Orientation Letter

TO BE SENT TO CLUB PRESIDENTS IN NOVEMBER OR DECEMBER
NOTES: 

1. Refer to Article H, of the Region Director’s Procedures for the guidelines.

2. Many clubs publish the Orientation Letter in their club bulletins, so do not include ADDC financial information in your letter.

3. Remember – this is ONLY a sample letter – feel free to change the letter to fit your particular Region and your goals for your year as Region Director.  Each Region is unique and not all parts of this letter will be applicable to yours.

4. All parts of this letter DO NOT need to be included in a single orientation letter.  You need to decide if one or more letters is more appropriate.

SAMPLE ORIENTATION LETTER

Date: 

____________________

TO:

All 

Region Club Presidents

SUBJECT:
(Year) Orientation Letter

Congratulations to each of you on your election as president of your club!  I am sure that you are looking forward to an interesting and rewarding year.  There is a lot of paperwork that goes with this position, but with a good filing system and use of your President’s manual, you will be amazed how easy the papers take care of themselves.  As your Region Director, it is my responsibility to maintain close contact with each club president and to assist with any problems that might arise.  The most important thing that I would like to stress to you is…COMMUNICATION…between yourself and your local Board, your members, and your Region Director.  So please relay all information on a timely basis regarding the Region Meetings, candidates, Convention, Budget & Planning Meeting, membership, bylaws changes, etc.  As your representative to the Association Board, please feel free to ask my advice or submit to me any questions or suggestions that you feel should be presented to the ADDC Board.  It is also important that you copy me on all correspondence between your clubs and the Association.

ITEMS TO REMEMBER IN PLANNING FOR NEXT YEAR

NEW OFFICER FORMS

Distribution of your club’s New Officer Form (ADO 31) should have been completed by now and sent to ADO to ensure that club mailings arrive in a timely fashion.  Refer to the form for distribution of copies.

ADDC BUDGET AND PLANNING MEETING

The Association’s Budget and Planning Meeting will be held via Zoom meeting, January 21, 2023.  If you have any problems, projects, or topics that you wish presented to the ADDC Board, please advise me no later than January 6, 2023. 

ASSOCIATION DUES

ADDC dues are $55.00 per member and are not reduced for a partial year, regardless of the month submitted.  ADDC dues are to be mailed with a list of membership on Form ADDC 13 in the Master Forms Booklet by FEBRUARY 1st and are considered delinquent after February 28th.  Thereafter, new members should be submitted on a monthly basis.  The transmittal form, together with the original copy of the membership application/renewal form, should be sent directly to ADO with your club’s check attached for the amount of Association dues for that reporting period.  Additional distribution requirements are listed on Form ADDC 13 for your easy reference.  
(Note: Annual dues are payable February 1 of each year – if a member does not renew by this date then they are no longer considered members and should reapply as a new member after that date.  Please stress this deadline to the Club Presidents and urge compliance.)

REGION DUES

Region dues are $_____ per member and are due at the same time as the Association dues.  A copy of each Application Form (ADDC 12) and a copy of Form ADDC 13 (Transmittal List for ADDC Membership Dues), together with your club’s check made payable to the Region ____ Fund, should be mailed to the Region ___ Treasurer, (include his / her name and address).

(NOTE: Please check your Region Fund Document to see how your Region Dues are computed and for the amount.)

MONTHLY PROGRAM REPORTS

Each club is required to schedule a minimum of nine (9) educational meetings a year.  This may include one program on Desk and Derrick Orientation, and one on socio-economic or professional self-development.  The Program Reports (Form PRGM 1) are due MONTHLY – within one week following the date of your meeting.  All reports are to be emailed, mailed or faxed according to the Program Committee Form PRGM1.  If you do not have a scheduled meeting one month, you are still required to submit the Program Report stating “NO MEETING HELD” and state the reason.  I would like to see Region ____ have 100% for reporting this year, so please make sure that your club sends in its reports in a timely fashion.

CLUB BYLAWS

The ADDC Board previously approved a six-year plan for club bylaws review.  This means that your club should submit bylaws for review every six years or when your club amends its bylaws with changes other than those changes made to the ADDC bylaws…WHICHEVER COMES FIRST. Each President is responsible to see that ADO and the Club Bylaws Review Committee Chairman and Region Representative have a copy of the latest approved set of bylaws for his/her respective club. 

Clubs in even-numbered regions should submit their bylaws for review in “even-numbered” years; clubs in odd-numbered regions should submit their bylaws for review in “odd-numbered” years.  Your club bylaws should be reviewed annually and updated, if required, by amendments approved at the ADDC Convention.

The Region ____ representative is: (include his/her name and address)
CLUB BULLETINS

Please place my name on your club’s bulletin mailing list.  Monthly newsletters of the Association President and the Region Director should be printed in their entirety in your bulletin.  Please advise your Bulletin Editor that Association, Club, Regional, ADDC Foundation and Educational Trust FINANCIAL REPORTS are NOT to be published in club bulletins!  Non-Desk and Derrick advertisements are permitted in club bulletins if your club needs assistance in covering printing costs and/or for sponsor use and if your club bylaws permit such advertisements. 
CHANGE NOTICES

Should a change occur in your Board of Directors, or if there is a change in your regular meeting date, notify ADO in writing immediately following such action, with a copy of the notice to me.

ANNUAL TAX-EXEMPT REPORT

Each U.S. club is required to file an information return, Form TAXE 1, with the Tax Exempt Chairman prior to May 15th of each year.  The form and instructions (TAXE 2) are available on the ADDC website in the Forms section.  Certain criteria are outlined on form TAXE 2 for clubs that may be required to submit IRS Form 990 to the Internal Revenue Service.  This information MUST be filed with the Tax Exempt Chairman and/or the IRS by MAY 15TH.

Canadian Clubs in Alberta need to file with the Corporate Registry within one month following the month of Incorporation.  Saskatchewan clubs are not required to file an annual report.
ADDC AND ADO FORMS

The ADDC website has all of the forms necessary to perform your duties as president of your Club. All ADDC manuals, guidelines, and forms are available for viewing, printing, and downloading on the Association’s website. All ADO forms, including dues transmittal, program reports, new officer forms, and tax-exempt forms are available at http://www.addc.org/ on the Members tab, Forms section.  You should retrieve a copy of each form to have when needed throughout the year.  These forms are reviewed and updated yearly, so be sure to retrieve the most current copy for use.  Some of the forms are needed only once during the year and some forms will need to used more than once. 

An extensive video library has been established at ADO for use by the clubs in program planning.  A list of these tapes and ADDC displays are outlined on Form ADO 37.

NOMINATIONS

The Nominating Committee will be contacting you shortly.  Please consider the possibility of your club nominating a qualified member for 


Region Director.  There are many well-qualified members who have served their local club as president and would be a great asset to our Region.  We should always have several ready to “reach out and take the next step.”

Each club also needs to research all their membership for submission of candidates for Association Officers and for the Special Achievement and Distinguished Service awards.  Deadline for submitting nominees for Association Officers for 2023 is June 1st .  The deadline for submitting nominees for Special Achievement and Distinguished Service Awards is May 15th and nominations should be mailed to the ADDC Public Relations Committee Chairman.

REGION CALENDAR

I would like to maintain a Region Calendar, so please send notices of any seminars, meetings, field trips, Industry Banquets or Luncheons, etc., to me.  I will try to keep you updated on any “special happenings” within the Region.

REGION DIRECTOR’S CLUB VISITS

It would be great if I could visit each club this year.  I am hoping that I can!  If you have a special need for a visit, or if my presence at a particular function would be of definitive value, please notify me so that I can schedule my trips accordingly.

                                          REGION MEETING

The ________________Club is very enthusiastic about hosting the upcoming 


 Region Meeting!  They are making plans for great seminars, educational and fun-filled field trips, and exciting entertainment at this year’s Region Meeting in _________________.  Encourage ALL your members to plan on attending.  It is a wonderful time for new members to get acquainted and for longtime members to renew friendships.

Refer to your Regional Bylaws for your Region Meeting rotation schedule.
In accordance with the Rotation Schedule, the _____________ Club will be hosting the 2023                                       Region Meeting. 

(You might want to list the next several years’ clubs who will be hosting as a reminder to all of the clubs.)

LONG RANGE PLANNING COMMITTEE

Does your club have a Long Range Planning Committee to assist you in “goal-setting”?  If not, consider organizing one.  They will need to set your club goals and review them annually.  You might consider having them serve on a rotational basis, whereby one person drops off and a new person is picked up each year.

One area that needs to be constantly reviewed is membership.  Are you contacting allied industries? Are you emphasizing membership drives?  Are you following up on mail-out campaign responses?  Is your club maintaining good public relations within your community?

IN CLOSING:

                                    Region is fortunate to have each of you in leadership roles.  It is indeed my privilege and pleasure to be a part of this distinguished team.  Let’s work together to turn our ideas and talents into actions that will strengthen and enhance our individual clubs and our Association.

Sincerely,

(Your name) 
 (Year) Region ___ Director

Club President Information Form

I look forward to getting to know each of you on a more personal basis this year.  Together we will reach our Desk and Derrick goals!

Please complete this form and return it to me as soon as possible.

NAME 

CLUB

COMPANY 

POSITION


HOW LONG HAVE YOU BEEN EMPLOYED AT THIS COMPANY? 


WHAT ARE YOUR JOB DUTIES? 


WHAT ARE YOUR HOBBIES? 


WHAT DO YOU DO IN YOUR SPARE TIME? 


WHAT GOALS HAVE YOU SET FOR YOURSELF AND YOUR CLUB THIS YEAR? 

IS THERE SOMETHING THAT YOU WOULD LIKE TO IMPROVE ABOUT YOUR CLUB? 

WHAT CAN I DO TO HELP YOU? 


WHEN AND WHERE IS THE BEST TIME FOR YOU TO RECEIVE TELEPHONE CALLS? 
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