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	Section 1: Chapter Leadership 


Council of Real Estate Brokerage Managers

Chapter Leadership

The strength of any organization rests with those individuals whose actions, decisions and policies most directly influence or are influenced by individual members.  The Council firmly believes that the CRB Chapters provide an important link between the individual member and the organization.  It is the Chapters that are most closely associated with the members, and through its programs and activities must develop and maintain an interest and desire to participate.

Activity is the strength and measure of the Council.  Without an active program involving as many members as possible, no organization can grow, prosper and attain the objectives for which it was formed. One of the greatest opportunities for involving members exists at the CRB Chapter level.  Council activities are not intended to replace or compete with local activity.  On the contrary, they are designed to complement Chapter activity and to provide models for Chapter programs.

YOUR DUTIES AS PRESIDENT

The Chapter President is the chief executive officer of the Chapter.

STEP 1: Take inventory

Review the past year with the outgoing President and check the following:

1. Review the Chapter’s bylaws.  Model bylaws are included in this manual.  Make sure yours are current.

2. Confirm the dates for the CRB Council meetings and plan to attend.

3. Send new officers’ names and contact information to the Director of Member Services at Council headquarters.

4. Keep track of records, files, and historical information on the Chapter and forward the information to your Chapter’s secretary.

5. Check the financial and membership records of your Chapter. This can be given to the Chapter Treasurer when they are elected.

6. Keep copies of records on Chapter programs and minutes from past meetings for your own reference.  You may want to reconstruct a program in the future.

7. Review the Chapter’s strategic plan, mission statement, and committee objectives.  Have records on current committee members and objectives.

8. Schedule all Chapter meetings and preside at them.

9. Call Council staff with questions.

STEP 2: Define Your Objectives

1. Set Chapter goals.  Review your current and proposed programs and strategic plan to develop goals that are measurable and attainable.

2. From the goals, formulate your strategy:

a. Which committee will be responsible?

b. How will the program be funded?

c. When do you expect to reach your objective?

3. Delegate.  Success depends on the cooperation of every member, especially your officers and committee chairs.  Keep a line of communication open with them and make sure they know exactly what they should be doing.

4. Have each project’s committee chair report the group’s progress at each meeting.

Get Members Involved at Meetings

It is important that the meetings held by the Chapter are perceived to be of benefit to the member, socially, educationally, or both.  Try to avoid having meetings that are strictly business.  Incorporate an educational function into each meeting (see Education section) and give the members a chance to network in serving the Chapter, Council or community if at all possible.  Make every member feel welcome and recognize members who have gone the extra mile.

If attendance lags, call a few members who did not attend and find out why, then make the necessary changes to attain higher attendance.

Communicate with National Staff

As Chapter President, you are an important link between the Council and your area’s members.  It is important that a strong line of communication is always open.  You can help by following these steps:

1. Send copies of all Council communications you receive to Chapter officers and committee chairs that benefit from the news.

2. Include information from the Council in your Chapter newsletter – Chapter members want to be informed.

3. Place the Council’s Director of Member Services on the Chapter mailing list.

Attend National Meetings

Your attendance at the National meetings is crucial.  The Council needs your input.  Also, it is a chance to meet other Chapter officers and exchange ideas that you can use to strengthen your Chapter.

Each Chapter is strongly encouraged to provide funding to reimburse a representative from the Chapter to travel to each of the two national meetings.  The meetings specifically scheduled for Chapter officers include:

	MEETING
	LOCATION
	DATES

	Midyear Meetings
	Washington Marriott

Washington, DC
	May 15-19, 2007

	REALTORS® Conference & Expo
	The Venetian
Las Vegas, NV
	November 11-17, 2007


Other Chapter President Responsibilities

The Chapter President is sent all the correspondence from Council headquarters.  It is the President’s responsibility to distribute it to the appropriate officers, committee chairs and entire membership when necessary.

1. Represent your Chapter at the two annual meetings of the Council.

2. Attend the Council CRB Chapter Leadership Networking meeting at each annual meeting.

3. At least annually, present a “state of the Chapter” to your peers during the Chapter Forum.  This report would normally include summaries of the Chapter’s accomplishments to date as well as any goals for the future.

4. Submit the Chapter’s Charter Application and Agreement to Council headquarters.

5. Respond promptly to all Council communications, surveys, etc.

Any other responsibilities given to the President should be carefully documented.  This practice is a valuable aid to future officers and saves considerable time and confusion.  Documentation of these additional responsibilities should be updated continually, changing and adding responsibilities as they are assigned.

CONDUCTING A BUSINESS MEETING

Before the meeting:

1. Develop the agenda based on the set objectives of the Chapter.  Make sure each committee is given time to report their progress.

2. Include topics and problems that you want the Chapter to discuss.  Have suggestions or solutions jotted down.

3. Send out the agenda in advance.  This will let the members know what will be discussed so they can be prepared.

4. Talk over some of the points with the members most concerned with the issue before the meeting.  This will give them a chance to think the problem through and present the background material needed for the members to make a sound decision.

During the meeting:

1. Call the meeting to order.

2. Be sure a quorum is present.

3. Distribute the agenda.

4. Keep track of the time and don’t allow too much time to be taken by one topic.

5. Follow Robert’s Rules of Order to keep discussions on track and avoid confusion.  If the discussion wanders, bring it back to the agenda at hand or refer this issue to the proper committee.  (If no committee exists, appoint a member to research the issue).

6. At the end of the meeting, summarize the results to be sure that nothing has been misunderstood.

After the meeting:

1. Be sure the minutes of the meeting are sent to the members and the Council’s Director Member Services.

2. If a topic was left unsettled, refer it to the proper committee for further study.

Tips for Presiding Over a Meeting

· Open the meeting on time.

· Announce business to be conducted.

· Recognize members who are entitled to speak; discourage breaking in.

· Restate the issue to be voted on before calling for a vote, and explain the consequences of the vote.

· Put all issues to a fair vote; don’t make assumptions about how committee members feel.

· Announce the results of actions taken and explain the follow-through to be taken and by whom.

· Help expedite business.  Don’t let discussions drift or go on too long.

· Stay with the agenda.  Seek the full committee’s agreement to change the agenda once it has been announced.

· Close the meeting on time; seek the committee’s agreement regarding extending the time if necessary.  

PARLIAMENTARY PROCEDURE

A copy of Basics of Parliamentary Procedure (based on Robert’s Rules of Order Newly Revised) has been included with this Manual.  It is important that you familiarize yourself with the contents of this booklet.

· The objectives of parliamentary procedure include expediting business, maintaining order, ensuring justice and equity for all, and accomplishing the objectives for which the group is organized.

· The principles of parliamentary procedure include courtesy and justice to all, rule of the majority while respecting the rights of the minority, partiality to none, protection of the absentee, and taking one item of business at a time.

· Policy items require a motion; information items do not.  Actions that change a policy already in effect or create a new policy require an action motion.  Also, if an item being discussed requires appropriating money, an action motion is required.  Information items do not require action motions.

Tips for Taking Minutes

Committee chairs should furnish the Secretary with written minutes after each of their meetings.  Here are some key rules to taking minutes:

1. The purpose of minutes is not to report what the committee said but what the committee did.  The minutes should include:

a. The type of meeting, regular or special.

b. Title of group meeting.

c. Time, date and location of meeting.

d. First and last names and status, e.g. Board, Guest, Staff, in attendance.

e. All main motions and the name of the members making the motion.  Count the votes if a committee member requests that this information be noted in the minutes.

2. Be sure to record motions accurately, and then read for all to hear before a vote is taken.

3. Copies of any written reports referred to in the meeting should be included as an attachment to the minutes.

4. Copies of the minutes should be kept in a safe place.  A file cabinet should be kept by the Chapter and contain all Chapter records, bylaws, reports, and minutes.  They should be accessible and in usable form for future officers.

SAMPLE AGENDA

Meeting Agenda of the

CRB Chapter

<Date & Time>

<Location>

I. Call to Order (with roll call)

II. Approval of the Minutes of Previous Meeting

III. Treasurer’s Report

IV. Committee Reports

i. Membership

ii. Education

iii. Other Committees

V. Other Business

VI. New Business

VII. Closing Statements

VIII. Adjournment

DEVELOPING A BOARD OF DIRECTORS

The Board of Directors serves as the governing body of the Chapter and should include the President, Chapter officers, immediate Past President, and the chairs of each standing committee in accordance with the individual Chapter’s Bylaws.  They oversee the management of the Chapter and can serve as the Budget Committee if the Chapter does not have one.  The Chapter President serves as the Chair of the Board of Directors.  The success of every Chapter program and activity is the responsibility of the Board of Directors.

The Board should be representative of the membership and be available to make decisions when a full membership meeting is not feasible.  The Board of Directors should be responsible for assisting in the formation of policy and approving the annual budget.  All members should be thoroughly familiar with the Chapter’s Bylaws and the Chapter’s relationship with the Council.

ACHIEVING OBJECTIVES THROUGH PLANNING

Establishing Goals

The Board of Directors should clearly state Chapter goals, both short term and long range, and make them available to the membership.  Each Chapter committee and activity should be established and/or continued on the basis of contribution to these goals.

In order to take pride in accomplishment, evaluate progress and provide accountability, objectives must be measurable.  Chapter members deserve to know what direction their leadership is moving and how they can contribute to the achievement of Chapter goals.

Preparation

With few exceptions, Chapter officers serve calendar year terms.  In many cases, there is a period of several months between election and installation.  Presidents should take advantage of this time to prepare for their term of office.  During this time, incoming Chapter Presidents should:

1. Begin to identify what you want to accomplish (i.e. set goals and objectives).

2. Review existing programs and examine how they are meeting the needs of the Chapter members.

3. Tighten and streamline the original tentative objectives to a manageable few.  Recognize you can’t do it all.

4. Confer with predecessors; discuss mistakes, what they could and could not do.

5. Make sure all Chapter officers have a copy of the current Chapter bylaws and relevant excerpts from this manual.

6. Monitor the transition of the new Chapter secretary and treasurer, if applicable.  Make sure that all official documents and Chapter possessions are turned over to the appropriate new officers (i.e. files, financial records, etc.)

7. Prepare a Chapter Operations Calendar and make sure all incoming officers and directors have a copy.

8. Check the calendar carefully for any events that occur during the transition period and confirm that the responsibility for any action that needs to be taken has been clarified.

OFFICER POSITION DESCRIPTIONS

Role of the Chapter Vice President

As provided in most Chapter bylaws, the basic responsibility of the Chapter Vice President (or first vice President, or President-elect) is to perform the duties of the President in their absence.  Should the President resign or be unable to complete the term of office, the Vice President will assume that office.  In many Chapters, the Vice President is the next President, thus the term of Vice President should be filled with activity.

Some Chapters may also opt for a First Vice President and a Second Vice President to add another position of responsibility, and as a leadership training opportunity.

In any event, the Chapter vice presidents should be in close touch with all Chapter activities.  The President should also rely on these individuals to carry out many of the administrative functions.

To insure that the Vice President’s term will be one of both contribution and learning, many Chapters assign specific responsibilities.  This could include chairing committees, serving as newsletter editor or serving as an alternate to the meeting of the Council’s Chapter Leadership Committee.

President Elect / Vice President

The President Elect or Vice President assists the President in the management and direction of the Chapter.  The President should help him/her develop leadership abilities by inviting him/her to planning sessions and explaining the procedures so that s/he will be informed when s/he takes office.  Specific duties include:

1. Attending all Chapter meetings.

2. Chairing the Membership Committee (recommended)

3. Handling special assignments or projects as directed by the President.  (A good way for the VP to get involved).

4. Assuming the duties of the President in his/her absence.

5. President Elect position only – Automatically assuming the position of President at the end of the President’s term.

Secretary

The Secretary maintains records of meetings and disseminates information to Chapter members.  Specific duties include:

1. Upon taking office, review the Minutes Book and the method of writing minutes.  See “Tips to Taking Minutes” in this section.

2. Establish a policy, with the President, of who develops the agendas and when they should be distributed before the meeting.  See “Sample Agenda” earlier in this section.

3. Maintain Chapter stationery and letterhead (if needed).

4. Maintain roster of members, including officers, committee chairs, and committee members.

5. Prepare and distribute meeting minutes after each meeting.

6. Conduct election procedures, including sending ballots.  See “Election Procedures” in this section.

7. Communicate with the Council by sending copies of mailings and minutes.

8. Establish a policy for distributing press releases.  See tips on writing press releases in the “Communications” section.

Treasurer

The Treasurer’s specific duties include the following:

1. Upon taking office, review financial records with outgoing Treasurer.  Insist that all bills are paid before you take office and review the bookkeeping methods.

2. Prepare an annual budget based upon the estimates of chairs and officers and submit to the Chapter Board or officers for approval.  See “Sample Budget” in this section.

3. Monitor the disbursement of funds and their relation to the budget throughout the year and maintain Chapter financial records.

4. Submit a year-end report of incurred expenses to the Board.

5. Mail dues invoices and implement retention program for delinquent dues (if applicable).

6. Request an accounting consultant if you are unfamiliar with bookkeeping procedures.

7. Ensure that the Chapter is properly incorporated as a non-profit association (if applicable.)

INSTALLATION OF CHAPTER OFFICERS

The ceremony should take place during the first Chapter meeting in which the officers will serve or at the end of the last meeting of the outgoing officers.  Many are held at the state convention.

Suggested format for installation:

1. Make a few positive comments about the Chapter.

2. Challenge the members to assist the new officers and to serve as future officers.

3. Read the names and positions of outgoing officers and have them stand and ask members to show their appreciation through applause.

4. Read the name and position of each incoming officer.  As each person stands, read the duties of the office (listed below) and have each remain standing as the officers are introduced.

	DUTIES OF CHAPTER OFFICERS

	President
	Highest ranking officer and leader of the Chapter.

	Vice President
	Assists the President and serves on the Board of Directors.

	Secretary
	Maintains all meeting records and minutes, conducts election procedures, and disseminates information to Chapter members.

	Treasurer
	Prepares the annual budget, monitors the disbursement of funds, and is responsible for membership dues billing.

	Board of Directors
	The governing board of the Chapter, which includes all elected officers and chairs of standing committees.

	Immediate Past President
	A member of the Board and serves as chair of the next Nominating Committee.


5. Read 

“Election to a position of leadership in any organization is an honor not to be taken lightly.  Your fellow members, in electing you to your respective offices, have expressed confidence in your dedication and ability to promote the welfare and best interests of the CRB Council and the ______________ CRB Chapter.  As Chapter officers in the ___________ CRB Chapter, you will represent to our fellow designees and members the highest standards of our worthy profession.”

6. Have the officers stand behind a table.

Ask:

”Do you understand and accept the responsibilities and duties of the offices you are about to undertake and do you pledge to uphold the bylaws of the _______ CRB Chapter?”

They answer: “I do”

State:

”You are hereby installed as the officers of the _______ CRB Chapter for 20__.”

MANAGING COMMITTEES

Committee Appointments

Evaluating whether a committee is needed must precede committee appointments.  What is its purpose?  Can an individual perform the function more effectively?  If a committee has fulfilled its purpose, it should be dissolved.

During your term as President, you may also appoint special committees or task forces to perform specific functions, study various issues or serve special interests of members.

Regardless of committee size or function, two rules should be followed to obtain desirable and complete results:

1. Instruct the committee as to what they should accomplish.  Avoiding the responsibility of giving a charge to committees is a sure way to stifle activity.

2. Clearly specify due dates for programs or final reports and follow up on performance.

The secret of success is found in the functioning of committees.  The best way to involve a maximum number of Chapter members is through committee work.  If a charge is presented to the committee, take care in making committee appointments.  When people are chosen for their ability and interest, strong committees will result.

In Chapters with a small membership, it is practical to consolidate some committees.  However, activities of consolidated committees should be reported separately under the designated committee heading.

SELECTION OF CHAIRPERSONS

Basic Function

· Consistent with the Chapter’s policy and strategic plan, the committee chair guides the committee in its work as outlined by the scope of work and charge from the President.

Responsibilities

· Develop work plan that will allow the committee to effectively and efficiently discharge its responsibilities for the year.

· Develop agenda and conduct committee meetings.

· Approve reports of committee meetings before their distribution.

· Ensure that the work of the committee is carried out between meetings.

· Approve reports on committee activities, including request to the Budget Committee and Board of Directors for action.

· Report to the committee on decisions of the Board of Directors that affect the committee’s work or activities.

· Where appropriate, guide the committee in proposing products and services that will further the goals and objectives of the Council and Chapter.

· Where appropriate, make policy recommendations to the Board of Directors.

Communication Skills

· Demonstrates ability to communicate with committee members, staff and other groups.

· Demonstrates willingness to listen (communication is not solely talking).

Participation

· Demonstrates active participation and interest in the Chapter and Council.

· Commands prestige and respect from within the industry.

· Has knowledge of the subject in which the committee is involved.

· Thinks in terms of the Chapter and Council goals.

Leadership

· Commands attention and inspires others.

· Demonstrates ability to create a positive work atmosphere.

· Controls without dominating.

· Understands how the committee fits into the larger work of the Chapter and Council.

Administrative Skills

· Demonstrates willingness to take the initiative.

· Demonstrates ability and willingness to carry out responsibilities.

· Supports orderly procedures for conducting work.

· Understands the role of Chapter within the Council.

Responsibilities of the Chair

· Attends all the meetings.

· Accepts and supports the committee’s charge.

· Plans committee meetings and agenda.

· Exercises leadership.

· Maintains records and relevant information on committee work.  The chair must be sufficiently informed to interact knowledgeably with other committee members and staff.

· Move members toward participation and decision-making.

· Evaluates committee efforts and communicates accomplishments to the committee and Chapter leadership.

Helpful Hints to the Chair

· Know the committee’s purpose and scope.

· Visit with the previous committee chair.  Discuss accomplishments and unfinished items from the previous year.

· Sit and discuss this year’s goals with your vice chair, the President and staff (if applicable).

During a Chair’s Year in Office

· Review each meeting agenda together with previous meeting minutes before each meeting.

· Set agenda priorities and establish possible methods for accomplishing each agenda item. (i.e. task force, work group, break-out session, or deferral until next meeting.)

· Review your committee’s budget prior to each meeting.  Note those agenda items and/or solutions that will have possible budget implications.

· Set up a time with President to review your Committee Highlights prior to the Board of Directors meeting.

· Remember, you are part of a team that includes your vice chair.  Use their talents, expertise and input.

· Maintain openness and focus without ever giving up control.

· Review the actions/results of your committee meeting with your vice chair as soon as possible after the meeting. 

· Remember to communicate – use conference calls, faxing, emailing, etc.

· Identify and train future committee leadership.

SELECTION OF COMMITTEE MEMBERS

The qualifications for committee members are much the same as those for a chairperson with perhaps one additional qualification – works well with others.

In appointing committee members, the President should consult with the appointed chair.  This involvement will lend “teamwork” to the committee.  Again, committee work is an excellent way to involve Chapter members.  It is especially important to involve interested new members.  Through committee contributions, Chapter leaders can identify “comers” or “new blood” with future potential for Chapter office.

INSTRUCTION OF COMMITTEES

A successful and responsive Chapter demands active committees.  After appointing committee chairs and members, the President should clearly define the duties of each committee and urge committees to begin work immediately.  The President should share suggestions received for new projects and/or additional committee activity with the appropriate committee chair.

CHAPTER COMMITTEES

Generally, there are two types of committees, standing and special.  Standing committees are on-going committees responsible for continuous programs like membership and education.

Special committees are set up to perform functions that are not part of the regular program and should be dissolved when the project is completed.

To get results:

1. Be sure the committee understands its purpose.

2. Establish clearly who will do what.

3. Always establish a deadline.

Try to keep the committees small.  Large committees may be too cumbersome to be effective.  To keep them on schedule, give committees certain tasks to be completed for each meeting.  Be prepared with new assignments or help if tasks or projects are not completed thoroughly or on time.

STANDING COMMITTEES

The following committees are outlined in the Model Chapter Bylaws as active standing committees:

Budget/Finance Committee

· Monitor and manage Chapter fiscal resources and recommend changes when necessary.

· Review budget requests and adjustments and determine fiscal appropriation based on priorities and fiscal resources available to Chapter.

· Create annual Chapter budget based on current and approved future programs to ensure sound business practices and adherence to budget funding and policy.

Communications Committee

· Develop format and publish Chapter newsletter

· Contact chairs for their input and report Chapter activities.

· Submit newsletter to Secretary for distribution to membership.

Education/Program Committee

· Determine, with the President and Board of Directors, the yearly meeting schedule including dates, times and locations.

· Plan and promote regular Chapter meetings.  Arrange speaker and hotel needs.

· Develop educational programs that may work in conjunction with regular Chapter meetings.

· Prepare meeting announcements for the Secretary to distribute.

· Process registrations, forwarding the income to the Treasurer.

· Provide name badges and welcome attendees.

· Personally contact members who have not registered for Chapter functions.

· Organize and plan to license CRB courses.

Membership Committee

· Keep Chapter members informed of Council and Chapter programs and services.

· Check that each Chapter member’s Council membership is current and up to date.

· Contact members who have dropped out of the Council and Chapter membership.

· Develop and conduct recruiting programs to increase and maintain membership.

· Personally welcome new members and new Designees.

· Contact participating non-members and encourage them to join.

Public Relations Committee

· Organize promotion of the CRB designation to the trade and public.

· Organize the Chapter booth at the state convention.

· Develop and distribute press releases promoting Chapter activities.

Strategic Planning Committee

· Develop a mission statement and long-range plan for the Chapter.

· Reassess the effectiveness of the plan each year.

· Assign appropriate goals to committees.

CHAPTER ELECTION PROCEDURES

1. Election notices should be sent to all members not less than one month prior to the meeting.  The notice should ask members for additional nominees and must indicate where and when the elections will be held.  The final slate of officers should then be mailed to the members no later than two weeks prior to the meeting and include a voting form, for those who can’t attend the meeting.  The Chapters Bylaws will specify minimum criteria for the officer positions however the Council requires that officers be active Designee members of the CRB Council.  Additional details regarding election procedures will also be provided.

2. A minimum of three Chapter officers must be elected (the officers must be active Designee CRB Council Members): President, Vice President and Secretary/Treasurer.  In addition, members can be elected to serve on the Board of Directors as committee chairs.

3. Chapters are required to submit a list of newly elected officers to the Director of Member Services not later than ten (10) days after the results of the election are known or by June 30th.

4. After the new officers are elected, appointed committee chairs and their committees should start their planning.  Many Chapters develop a close relationship with the Local Boards or State Association by working with them to plan programs for Chapter members.

PRESIDING AT CRB CHAPTER MEMBERSHIP MEETINGS

Chapter business should not be transacted at this meeting unless it requires action by the general membership.  Most matters brought up from the floor at a Chapter meeting should be referred by the President to the Board immediately and without debate.  Following are a few points to aid a Chapter President in presiding over Chapter membership meetings:

1. Thorough preparation – An effective President knows exactly what they are going to do and when; handles each situation competently; knows beforehand the details of each announcement or report; and has a complete schedule of the meeting.

2. General tone of meeting – The general spirit of a meeting is determined by the manner in which the President presides.  The President should maintain a position of dignity and conduct the meeting in a businesslike manner.  Create an atmosphere of authority, goodwill, courtesy and fair play.  At all times maintain a non-partisan attitude.

3. Self-effacement – The President should avoid the appearance of monopolizing the initiative of the Chapter.  When the President wants the Chapter to undertake something, it is often desirable to have it emanate from a member.  A President’s administration is judged by Chapter accomplishment rather than individual prominence.

4. Promptness – Announcements should be made as briefly as possible.  The rulings of the chair must be prompt and decisive but should be made with tact and full consideration of the members involved.

MEMBERSHIP COMMITTEE

The Chapter may choose to create different committees however, the Membership Committee is a necessity.  Although building and maintaining a Chapter membership may be a challenge, it is essential to sustaining your Chapter.  Chapters that have been successful at developing strong membership continually work hard at it.  Most of them form a Membership Committee to develop projects and strategies for recruiting and retaining Chapter members.

The Membership Committee should consist of members who are good at identifying people to bring into the CRB Chapter, “selling” the CRB designation and membership in the Council to prospective mangers and developing ideas for keeping members active.  The chair and vice chair should be chosen from the Chapter leaders.

The Membership Committee could have a variety of responsibilities ranging from recruitment/retention activities to maintenance of the Chapter’s roster of active members.  Its size and the jobs it decides to take on will vary from Chapter to Chapter depending on the Chapter’s size.

First Things First

After the committee is formed, the members should immediately discuss the benefits of belonging to the Chapter and develop a list of reasons why prospects may want to join and why members should maintain their membership.  The committee should also review the membership application or develop one that can accompany this list whenever it is distributed.  The committee should formulate goals and set a course of action for recruiting and retaining members.  Quality services and programs that change to meet member needs and the times are the key to successful member retention and recruitment.  If you’re not providing new, innovative and quality benefits and services, you can’t expect current members to stay and new members to join.

Getting People to Join

A recruitment goal could be to double Chapter membership by the end of the year.  An initial step to accomplish this is to develop a list of prospective members to contact.  The prospective member list can be composed of new members joining the Council (i.e. new Candidates or Regular Members); students attending Council courses, newly designated Candidates, or REALTOR® members who are not members of the Council.  Personal contact is the most influential tool, but is often impossible due to  time constraints.  Telephone calls, personal letters, leaflets, form letters or booklets can also be effective ways of reaching prospects.  

When approaching a prospective member by telephone, the person should always receive something in writing as well.  You may want to precede the call with a letter that includes a “Why Should I Join” list and application.  State in the letter that you will be following up with a call in a few days.  However, you may prefer to send a letter with the list and application after an initial telephone call as reinforcement.

Instead of telling potential members why they should join the Chapter, a more effective method is to show them.  Invite prospective members to a Chapter meeting, special event or professional development seminar.  The committee should also consider scheduling events specifically designed for recruiting, such as holding a barbeque and picnic and requesting each Chapter member to bring one prospective member.  Of course, always have membership information available for the prospects to take home with them and review.

Keeping Members Interested

Adding new members to the Chapter roster should be pursued, but keeping members interested is equally important.  The Membership Committee should set concrete plans for member retention.  For example, the committee could aim toward having all current members renew their memberships.  To accomplish this, the committee should determine the reason members decide to resign and attempt to prevent them.  Sometimes members don’t see how the Chapter is benefiting them or they become dissatisfied for some reason.  Consequently, it is essential to encourage members to voice their displeasure so steps can be taken to resolve the problems.  It is a good idea to continually update members on membership benefits through the Chapter newsletter or other informational pieces.  This will give you Chapter another opportunity to highlight the benefits of membership.

Remember: A key to keeping members interested is to try to anticipate their needs, now and in the future.

The Council Can Help

To assist the Membership Committee with their efforts, the Council can provide Chapters with labels, membership lists, Council membership brochures, applications etc. (see SAMPLES tab).  Council members are a Chapter’s primary source for prospective members. Keep in mind that membership in CRB Chapters is not affiliated with membership in the Council and is not mandatory.  CRB Chapters are encouraged to personally contact recently dropped or lapsed members and encourage them to continue their membership.  If they are not Chapter members, telling them about the benefits of belonging to your Chapter may help recruit them as both Council members and new Chapter members.

Be aware when contacting those who were dropped for non-payment of dues that there is a possibility that their payment to the Council was received between the time the report was generated and when you received it.

Now That They Are Interested

Along with setting goals and planning ways to achieve them, the Membership Committee is responsible for welcoming new members and submitting reports to the Chapter regarding progress in recruiting new members.

Following up after the membership promotion campaign is crucial.  When prospects have decided to join, they are curious about two things; that their application has been received and that they were accepted as members.  After membership applications are received, someone on the committee should be responsible for responding to the applicants.  A congratulatory letter should be sent along with any other information and materials a new member should have.  This is the sort of attention that establishes a base for retaining new members and making them feel that their membership is valued.

Another way to recognize new members is to publish their names, titles and addresses in the Chapter’s newsletter.  Once this is done, other Chapter members can welcome them.  Also, recognize new members publicly.  Introduce them to other members at the next Chapter meeting or event.

Remember: It is hard work recruiting them so hard work is essential for retaining them.

EDUCATION / PROGRAMS COMMITTEE

The future growth of the Chapter could largely depend upon the kind of programs and educational opportunities arranged by Chapter Presidents and committee chairs.  It is extremely important to plan meeting programs of high quality that address “cutting edge” brokerage management issues and trends in a timely manner.  As the majority of Council members have only infrequent opportunities to attend the annual meetings, their principal contact and identification with the organization is through Chapter meetings and educational activities at the local level.  It is the formal and informal discussions with colleagues at Chapter meetings that many members see as the most important benefit of their membership.

Types of Meetings

Often, the Chapter continues past practices without considering alternatives that may better serve the needs of the membership.  On the other hand, “change for the sake of change” also may be counterproductive.  What is important is a schedule of activities designed to meet the needs of the membership and achieve Chapter goals.  Occasionally, survey your members to obtain feedback on what’s important.  Several types of meetings can be scheduled to achieve those objectives:

1. Council Purchasing Program – The Council Purchasing Program allows the Council to provide education in many markets.  Courses and Seminars are licensed to viable sponsoring organization – including CRB Chapters – once they have completed an application / approval processes, and met certain criteria and guidelines.   For additional information, contact the Council Professional Development Department (see page 36 of the “Council Information” section of this manual).

2. Multi-Day Conference – Usually includes educational sessions scheduled over a two or three-day period, with time set-aside for informal discussions and social events.  Features may include a keynote address, concurrent sessions and general sessions, films, group meal functions, inspection tours, business meeting, entertainment and a display/exhibit area.

3. One-Day Meetings – Usually includes morning and afternoon educational sessions (concurrent and / or general), luncheon and dinner, with time set aside for informal discussions.  Such meetings often begin in mid-morning and conclude in early evening so most participants won’t require overnight accommodations.  This format is especially appropriate for seminars focusing on one subject.  Business meeting and / or social activity may be included.

4. Half-Day Meetings – Usually includes a meal, preceded or followed by a technical session or seminar.  Chapters covering small geographical areas tend to have more meetings of this type than larger Chapters.

5. Luncheon / Dinner Meetings – Most common for metropolitan Chapters.  It normally includes a meal and a guest speaker.

6. Social Event – This type of gathering allows for informal discussion and socializing and often includes spouses.  Examples are golf tournaments, picnics / barbecues, dinner dances, and outings to sporting events.

Types of Sessions

There are many ways of structuring an educational session to facilitate exchange of information:

1. Forum – The chairperson takes an active role by introducing and explaining the topic.  One or more speakers present certain aspects of the subject and then the audience is brought into the discussion.  The objective is enlightenment, not debate.

2. Round Table – Participants sit at tables and address each other, with the chairperson serving as moderator.  It is their function to keep the discussion going and inject new topics as the need arises.  This type of session is limited to small groups.

3. Symposium – Requires a discussion leader, principal speaker and two or more persons who have been asked to comment on the speech or paper (supplied to them in advance).  This involves a minimum set-up.  Often the number of speakers is increased to three, each covering a particular aspect of the subject.  After comments and response, the floor is open for discussion and questions.  A summary by the discussion leaders ends the meeting.

4. Panel Discussion – Actually a single “round table” in the presence of an audience, consisting of five or more participants including the chairperson as moderator.  There should be no prepared papers.  Participants address each other; but must be audible to everyone else in the room.  After the panel presentation, the chairperson may invite questions or comments from the floor for the panel members.  The chairperson can generally organize an effective panel presentation by providing each participant with five or six questions to discuss in advance.

5. Clinic – A special type of forum in which the formal participants are “doctors” who prescribe remedies for the problems of the audience.  All questions come from the floor, so it is essential to insure that good questions will be asked.  Several worthwhile questions can be “planted” in the audience.  The chairperson should edit / rephrase questions if necessary and “toss out” irrelevant questions.

6. Visual Program – Films, video or Power Point slides.  Arrangements for projection equipment must be made in advance, with attention to special licenses or union requirements of the meeting facility.  One hour should be considered a maximum length for this type of presentation.

7. Lecture – A single speaker, normally considered an “expert,” presents information.  Time is usually allotted for questions from the audience.

NOMINATING COMMITTEE

This is an important committee as it is responsible for identifying and recommending members for leadership positions.  Normally, the past President will chair this committee.  It should be comprised of individuals who are actively involved in Chapter activity, thus acquainted with many members.

In recommending a slate of officers and directors, the committee must consider many factors.  One is the composition of the membership – the committee must concern itself with leadership representation by CRB designees and/or candidates.  The committee must consider not only the nominees’ present contributions to the Chapter, but their future potential.

To achieve continuity, some Chapters have a “progression through chairs” of officers.  The committee must look carefully at these people before recommending successors.  If an officer is contributing little or not participating, the committee should not slate the individual again.  It is an uncomfortable situation, but the good of the Chapter dictates removal of the individual from the slate of officers.  Past committee chairs are a good source to choose from when looking for future officers and directors.  Chapter members that always attend Chapter functions and contribute are also good candidates for officer and director positions.

The committee must be thoroughly familiar with the various qualifications for Chapter officer.  Chapter bylaws normally specify any restrictions as to type of membership.  The Council does require that Chapter officers be active Designee members of the CRB Council.  
The Nominating Committee should be appointed midyear to begin reviewing potential candidates.  At least thirty (30) days prior to the election, a call for nominations should be printed in the Chapter newsletter.

Each Chapter should proceed with the election process as described in its bylaws.

MEMBERSHIP RECORDS

Computerized information on all Council members is available to Chapters.  The Council relies on Chapter secretaries to provide current information such as changes of address or title and notices of retirements, deaths, etc.

Chapter Meeting Reports

Chapter meeting reports should include the following:

1. A brief report on the meeting with short summaries on papers presented or topics covered.

2. Some arrangement should be made for pictures at most Chapter meetings.  Photographs should be maintained in the Chapter files and a few prints should be sent with Chapter Meeting Reports.

3. The names and titles of distinguished guests and speakers should be included.

4. Information on new officers should be included after meetings at which elections are held.

5. All available information about upcoming meetings should be included i.e. dates and locations.

6. Highlights of actions taken at business meetings such as projects initiated and committees’ names.

7. Attendance figures.

Making The Final Transition

Completion of a term as Chapter President does not mean an end to responsibility.  The Past President can serve an essential advisory capacity and is usually included as a member of the Board of Directors.  The Past President has valuable experience to share regarding policies and the Council, knows the details of carrying on various activities and provides the continuity to leadership.  Since the Past President normally chairs the Nominating Committee, this individual must be knowledgeable of all Chapter activities in order to identify potential candidates for office.

Some Chapters may wish to consider forming an advisory committee composed of active Chapter Past Presidents.  This group could meet on an as needed basis to counsel the Board on sensitive matters.  Some Chapters may assign the duty of writing the Chapter goals and objectives to a committee of Past Presidents.
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