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AGENDA

Membership Management & Recruitment
Chapter Operations

Branding and Member Engagement
Reporting for Success

_______ - 73 Final Tips & Take-Aways

Let’s explore essential strategies and
innovative ideas to help your organization
grow and succeed!
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Presentation Notes
Membership Management & Recruitment
Explore tools and methods for recruiting, retaining, and engaging members. From application forms and fee structures to communication strategies and recognition programs, discover how to create value and build lasting connections.
Bylaws, Policies, and SOPs: 
Learn how to keep your governing documents relevant and effective. Develop policies, procedures, and checklists that streamline operations, ensure compliance, and provide clarity for members.
Branding and Member Engagement
Enhance your chapter’s identity with consistent branding, including logos, colors, and slogans. Foster member engagement through meaningful activities such as volunteer projects, community drives, and educational events. Celebrate successes with awards and recognition at local and national levels.
Reporting for Success
 Stay organized with best practices for annual reports, financial audits, and compliance with state and federal regulations.



MEMBERSHIP RECRUITMENT AND MANAGEMENT

Application Management
Fees
Engagement
Recruitment
Member Recognition
Member Benefits
Member Feedback



Seamless Sign-Up:
Making Membership Applications Effortless

What forms are you using?

e Jot Forms
e Google Forms
e Excel

 Paid Management System
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For membership maintenance, besides Google Forms, Excel, or paid systems, you could use several free or low-cost alternatives that function like spreadsheets or offer data management capabilities. PTN currently uses Wild Apricot; tried and left, Tradewing & Member Planet. 
 



Value and Fees:
The Blueprint of Membership Pricing

How are your fees structured?
e One membership level & fee

e Multiple membership levels & fees

e Ffree

e QOther
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Other fee structures, aside from annual fees based on a single membership level, multiple levels, or free options, include:
 
Population-Based Feed – similar to Geographic-Based Fees PTN Uses this model w/ 1 vote per tier.
Tier I: Governmental Members with >150K population. Tier I shall assign three (3) voting members.$435
Tier II: Governmental Members with 50K-150K population. Tier II shall assign two (2) voting members.$340
Tier III: Governmental Members with <50K population. Tier III shall assign one (1) voting member.$260
Geographic -Based Fees
Fees could vary depending on the geographic location or of the member. This approach might be based on the cost of living or regional variations. For example:
Members in areas with a higher cost of living might pay a higher fee, while those in lower-cost areas pay a lower fee.
Alternatively, international members could have different rates compared to those in the local chapter.
Lifetime or One-Time Membership Fee
Members can pay a one-time fee for lifetime access to the chapter's benefits. This model provides long-term value and eliminates recurring payments, which can be particularly appealing to long-term members who do not need annual renewals.
Corporate or Organizational Membership Fees
Rather than charging individuals, companies or organizations can pay a fee to become a member. The fee may cover access for a set number of employees or include additional benefits for the organization, such as brand exposure or exclusive access to certain resources.
Experience-Based Fees
Membership fees could be tiered based on the member's level of experience or seniority in the profession. For example:
Entry-Level Members: Reduced fees for those just starting in the profession.
Mid-Level Members: Standard fees for members with some experience.
Senior/Executive-Level Members: Higher fees for those with extensive experience and leadership roles.



Engaging Your Membership

Communication is the Key!

Email

Community Forum
Mobile Communication
Meetings

Newsletters

Social Media

Website

Blog

Podcast

|CC GR Reports
Surveys / Polls
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Mobile Communication
Apps, push notifications (SMS), Texts
Targeted Campaigns
Send tailored messages to specific groups within your membership for higher engagement.
Newsletters
PTN 3x 2024 typical 2x
Social Media
What are you using? Facebook, LinkedIn, X, Instagram, etc.



Recruiting Members

Membership Drives

Partnerships with National, State or
Regional Chapters/Associations

Conference and Expo Attendance

Other
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Chapter Membership Bundle
PTN offers state/local PT chapter membership w/ St./Local members inherit PTN membership.
Conference & Expos – one of PTN’s main events in early formative years
Set up booths at industry events to showcase the association's value.
Referral Programs
Encourage current members to refer new members with incentives like discounts, rewards, or recognition.
Online Marketing
Use social media ads, Google Ads, and content marketing to target potential members.
Share success stories, testimonials, and the benefits of joining.
Partnerships with Businesses or Institutions
Collaborate with organizations related to your field to promote membership.
Educational Opportunities
Offer free or discounted webinars, workshops, or courses as a benefit for new members.
Alumni or Past Members
Reach out to lapsed members or alumni with tailored campaigns to rejoin.
Career Development Programs
Promote the association to build skills, earn certifications, and enhance career growth.
Exclusive Member Benefits
Highlight unique perks like networking opportunities, access to resources, or discounts on services in a letter to jurisdictions as well as promoting on website.
Community Outreach
Host events, seminars, or volunteering opportunities that introduce people to the association.
Engaging Young Professionals or Students 
Create affordable student memberships and partner with academic institutions.
High School college/recruitment fairs
Use of Ambassadors or Influencers
Engage respected individuals in the field to advocate for membership.
Targeted Campaigns
Use data-driven strategies to personalize communication with potential members.



Rules, Roles, and Results:
Mastering the Essentials of Chapter Operations

e Bylaws

* Policies

e Standard Operating Procedures (SOP)
e Checklists

 Agendas & Minutes

Efficient Management, Effective Chapters: Let’s Dive In!


Presenter
Presentation Notes
Peter Drucker, often considered the father of modern management, emphasized several key principles in his management style:
 
Management by Objectives (MBO)
Set clear, measurable goals for chapter.
Ensure alignment between organizational objectives and member contributions.
Encourage self-assessment and accountability.
Focus on Strengths
Identify and develop chapter strengths rather than fixating on weaknesses.
Put people in roles where they can excel.
The Importance of Knowledgeable Members
Encouraged continuous learning and adaptation.
Decentralization & Empowerment
Advocated for decision-making at all levels of the chapter.
Believed in empowering members with autonomy and responsibility.
Effective Decision-Making
Decisions should be principle-based, considering long-term impact.
Leaders should focus on the most important tasks and delegate others.
Leadership as Responsibility, Not Power
Management is about serving the organization and its members.
Effective leaders build trust, integrity and vision.
Continuous Improvement & Adaptability
Chapters must regularly assess performance and adapt to change.
Encouraged questioning assumptions and seeking better ways to operate.



Bylaws Unlocked:
The Blueprint for Chapter Success

Seek Samples

e Start with Purpose and Objectives
e Clear and Concise

* Living Document

Track Amendments
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Creating bylaws for the first time can feel overwhelming, but with the right approach, you can ensure they are comprehensive, practical, and aligned with your organization's needs. 

Seek Samples
Review ICC provided bylaws, reach out to other chapters – Ask for an editable document! It is not necessary to recreate the wheel!
Start with Purpose and Objectives
Define the purpose of your organization and its goals. This serves as the foundation for your bylaws and ensures they align with your mission.
Understand Legal Requirements
Research any state, national, or organizational requirements that govern your group. Compliance with applicable laws is critical.
Keep It Simple and Clear
Use straightforward language. Avoid overly complex legal terms unless necessary. Clarity ensures that everyone understands the rules and responsibilities.
Outline Key Governance Areas
Include sections on:
Membership (eligibility, rights, and responsibilities)
Leadership roles (duties, elections, and terms of office)
Meeting protocols (frequency, notice, quorum, voting)
Committees (formation, roles, and oversight)
Amendments (how bylaws can be changed)
Ensure Flexibility
Avoid overly rigid rules that could become a hindrance as your organization evolves.
Build in room for growth by leaving non-critical details to policies or SOPs.
Collaborate for Input
Engage stakeholders or a diverse group of members in the drafting process. Their input ensures the bylaws reflect the needs and perspectives of the group.
Anticipate Common Scenarios
Consider potential conflicts or situations (e.g., leadership disputes, membership disagreements) and outline how they’ll be addressed.
Incorporate Checks and Balances
Build in mechanisms for accountability, such as annual reviews of leadership and processes for removing officers if needed.
Review and Refine
Seek feedback from someone familiar with bylaws (e.g., an advisor or consultant). Refinement ensures clarity and alignment with best practices.
Communicate and Educate
Once finalized, distribute the bylaws to all members. Provide training or an overview session to ensure everyone understands them.
Test Your Draft
Simulate scenarios to ensure the bylaws provide clear guidance. Adjust sections that seem ambiguous or impractical.
Review Annually
Bylaws should be reviewed on an annual basis to keep up with the changes of the organization Simple formatting & spelling errors do not require membership approval.



The Policy Blueprint:
Your Chapter’s Framework for Success

e |dentify Policy vs. Bylaw

* C(lear & Concise

e Solicit Feedback

e Documentation & Record-Keeping

e Living document — Regular Review
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Purpose and Need
Why a Policy is Needed: Begin by clarifying the purpose of the policy. Policies should address specific needs, gaps, or challenges within your chapter.
Aligning with Chapter Goals: Ensure that the policy supports the broader objectives of your chapter, such as maintaining compliance, improving efficiency or enhancing fairness.
Stakeholder Involvement
Involve Key Members: Identify who will be impacted by the policy and engage them in the process.
Collaboration for Buy-in: Getting input from various members ensures that the policy is comprehensive, fair and practical to implement.
Clarity and Simplicity
Clear Language: The policy should be written in clear, simple language that is easy to understand. Avoid jargon or overly complex terms that may confuse members.
Define Key Terms: If necessary, define key terms or concepts to avoid misunderstandings or ambiguities.
Scope and Coverage
Who It Applies To: Clearly define the scope of the policy. Does it apply to all members, only to certain membership types or officers?
Specific Guidelines: Specify the behavior, procedures or standards that the policy is addressing, providing concrete examples where needed.
Compliance and Legal Considerations
Legal Requirements: Ensure the policy complies with relevant local, state, or federal laws, regulations, and industry standards. Legal review may be necessary.
Risk Management: Identify any potential risks and address how the policy mitigates them. Consider how the policy might prevent legal disputes or conflicts.
Implementation and Enforcement
Implementation Plan: Outline how the policy will be rolled out. This includes training, communication and resources to ensure everyone understands the policy.
Enforcement and Accountability: Explain how the policy will be enforced and what the consequences of non-compliance will be. Establish clear processes for reporting violations and resolving issues.
Monitoring and Evaluation
Tracking Compliance: Discuss how the policy’s effectiveness will be monitored over time. Will there be audits, feedback mechanisms or periodic reviews?
Evaluating Success: Set clear criteria for assessing whether the policy is achieving its intended goals. For example, improved compliance, better performance or fewer issues.
Flexibility and Adaptability
Room for Updates: Policies should be reviewed periodically and be adaptable to changing circumstances or new information. Establish a process for revising the policy as needed.
Feedback Loops: Encourage ongoing feedback from members to identify areas for improvement or necessary adjustments.
Communication
Clear Communication Channels: Ensure that the policy is communicated effectively to all affected parties. This could be through training sessions, memos or accessible documentation.
Transparency: Foster a culture of openness and transparency so that everyone understands why the policy exists and how it benefits your chapter
Consistency and Fairness
Consistency Across the Organization: Policies should be applied consistently to avoid perceptions of favoritism or unfair treatment. Ensure that everyone is held to the same standard.
Fairness: Make sure the policy is fair and equitable to all employees or members. This can help prevent resentment or disengagement.
Documentation and Record-Keeping
Proper Documentation: Ensure that policies are properly documented and stored in an, accessible location. This makes it easier to refer to them when needed and maintain records for compliance purposes.
Clear Guidelines for Documentation: Establish processes for reporting and documenting actions related to the policy, such as incidents, investigations or decisions made.
Review and Feedback Mechanism
Solicit Feedback: Create a feedback loop for members to share their experiences or concerns about the policy. This can help refine and improve policies over time.
Regular Policy Review: Set a schedule for reviewing policies to ensure they remain relevant and effective in the changing organizational landscape.
 
By addressing these points, you can ensure that your policies are well-crafted, practical, and aligned with the overall objectives of your chapter. This approach helps minimize confusion, legal risk, and inconsistent application.



The SOP Solution:
ldentifying the Need and Adding Value

* Ensure Consistency

 |Improves Efficiency

e Facilitates training and accountability
e Supports Succession Planning

e Reduces Miscommunication

The best way to predict the future is to create it. — Peter Drucker
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Standard Operating Procedures (SOPs) are essential for a chapter because they provide a clear and consistent framework for how tasks and processes are carried out. 
 
Here's why SOPs are important:
 
Ensure Consistency
SOPs standardize processes, ensuring that tasks are completed the same way every time, regardless of who is performing them. This consistency builds trust and professionalism within the chapter.
Improve Efficiency
With clear instructions, members spend less time figuring out how to perform tasks, reducing delays and improving productivity.
Facilitate Training and Onboarding
SOPs serve as a training tool for new members or leaders, helping them quickly understand their roles and responsibilities.
Enhance Accountability
When expectations and procedures are documented, it becomes easier to identify and address issues if something is done incorrectly or not at all.
Support Succession Planning
Leadership turnover is inevitable. SOPs ensure continuity by preserving institutional knowledge and reducing disruptions when leadership changes occur.
Reduce Miscommunication
Written procedures minimize misunderstandings by clearly outlining how tasks should be performed and who is responsible for them.
Promote Transparency
SOPs make processes visible to all members, fostering trust and reducing the potential for confusion or perceived favoritism.
Encourage Compliance
SOPs help the chapter adhere to its bylaws, policies, and any external regulations, reducing the risk of errors or non-compliance.
Streamline Decision-Making
SOPs clarify procedures and reduce uncertainty, allowing decisions to be made more quickly and confidently.
Prepare for Emergencies
SOPs can outline how to handle unexpected situations or crises, ensuring the chapter responds effectively under pressure.



The Power of Preparation:
Checklists for Every Task!

Chapter Tasks

e Standardize Function
e Prevents Overwhelm

* Increases Efficiency

Member Checklist Library

 Promotes Consistency In-House &
Across Jurisdictions
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Creating checklists for an association’s tasks offers numerous benefits, improving efficiency, accountability, and overall organization. Here are some key advantages:
Ensures Consistency & Standardization
Helps maintain uniform procedures across different members and committees.
Reduces errors and oversights by providing a clear process to follow.
Improves Efficiency & Productivity
Saves time by eliminating the need to rethink routine tasks.
Allows teams to focus on higher-level strategic initiatives.
Enhances Accountability
Clearly defines responsibilities, ensuring tasks are completed.
Helps track progress and identify bottlenecks.
Supports New Member & Leadership Transitions
Provides a structured guide for onboarding new volunteers or staff.
Preserves institutional knowledge as leadership changes over time.
Aids in Compliance & Record-Keeping
Ensures that regulatory or procedural requirements are met.
Creates a documented process for audits and reporting.
Reduces Stress & Improves Delegation
Breaks down large tasks into manageable steps.
Makes it easier to assign tasks and follow up effectively.
Encourages Continuous Improvement
Allows teams to refine processes based on experience and feedback.
Helps identify inefficiencies and streamline operations over time.



Mastering Agendas & Minutes
Streamlining meetings for success

* Agendas: The Blueprint for Productive Meetings
* Minutes: Capturing Key Decisions & Actions

* Ensuring Agendas & Minutes Drive Action


Presenter
Presentation Notes
Importance of structured meetings
Agendas and minutes improve efficiency and accountability

Agendas: The Blueprint for Productive Meetings
Purpose of an agenda – keep meeting on track
Key components of an effective agenda 
Meeting title, date, time, and location
List of topics (ordered by priority)
Assigned speakers or discussion leaders
Time allocations for each item
Best practices for agenda creation
Input from board
Distributing the agenda in advance
Provide board along with relative items prior to meeting
Provide attendees in reminder email

Minutes: Capturing Key Decisions & Actions
Purpose of meeting minutes
Key components of effective minutes 
Date, time, and location of the meeting
Attendance list
Summary of discussions (not a transcript)
Decisions made and action items (who, what, by when) 
Best practices for taking minutes 
Active listening and summarizing OR record meeting
Use clear and neutral language
Differentiate between discussion and decisions

Ensuring Agendas & Minutes Drive Action
Following up on action items
Store and distribute minutes effectively
Use templates and tools for efficiency



Elevating Your Chapter:
The Branding Blueprint

e Mission and Vision

e Core Values

 Tagline or Slogan

* Visual Identity Beyond Colors
e Key Messaging

* Consistency
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Mission and Vision
Clearly define your chapter's mission (what you do) and vision (what you aspire to achieve). These guide your brand identity and messaging.
Core Values
Identify the principles that represent your chapter’s culture and priorities, such as integrity, collaboration, or innovation.
Tone and Voice
Establish a consistent communication style. Is your tone formal or casual? Is your voice professional, approachable, or inspiring?
Audience Persona
Understand your target audience (members, potential members, stakeholders). Tailor your branding to resonate with their interests and needs.
Tagline or Message
Develop a concise, memorable phrase that communicates your chapter’s purpose or value proposition.
Visual Identity Beyond Colors
Color is important! Also include consistent fonts, imagery styles, and design templates for materials like flyers, newsletters, or social media posts.
Storytelling
Build a compelling narrative about your chapter’s history, purpose, and impact to create a deeper connection with members.
Key Messaging
Develop consistent phrases or statements that convey your chapter’s benefits, unique qualities, and goals.
Membership Experience
Brand perception extends to how members feel interacting with your chapter. Ensure communications, events, and services are professional, welcoming, and valuable.
Digital Presence
Align your website, social media, and email communications with your branding to ensure cohesion across platforms.
Branded Materials
Create templates and assets such as email signatures, presentation slides, brochures, and banners that consistently reflect your brand.
Community Engagement
Foster your brand through active participation in your community. Positive experiences reinforce your identity.
Consistency
Apply your branding consistently across all touchpoints, from printed materials to social media and events, ensuring a unified and recognizable identity.
Established Date
Be sure to include your date of establishment as a Chapter. You want to celebrate those milestones.
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The Engagement Edge:
Empowering Your Members

* Volunteerism

e Building Safety Month

e Community Outreach - Drives

e Awards

Turning members into active participants—
let’s talk strategy!
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Volunteerism 
Inspire members to get involved and actively contribute to the chapter's success.
Core Chapter Identity
Build a strong statement that highlights the chapter's strength through widespread member participation.
Building Safety Month (BSM)
Showcase how our profession is dedicated to creating safe spaces to live, work, and play, while emphasizing our identity as an ICC chapter supporting this shared passion.
Community Outreach
Foster collective efforts through initiatives and drives. As professionals essential to community welfare, our work demonstrates that "it takes a village.“
Awards and Recognition
Celebrate and honor members' achievements, acknowledging their contributions to the chapter and the profession.



Volunteers Make It Happen:
Join the Leadership Movement

e Members
e Committees
e Board of Director

e Executive Board

A chapter’s strength lies in the dedication, passion and active
involvement of its members.
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Communicate the Value of Involvement
Highlight Personal Benefits: Emphasize how participation can enhance their professional development, networking opportunities, and industry recognition.
Showcase Impact: Share success stories of past members whose contributions made a tangible difference.
Provide Clear Opportunities for Engagement
Offer Micro-Volunteering Roles: Create small, manageable tasks for busy members to ease them into participation.
Define Roles and Responsibilities: Provide clarity on how they can contribute, making it easier for members to step forward.
Foster a Sense of Community
Host Networking Events: Create opportunities for members to connect and build relationships with peers.
Celebrate Contributions: Publicly recognize and appreciate members who contribute, fostering a culture of appreciation.
Align Involvement with Passion
Survey Interests: Ask members what they are passionate about and align volunteer roles with their skills and interests.
Offer Leadership Opportunities: Encourage members to take on leadership roles in committees or projects that align with their expertise.
Make Involvement Fun and Rewarding
Host Fun Events: Plan engaging activities like social mixers, trivia nights, or informal gatherings.
Offer Incentives: Provide small rewards, such as certificates, awards, or discounts on events, to encourage participation.
Use Effective Communication Channels
Regular Updates: Share upcoming opportunities in newsletters, social media, and chapter meetings.
Personal Invitations: Reach out to members individually, showing that their involvement is personally valued.
Create Opportunities for Skill Development
Workshops and Trainings: Offer leadership, public speaking, or technical training that can also benefit members' careers. WSAPT – Leadership Retreats
Mentorship Programs: Pair experienced members with newer ones to build engagement and foster collaboration.
Build Chapter Pride
Emphasize the Chapter’s Mission: Reinforce how the chapter contributes to the profession and the community.
Promote Success Stories: Share accomplishments and milestones to build excitement about the chapter’s work.
Offer Flexible Ways to Participate
Virtual Options: Provide ways for members to join meetings or events online if they can’t attend in person.
Time-Sensitive Tasks: Allow members to contribute on their own schedules, such as creating content or reviewing documents.
Lead by Example
Demonstrate Passion: Show your enthusiasm and commitment to the chapter to inspire others to follow.
Support New Volunteers: Offer guidance and mentorship to help new volunteers feel confident and welcome.



COMMUNITY OUTREACH

e Food Drive (WSAPT)

e Pajama Drive (AZPT)

e Gift Card Drive (NJATA)

e Habitat for Humanity (OPTA)

e Back to School Backpacks
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Community drives are a great way for associations to engage with their members, build goodwill, and give back to the community. Here are some impactful community drive ideas an association can organize:
 
Educational & Professional Development Drives
Scholarship Fund Drive – Raise funds to support students or professionals seeking certifications.
Book & School Supply Drive – Collect educational materials for local schools or underserved communities.
Career Clothing Drive – Gather business attire for job seekers in need.
Health & Wellness Drives
Blood Donation Drive – Partner with local blood banks or the Red Cross.
Food Drive – Collect non-perishable food for local food pantries.
Mental Health Awareness Drive – Distribute resources and fundraise for mental health organizations.
Environmental & Sustainability Drives
Recycling Drive – Encourage members to recycle electronics, plastics, or paper.
Tree Planting or Clean-Up Drive – Organize a day to clean up parks, neighborhoods, or beaches.
Water Bottle or Reusable Bag Drive – Promote sustainability by distributing reusable items.
Humanitarian & Social Support Drives
Holiday Gift or Toy Drive – Collect gifts for children in need during the holidays.
Homeless Care Package Drive – Assemble hygiene kits with essentials for homeless shelters.
Disaster Relief Drive – Gather supplies and donations for communities affected by natural disasters.
Gift Card drives



Habitat Builds
Community Beautification
Lowe’s/Home Depot — Help the Homeowner

Youth Projects
o Butterfly Boxes / backyardbuddies.com

o Junior Achievement
o Public Library Programs
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https://www.iccsafe.org/advocacy/building-safety-month/building-safety-month/

http://www.backyardbuddies.com/

SHINING A SPOTLIGHT:
HONORING OUR MEMBERS

e State

* Region

* National

e Honorary Membership

e Scholarships
O Education/Certification/ICC AC (PTN)
O The Paula K. Strutzel Award (WSAPT)
O The Bonnie Lanz Award (OPTA)
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Certificates of Achievement
Provide personalized certificates for milestones, contributions, or specific accomplishments.
Plaques or Trophies
Honor members with physical awards for significant achievements or long-term dedication.
Member of the Year
Recognize an outstanding member annually for their exceptional contributions.
Lifetime Achievement Awards
Celebrate members with long-standing service and impact on the organization.



REPORTS THAT MATTER:
TELLING YOUR CHAPTER’S STORY

e |CC Chapter Report

e Federal & State

e Financial Audit

YOUR REMINDER TO REPORT: ON TIME, EVERY TIME!
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Meeting deadlines for an association’s reports is essential for maintaining efficiency, credibility, and operational success. 

Ensure Chapter’s address is updated should ‘home base’ change. 

Key benefits:
 
Maintains Professionalism & Credibility
Demonstrates reliability and commitment to stakeholders.
Strengthens trust with members, partners, and governing bodies.
Ensures Compliance & Avoids Penalties
Helps meet legal, financial, and regulatory requirements.
Prevents fines, funding delays, or potential legal issues.
Enhances Decision-Making
Provides leadership with timely and accurate information.
Allows for informed strategic planning and adjustments.
Strengthens Financial Health
Ensures timely grant applications, renewals, and financial filings.
Helps track budgets, expenses, and funding needs effectively.
Improves Organizational Efficiency
Keeps projects on track and prevents last-minute scrambling.
Encourages accountability and responsibility among team members.
Builds Member Confidence & Engagement
Keeps members informed about the association’s progress.
Shows transparency and commitment to the association’s mission.
Supports Long-Term Growth
Establishes a culture of discipline and efficiency.
Ensures historical records are well-documented for future leaders.



Bringing It All Together:
Your Chapter’s Path to Success

e What can we do to engage our members more effectively?

 What things can we do to make our chapter a better steward
for the community?

* Are we keeping up with the necessary reports and filings?
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Let’s Get Social

Find us on Facebook & LinkedIn I
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