Debt Collection
Bankruptcy/skip tracing or debtor/credifor rights

Collection Manager

Credit/collection
Collection Manager

How to manage your collection function

Collection Manager

Reading Credit Reports

Collection Manager

Legislative Information

Legislative developments

Executive Vice President/General Counsel & COO;
Governmental & Public Affairs Senior Vice President,
Governmental & Public Affairs Manager

Importance of credit union political action
[CUPAC)

Governmental & Public Affairs Political Action
Coordinator
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