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1. Calendar
Your calendar is your best friend as a Region President (REP).  Knowing the suspense dates and what is expected of you during the year is a good start.  Staying on top of the suspenses and expected tasks will help you to do well in your position as REP.  
a. Calendar Overview - Here is an overview of what you should expect to do during the different parts of the year. 

i. Fall 
1. Get elected as the Region President at ARCON

2. Shadow the current Region President 
ii. Spring

1. Continue to shadow the current Region President
2. Prepare for NATCON

3. Take over position at NATCON

iii. Summer

1. Prepare for coming year

2. Create templates for coming year

3. Establish a full region staff

iv. Fall

1. Prepare and conduct ARCON

2. ARCON Award Packets

3. Prepare Post-ARCON Packets

4. Send out Interest Packets

v. Spring

1. Prepare for NATCON

2. NATCON Award Packets

3. Send out Interest Packets

4. Turn over Continuity to next REP

b. Permanent Suspense Calendar
This document contains all the suspenses for the year on the National level.  Each National Headquarters (NHQ) can make adjustments to the calendar.  The permanent suspenses calendar can be found on the national website as well as in the SWM as Figure 12-2.  It is Figure I-a in this guide.  

Figure 1-1: Permanent Suspense Calendar
PERMANENT SUSPENSE CALENDAR

	DATE
	ITEM
	SEND TO
	SEND FROM
	FORM/FIG#

	01 Aug
	-Proj. Reg. Budget
	-NHQ/EMC
	-REP
	Fig. 13-1

	01 Oct
	-Renewal Roster

-Email Address Report
	-All Chapters

-NHQ/EMC
	-EMC

-REP
	-N/A

-N/A

	15 Oct
	-Fall Packet

-Revised Reg. Budget

-Fall Status Report
	-All Units

-NHQ/EMC

-REP/NHQ
	-NHQ

-REP
-Chapters
	-N/A

-Fig. 13-1

-Form 8

	31 Oct
	-Renewal Packets

-Renewal Dues
	-EMC

-EMC
	-All Chapters

-All Chapters
	-N/A

-N/A

	15 Nov
	-Activity Report #1

-Newsletter Articles
	-REP/NHQ/NAC

-NHQ
	-Chapters

-Any Member
	-Form 7A

-N/A

	01 Dec
	-REP Rep. #1 w/ Region Int. Financial

-Ext. Nat. Staff/Spec. HQ Report #1

-Nat’l Parl. Appl.
	-NHQ/EMC

-NHQ

-NBC/NHQ/ EMC
	-REP
-NBC/Archives/ HQ

-Any Member
	-Fig. 10-1, 10-2, 13-2

-N/A

-Form 12

	15 Jan
	-Newsletter Articles

-NATCON Agenda

-Ext Nat Staff Rpt #1
	-NHQ

-EMC

-NHQ/EMC
	-Any Member

-Nat’l Pres.

-NCOP/Web Master
	-N/A

-N/A

-N/A

	01 Feb
	-Awards Packets

-Intent to Bid-Nat HQ

-Email Address Report

-Web Master Appl.

-Pre-NATCON Pkt.

-AAS-SW Scholarship Fund Appl.
	-REP
-NHQ/EMC/NBC

-NHQ/EMC

-AAS/SW NHQ

-All Units

-AAS-SW Scholarship Fun
	-Chapters

-Chapters

-REP
-Applicants

-NHQ

-Applicants
	-Form 7A, 19-20

-Fig. 9-1

-N/A

-N/A

-N/A

-Ref. www. silverwings.org

	15 Feb
	-Spring Status Report

-Award Packets

-Newsletter Articles

-Activity Report #2
	-REP/NHQ

-NHQ

-NHQ

-REP/NHQ
	-All Chapters

-REP
-Any Member

-Chapters
	-Form 8

-Form 7A, 19-20

-N/A

-Form 7A

	28 Feb
	-Award Sponsorship Fee
	-EMC
	-Sponsors
	-N/A

	01 Mar
	-REP Report #2 w/ Financial Rpt.

-Ext. Nat. Staff/Spec. HQ

-NATCON Proxy
	-NHQ/EMC/NAC

-NHQ

-NHQ/NBC/REP
	-REP
-NBC/NCOP/ Archives HQ/ Web Master

-Chapters
	-Fig. 10-1, 10-2, 13-2

-N/A

-Form 9

	15 Apr
	-Region Ending Fin. Rpt.
	-New NHQ/EMC
	-Old REP
	Fig. 13-3


2. ARCON (Election of REP)

a. Running For REP
i. You should let your chapter know you are interested in running for the position of REP.  Speak to the Chapter President and the Chapter Advisor about the possibility of running for the position.  Get their support before you turn in the application.

ii. Submit Form 5 to the current Region President by the deadline stated.  

b. Things to Prepare

i. Read the SWM, Chapter 10 to know exactly what your job entails.  Read over all the manuals so you are familiar with the information in them.  It helps to keep a copy of SWM, Chapter 10 as an easy reference.  Review the requirements for your position and know them well.
ii. Prepare a PowerPoint presentation to introduce you to the assembly at ARCON.  Come to ARCON prepared to explain what you would like to do with the position and why you would like to be the Region President (Figure 2-1: Sample PowerPoint Slides).
iii. Prepare a resolution to be voted on at ARCON to elect you as the next REP (Figure 2-2: Sample Resolution).

c. What to Do
i. Mix and mingle at ARCON.  Make sure you start introducing yourself to the members of other chapters in the region.  The connections you make now will help you later when you become the Region President.

ii. After the election, stay in contact with the current Region President.  Ask if you can shadow the current Region President.  This will allow you to get an inside view of the position and what is expected of you before you become the Region President.
Figure 2-1: Sample PowerPoint Slides
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Figure 2-2: Sample Resolution
RESOLUTION S__







_______CON  20XX

SPONSOR:     Jane Doe and John Doe, Captain Doe Chapter

SUBJECT:      20XX – 20XX Region __ Headquarters

WHEREAS:    The Captain Doe Chapter is the largest Chapter in Region __ and has 




the resources to support the 20XX – 20XX Region __ Headquarters, and  

WHEREAS:
This 20XX – 20XX Region __ Headquarters bid is endorsed by the Captain Doe
Chapter Advisor, ________________, and 

WHEREAS:
This 20XX – 20XX Region __ Headquarters bid is endorsed by the Captain Doe
Chapter, and

WHEREAS:
Jane Doe and John Doe want to contribute to Silver Wings on a higher level and are eager to use their knowledge, experience, and talents in 
serving as the 20XX  – 20XX Region __ Headquarters; let it be

RESOLVED:
Jane Doe and John Doe will be the 20XX – 20XX Region __ President and Vice President respectively.

3. NATCON
NATCON is when the current REP steps down and the new REP takes over.  At the close of NATCON the elected REP assumes control of the region.  They will hold the position until the next NATCON when a new REP will take over.

a. Duties
i. Shadow the current REP.  At NATCON the current REP will be busy taking roll, gathering votes, and acting as a representative of the region.  It is important for the elected REP to follow the current REP around.  This will allow the elected REP to see what is expected and get hands on learning.
ii. Come prepared to work.  Bring a notebook and a pen because you will be gaining a lot of first hand knowledge and experience.  It will be best to take notes that will help you through the week.
iii. Talk to the current REP before arriving at NATCON.  Figure out what events he/she would like you to attend with them.  Also see if there is anything in particular they will want/need you to do.  This will make sure both of you are on the same page.

b. Expectations
i. On the last day of NATCON you will be expected to carry out all the duties of the REP.  This is your day to show the current REP that you have been paying attention and you can handle the responsibilities of the REP at NATCON.  The current REP will still be there incase you need help.
ii. You should know the proper procedures for the roll call and vote gathering.  You will learn these during the course of NATCON by following the current REP.

c. Things to Know
i. Know the requirements of your position.   You should have reviewed this information before running for REP.  Continue to read over the information.  The better you know what is expected of you, the easier it will be to complete the expectations.  
ii. Know that NATCON will be very busy.  You will be learning things non stop.  It can be a tiring event but you will learn so much from it. 
iii. You can always ask questions.  If you do not know something, ask someone.  Someone there will have an answer for your question.  It is better to know the answer than assume.

d. Continuity
The current REP will have continuity to give to you.  The continuity should be transferring soon after NATCON.  You should receive a binder with information as well as an electronic copy of the continuity.  More information can be found in the continuity section of this guide.
4. Introductions
On of the first things you should do as a new REP is send out introduction letters.  This will be a way for you to introduce yourself to those who may not know you.  These letters should contain background information about you, your goals for office, and your contact information (Figure 4-1: Sample Introduction Letter).  These introductions can be mailed or e-mailed.  

a. Introduction to EMC
i. Your first introduction letter should be sent to the EMC.  You should address you letter to the current Executive Director using all appropriate titles.  
ii. You can mail or e-mail this introduction.  It would be easier to e-mail.  Attach your introduction to the e-mail.  In the body of the e-mail state that the attachment is your introduction.  Be sure to use an official signature block in the closing of the e-mail.  If you are unsure what an official signature block is reference JPM, 6.2.

b. Introduction to National Headquarters

i. The next group of people you need to introduce yourself to is the National Headquarters.  These are the individuals you will be reporting to all year long.  
ii. You can use the same introduction letter as the EMC and change the to line and any other information to tailor it to the National Headquarters.  

c. Introduction to Chapters
i. The next group of people you need to introduce yourself to is the chapters in your region.  These are the individuals you will be working with all year.  It is important to start the year off with great communications.  This is one way to open the lines of communication.
ii. You can use the same introduction letter as the EMC and change the to line and any other information to tailor it to the chapters.  This could include chapter specific information or information that you would like the chapters to know about you.  A list of chapter contacts should be in the continuity from the previous REP. 
d. Introduction to National Administrative Consultants
i. The final group of people you need to introduce yourself to are the National Administrative Consultants (NACs).  They will be there to help you with anything you need.  They can offer advice in many different areas.
ii. You can use the same introduction letter and change the to line and any other information to tailor it to the NACs.  Their contact information can be found in the Unit Address Roster sent to each unit in the fall.
Figure 4-1: Sample Introduction Letter
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	Kristalynn N. Kindschuh
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105 Military Science Building

Baton Rouge, LA 70803

(225)###-####
kkinds1@lsu.edu
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26 April 2007

FROM:  Region IX President
SUBJ:   Region President Introduction Letter

TO:       Brig General Richard Bundy, USAF (Ret)

My name is Kristalynn Kindschuh.  I am a member of the Captain Frank S. Hagan Chapter at LSU.  I am your new Region IX Executive Officer for 2007 – 2008.

Since you were not at our ARCON or in our Region caucus at NATCON, here is a little background information on me.  I am originally from Denham Springs, Louisiana, about 10 miles east of Baton Rouge.  I now reside in Baton Rouge.  Next year I will be a senior at LSU majoring in accounting with a minor in German.  I have been a member of the Captain Frank S. Hagan Chapter since the spring of 2006.  I am involved in other organization on campus including Kappa Kappa Psi (National Honorary Band Fraternity), Sigma Alpha Iota (National Professional Music Sorority), National Society for Collegiate Scholars, and Deutscher Klub (German Club).  I have stepped down from all officer positions in the organizations next year in order to focus my attention on REP.

I have tons of goals for next year as REP.  My whole reason for being REP is to get more involved on a regional level to help this organization continue to stay strong and grow over the next year.  We are a very strong region and I want to make sure we stay strong.  I would like to add a few more chapters and increase the numbers in the active chapters.  My staff and I are working on some ideas to help promote our region and continue the tradition of being an incredible region.  This includes increasing the public awareness of Silver Wings by getting more articles published about events in the local papers.  A Separate Region Project is in the works.  We are hoping to create the SRP since we do not have a Separate National Project this year.  Overall, we are here to serve you and we plan to have a great year.

Please feel free to contact me at any time if you have questions or concerns.  I am here to serve you and am available at all times.  I can be reached via e-mail at kkinds1@lsu.edu or region09-exec@silver-wings.org.  I would prefer e-mails be sent to kkinds1@lsu.edu because the region09-exec@silver-wings.org does not always work.  I can also be reached via cell phone at (225) ###-####.  I check my e-mail constantly so that is the best way but I am still available via cell phone.

Sincerely,

Kristalynn N. Kindschuh
Region IX President 

5. Continuity
Continuity is one of the keys to continual success in a region.  Continuity is a collection of all the documents, letters, forms, templates, etc. used by the previous REP during their tenure.  This collection of documents should be organized in a binder and in electronic form.  The continuity you receive from the previous REP will act as a building block for you to start the year.  Review the information found in the continuity.  Reading over the documents will give you an idea of what the previous REP did.  Start a new binder for your term as REP.

a. Get Continuity From Previous REP
i. Arrange a time with the previous REP to get the continuity.  As stated in the NATCON section, the continuity should be transferred soon after NATCON.  Talk to the REP and see if you will be transferring during NATCON or meeting up after NATCON.  Either way is fine.  It depends on what works best for each of you.
ii. Make sure that you get all the continuity from the previous REP.  This can be a binder and a CD.  Some regions have a large box filled with continuity from the previous years.  It is important to go through the continuity to see what should be passed on and what can be thrown away.

b. Bank Account
i. It is important to not only get the continuity but also the bank account from the previous REP.  In some cases, the previous REP and the new REP can go to the bank and sign over the account.  This will take the previous REP off the account and allow the new REP full access. 
ii. If you cannot sign over the account, the new REP will have to open a new account.  If this is the case, have the previous REP close out the account and give you a check for the remaining amount.  This will be the money you open the account with.  To open an account you will need the Tax ID Number for your chapter of Silver Wings.  This can be found in the Unit Address Roster.  The Tax ID Number is the number listed above your school’s name.
iii. You should choose a bank that is close to campus but large enough so in the previous years the accounts can simply be signed over.  The account name should be Region __ Silver Wings or Silver Wings Region __.  

c. Templates
Creating templates will save you time and make it easier to do your job.  The previous REP may have a few templates he/she used during the year.  Change the personal information to your own and use these.  Making templates for each document you will use will help make things flow easier.  This is something you can do over the summer to prepare.
6. Region Staff
Another key to a smooth and productive year is having a full region staff.  The more people you have the more productive you can be.  Being the REP is a demanding job.  It becomes a lot easier when you have people to help you with different aspects of the job.  This is where your region staff comes in.

a. Region Vice President
i. The Region Vice President (REVP) is your go-to person.  They act similar to the Vice President.  They will help you with your task of being REP.
ii. The best way to utilize your REVP is to analyze your strengths and weaknesses as well as theirs.  Find something for them to do that uses their strengths and compensates for your weaknesses.  If your REVP is very organized and knows how to use a computer, perhaps they could compile all the reports from the chapters.  If your REVP is very outgoing and has great recruiting ideas, perhaps they could act as the regional development officer.  It is up to you to decide exactly what the REVP will do besides the duties listed in the SWM.

b. Region Parliamentarian
i. The Region Parliamentarian (RPar) will be in charge of the parliamentary procedures at ARCON.  They will also be the ones to help individuals or chapters write resolutions for ARCON and NATCON.  The RPar should also make sure that each of the chapters in the region is using Robert’s Rules of Order.  He/She should make sure there is a clear understanding of the procedures we use.
ii. Make sure the RPar knows Robert’s Rules of Order.  If he/she does not have a copy of the latest edition, it would be a good idea for you to get them one.

c. Region Public Affairs Officer

i. The Region Public Affairs Officer (RPA) will be responsible for the public affairs in the region.  This has no limits.  The RPA can produce a monthly or semi-annual newsletter filled with information and pictures from the chapters in the region.  These newsletters can be posted on the region website and/or e-mail it to the chapters so all the members can read it.  These newsletters should also be sent to the National Public Affairs Officer.  The limits of this position are endless.  

d. Other Offices
There are other positions that might be required depending on the demands of the region.  These include:  Region Treasurer, Region Development Officer, Region Secretary, and Region Activities Officer.  
7. Executive Boards
Executive Boards (Exec Boards) is a meeting of the Executive Board of Silver Wings, Arnold Air Society and EMC.  There are two meetings, one in the fall and one in the spring at NATCON.  The Exec Boards is a time to do business.  It is like a NATCON but with a smaller amount of people.

a. Fall Exec Boards
The Fall Exec Boards are held in September in Washington D.C.  It occurs while school is in session so you will need to get your Advisor to write you an excuse for missing school.

b. Spring Exec Boards
Spring Exec Boards are held during NATCON.  You will usually meet while the general assemble has free time.  The Spring Exec Boards are very similar to the Fall Exec Boards.  You will have the same meetings and discuss similar information.  

c. What to Expect
i. Like NATCON, Exec Boards is a chance for you to learn about the organization and your job in the organization.  Be prepared to learn about the organization on the national level and on the regional level.
ii. It can seem overwhelming at times.  Just stick with it.  You will learn so much from this experience.  The knowledge you gain here will help you excel in your position as REP.
iii. You will have the opportunity to meet some pretty incredible people from three and four star generals to CEOs of companies to leaders other countries.  It is an opportunity for you to network and you should take advantage of it.  Meet as many people as possible.

d. What to Bring
i. You need business cards (Figure 7-1: Sample Business Card).  You will be meeting tons of people.  The easiest way for you to contact them again is by getting their information.   Your business cards will give you a way to give all your information to anyone who may need/want it.  Bring at least 50 business cards with you.  Make sure they contain your title and contact information. 
ii. A report of how your region is doing.  This should include the number of chapters you have and the number of members at each chapter.  You should also include the strengths and weaknesses in the report.  You will share this report with all the REPs.  The Executive Director usually does a one-on-one review of each region.  This will allow you to tell him what you know about the region and allow you to learn from him what you may not know.
iii. You will need your binder with your information.  You might need to reference something in it.  A laptop with electronic information 

might be easier and more efficient.  This will allow you to bring everything in one device and allow you to take notes electronically.



Figure 7-1: Sample Business Card
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AFROTC Detachment 310

Captain Frank S. Hagan Chapter

Louisiana State University

Kristalynn N. Kindschuh

Region IX President
105 Military Science Building        Cell Phone: 225-###-####
 Baton Rouge, LA 70803-0100         E-mail: ******@**.edu


8. ARCON (As REP)
ARCON is very different this time around than last time.  At the last ARCON you ran for the position of REP.  At this ARCON you are the REP and as such, you are running ARCON. 

a. Preparations
i. Start preparing for ARCON as soon as NATCON is over.  At NATCON you should meet with at least one of the Co-Commanders of your ARCON.  Exchange contact information and start communicating over the summer.  The ARCON Staff should be almost completely done with planning the event.  If you start checking in on the staff early, they will be more likely to complete everything on time.
ii. Read the manuals regarding ARCON.  The JPM-2 will give you a good amount of information about ARCON and what should be included in one.  Make sure everything is planned so there are no last minute surprises.
b. What to Expect
i. Expect the unexpected.  This means you need to be prepared for everything.  Reading the manuals will give you an idea of what you should expect.  Reading the manuals will also let know you what is expected of you.
ii. By attending an ARCON you know what to expect at the event.  There will be joint and separate business meetings that you will need to run.  There will also be a banquet where you will be seated at the head table.  

c. What to Prepare for ARCON
i. Plan out the itinerary in advance.  Know what you are supposed to be doing during each meeting.  Organizing your documents according to the itinerary will help you carry out a successful ARCON.
ii. Prepare all the PowerPoint presentations in advance.  Run through the presentations in the weeks before ARCON.  This will make sure you are familiar with the information so you will not stumble through the presentation. 
iii. Make sure everything you need for the meetings is with you and you have it when you need it.  Make sure you are organized.  If you appear to be organized and know what you are doing, others will have the same opinion.
iv. If you are giving awards at ARCON, make sure the award packets are sent to the chapters in enough time for them to fill them out and return them before the deadline.  Also make sure that the awards are ordered for the winners in enough time so they can be handed out at ARCON. A list of some awards and criteria for the awards are included in Figure 8-1: Sample ARCON Awards.
Figure 8-1: Sample ARCON Awards
SW REGION IX

LIST OF REGION AWARDS

1. Outstanding Chapter President Award – presented to the Chapter President who displays the greatest leadership ability in the region.  

2. Outstanding Chapter Officer Award – presented to the Chapter Officer, other than the President, who displays exceptional leadership ability. 

3. Outstanding Chapter Advisor Award – presented to a SW Advisor for outstanding guidance and counsel given to a local chapter. 

4. Outstanding Arnold Air Society Member Award – presented to an individual member of AAS for outstanding support of SW.  It may be presented only once to an individual.

5. Ideal Silver Wings Member Award – presented to an active member of SW for superior participation in SW and for significant contribution toward attainment of SW objectives in support of the AAS, AFA, and USAF.  The recipient is the SW member who best fulfills the SW image. 

6. Outstanding AFA Member Award – presented to an individual member of the Air Force Association for outstanding support of Silver Wings.  It may be presented only once to an individual.  

7. Outstanding Chapter Award – presented to the chapter for over-all outstanding performance

8. Outstanding Joint Operations Award – presented to the AAS Squadron and SW chapter that have best furthered the objectives of the two organizations in a joint manner.

9. Outstanding Service Award – presented to the chapter that best accomplishes the service aspect of the SW mission. 

10. Outstanding Arnold Air Society Squadron Award – presented to the AAS Squadron who best assists and aids the furthering of its chapter’s stated objectives.

11. Outstanding Recruiting Award – presented to the chapter that recruits the most new members.

12. Outstanding Professional Activity Award – presented to the chapter that best exemplifies the professional aspects of the Silver Wings Mission

13. Outstanding AFA Chapter Award – presented to the AFA chapter that best assists and aids the furthering of a SW chapter’s stated objectives. 

14. Outstanding Scrapbook Award – presented to the chapter with the most outstanding scrapbook.  It will be voted on at ARCON.  At the discretion of the National Staff, winners of this award may display the scrapbooks at the National Conclave.  The winner of the Region Outstanding Scrapbook Award is automatically nominated for the National Outstanding Scrapbook Award.

9. Finances 
The finances of the region are very important.  It is also important to keep track of the finances.  If the REP is not able or does not want to handle the finances, he/she can appoint a Region Treasurer to handle all the financial aspects.

a. Creating Budget
i. Creating the budget is one of the first things you will do.  This is due to the National Treasurer over the summer.  The easiest way to create a budget is to look at the previous REP’s ending financial report.  Estimate using his/her ending balances for each expense.  This will help you to have a more accurate budget.
ii. Once the budget is created stick to it.  There will be items that are added to the budget along the way.  You can add these in but understand that since they were not in the original budget they will be unexpected expenses.

b. Financial Reports

i. There will be several financial reports that you will have to send to the National Treasurer and the EMC.  These reports let them monitor the region’s finances. 
ii. If you keep a running spreadsheet of your expenses it is very easy to create the reports.  If you do not keep the expenses updated it will be harder to complete the reports each time.
iii. More information about region finances and examples of the financial reports can be found in the SWM in chapter 13.

c. Income

i. Income for the region will come from the previous year.  Any remaining balance in the account should be transferred with the continuity to the new REP.  This will help get you started.
ii. Income also comes from region dues.  Many regions have region dues.  They can be paid once a year or once a semester depending on the region.  These will give you money per person or per chapter in the region.  For more information about your region dues look in your region manual.  If you do not collect region dues, you should consider writing a resolution for ARCON so you can start collecting them.
iii. Income also comes from fundraising.  You can fundraise as a regional staff.  You can do fundraisers regionally or nationally.  It is up to you what you do to raise money and how much you want to raise.  

d. Expenses
There will be many expenses for the region.  These include travel expenses, registration costs, awards, and supplies.  Make sure you plan for all of these!
10. Monthly Reports
A majority of your suspense will be monthly reports.  Usually there is a formal report that is sent on the last day of the month or the first day of the next month.  The other report is an informal report sent on the 15th of each month. 

a. Chapters
i. Each month you should have your chapters send you a monthly report.  This report should tell you what they did during the month.  Have the reports due the same time each month, usually the last day of the month works best.  
ii. It is easier to read and compile the reports if they are all formatted the same.  You might want to create an example report to send to all your chapters (Figure 10-1: Sample Chapter Report).  This will show them how you would like the report formatted.  This will standardize the reports and make them easier to read and compare.
iii. For the informal reports you can have the chapters e-mail you again.  You can choose to call the chapters in the middle of the month instead.  This allows the REP to add a personal touch.  It is more personal than an e-mail.  This is a time where the chapters can talk to the REP about their chapter.  It is also a time for the REP to ask questions to the chapter president.  For the informal write up you can simply summarize the conversations you had with the chapters.

b. Region Staff
i. Each month you should also have your staff send you a report of what they have been doing during the month.  This is a way for you to monitor their progress on achieving regional goals.  
ii. You can create a format for this report too.  This will also make it easier to read and compare.
iii. You should also hold meetings as a staff.  These can be every week or every other week.  It all depends on how busy you are as a staff and how everyone’s schedule looks.

c. To EMC/NHQ
i. The monthly reports you will be sending should be sent to the NHQ, the EMC, and the NACs.  Sending it to these people will let everyone know what is going on in your region.  It is important to include the NACs so they know what is going on incase you might need their help.
ii. These reports follow the format laid out by the NHQ.  Usually an example will be sent to the REPs or available for downloading off the national website.  
iii. The reports basically compile all the information from each of the chapter reports and the region staff reports.  It also has a part for REP comments.  You can add as much to the report as you need.

d. End of Semester Reviews
This is an idea you can do with your region to monitor how well each chapter is achieving their goals.  It also gives you a chance to get feedback from your chapters on your progress as a REP.  By reviewing these at the end of each semester, you can make adjustments and improve for the next semester.  The reviews can also let the next REP see where the strengths and weaknesses are in each chapter. (Figure 10-2: Sample End of Semester Review)
Figure 10-1: Sample Chapter Report
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Silver Wings Region IX 

Col. Jane Doe Chapter

Dane State University

AFROTC DET XXX

123 Street

Some City, State Zip

30 September 2007

FROM:  Jane Someone, President

SUBJECT: September Monthly Report

TO:  Kristalynn N. Kindschuh, Region IX President
1.  
The Col. Jane Doe Chapter submits the September Monthly report as per the Region President’s request.

2.
The purpose of this report is to review the operations and activities of the Jane Doe Chapter chapter since the last report.  Inclusive dates are 1 September – 30 September.

3.
This report is divided into the following sections:

a. Section I – Chapter Operations


b. Section II – Chapter Officer Evaluations


c. Section III – President’s Comments

Jane Someone

President, Jane Doe Chapter

Section I – Chapter Operations

a. Personal Development Activities

· Our chapter did 5 hours on the SNP by volunteering at the soup kitchen on 9/15.

· We also did the following service projects on these dates:

· 9/12 – Nursing home visit with 5 members

· 9/20 – Did blood drive with 30 members

b. Professional Development Activities

· We had a guest speaker from campus career center speak at the meeting on 9/12

· We attended the AFA meeting on 9/11

· Our chapter has adopted a policy that each member will give a briefing at one of the meetings

· Molly gave a briefing on professional dress on 9/12

c. Civic Awareness Activities

· No activity this month

d. Social Activities

· We held a football tailgate party and invited all the AAS and Associates on 9/15

· We held a chapter picnic in the park on 9/13

e. Chapter Recruitment and Numbers

· # actives

· # associate

· this is one more than last report because we had someone add late

· # total members

· This number might change as the semester goes by so I would like it updated each time and if it does change let me know why.

f. ANYTHING ELSE YOU THINK I NEED TO KNOW ABOUT

Section II – Chapter Officer Evaluations

a. Vice President – Billy Bob

· Working on improving the merit system

b. Development Officer – Hillary Craig

· On 2 week of the Associate process

· She recruited # people

· She got 2 articles published in local paper about chapter activities

c. Secretary – Mary Clark

· Updated records and set up chapter listserv for e-mails

d. Treasurer – Cash Money

· Completed car wash fundraiser, raised $350

· Made arrangements for ARCON travel

e. Activities Officer

· Planned 5 service projects for next month

· Working with AAS to do a joint project in October

f. CSCOP

· Keeps us up to date on AAS and wing information

g. Committees

· I THINK YOU GET THE POINT


Section III – President’s Comments

Shoot. Say whatever.  This is for any likes/dislikes or needs for help.  This is for you to tell me what you want me to know.  If you need me to help you with anything let me know here.

Figure 10-2: Sample End of Semester Review


Silver Wings Region IX 

Capt. Frank S. Hagan Chapter

Louisiana State University

AFROTC DET 310

105 Military Science Bldg

Baton Rouge, LA 70803

30 December 2007

FROM:  Caroline Holland, President

SUBJECT: Fall Semester Review

TO:  Kristalynn N. Kindschuh, Region IX President
1.  
The Capt. Frank S. Hagan Chapter submits the Fall Semester Review as per the Region President’s request.

2.
The purpose of this report is to review the operations and activities of the Jane Doe Chapter for the fall semester.

3.
This report is divided into the following sections:

a. Section I – Goals and Achievements 


b. Section II – Strengths and Weaknesses


c. Section III – President’s Comments

Caroline Holland

President, Capt. Frank S. Hagan Chapter

Section I – Goals and Achievements

a. Goals Achieved During the Semester

· Recruited 11 Associate Members

· Completed 4 Service Projects

· Sent 13 to ARCON

· Won 3 awards at ARCON

· Completed most suspenses on time

· Completed all reports

· Sent in dues on time

· Nominated 2 individuals for Region Member of the Month

· Ended all chapter meetings within 1 hour so the associate meetings would not run late

· Implemented a new system for online merits

b. Goals Left to Achieve

· Want to hold spring exec staff retreat in  January

· Want to recruit 15 in Spring

· Want to do 10 projects in Spring

· Want to have at least 2 joint service projects

· Want to finish continuity binders for all positions

· Want to nominate someone for member of the month January-May

· Want to nominate for ALL awards at NATCON

· Win an award at NATCON

· Work on SRP/JNP

c. Want to start planning for our 50th anniversary

Section II – Strengths and Weaknesses

a. Strengths Of the chapter this semester

· Great joint relations

· Many service hours

· Great new associate class

b. Weaknesses of the Chapter this semester

· Not many people at each service event

· Low meeting attendance

· Too many emails!

Section III – President’s Comments

a. Comments about your chapter
I think we had a great semester! For next semester I think we need to work on everyone relaxing and not taking themselves too seriously. We had some issues with a few officers but are hoping next semester goes a bit more smoothly.

b. Comments about the Region President 
I think you have done a great job with communicating with the chapters. You have been really understanding when I need more time with things and I really appreciate it!

11. Member of the Month
One way to motivate your members is to reward them for doing great things.  One way you can reward them is by having a member of the month program.  This is a simple way to recognize members for doing outstanding work.

a. Regional
i. The regional member of the month should be selected from members nominated by their chapters.  Normally each chapter can nominate one member for the recognition per month.  From these nominations you should choose a winner to be the region member of the month for that month.  
ii. You can continue this program for each month.  This will allow you to recognize numerous members in your region.  Announce the way the program will be run and the winners are decided.  Let all the chapters know when the deadlines for submission will be.  It works best if you make it the same day each month.
iii. The prize for the regional member of the month can be a framed certificate that is given at ARCON or NATCON.  You can give something else.  It all depends on what you want to give and how much you can spend on the awards.  
iv. You should also publicize the winner by creating an announcement to send to all the chapters (Figure 11-1: Sample Announcement).  If you have a region website you could add the announcement to that.  If you have a region newsletter, you could write up a short article and include the winner’s picture.

b. National
i. Each month you should nominate someone for the national member of the month.  This is an honor that you should want for your members.
ii. Once you select the regional member of the month simply forward that endorsement and cover sheet to the National President.  This will ensure that the best person from your region is being nominated for the national member of the month.
iii. If one of your members is selected as the national member of the month also publicize this.  You can do this the same way you did with the regional member of the month.
Figure 11-1: Sample Announcement
Region IX Member of the Month for November


Ms. Kristen Davis

Hughes Chapter

Texas A&M University

"What also makes her dedication so extraordinary is that she is able to balance all of the work she does for Silver Wings with being an active member in the Corps of Cadets and is part of the Corps of Cadets Color Guard.  This really demonstrates her time management and organizational skills which are both crucial to success."

- Crystal B. Arnote, Hughes Chapter Secretary  

- Hard working and dedicated to the success of her chapter

- Great leader for the chapter

- Increased joint relations by having a joint fundraiser, social, and service project in Nov.

- Arranged for former CIA member to speak to chapter for professional development

- Great communication with Region Staff and Advisor 

12. National Staff Expectations
As the Regional President, you are the number one link between Silver Wings members on the chapter level and the National Staff.  It is your responsibility to keep the National Staff updated on problems with chapters and Regions, as well as reports that describe the status of your respective region. 

c. Communication – Perhaps the most important aspect of your relationship with the National Staff will be an open line of communication between the two parties. It is imperative that you communicate any problems or concerns you may be having before they turn into a bigger problem further down the road.

d. Regional Reports – The Regional Reports that are due once a month to the National Staff allow the staff to gain an idea of how each respective region is doing. It is their insight into the progression of Silver Wings over the course of their term. See section 10 on Region reports for more information.

e. Informal Updates – It is advised to send the National Staff monthly informal updates on the status of your respective region.  By sending these in between monthly formal reports, both staffs will be able to address any issues before they have time to develop.

f. Executive Boards – For the National Staff, Executive Boards are a time to get everyone on the boards on the same page concerning the plan for the upcoming year. It is advisable to bring ideas that you may have for Silver Wings on a nation wide level and to openly discuss the plans for the upcoming year with the National Staff.

g. Natl’ Staff at ARCON – The Area-Regional Conclave is your event. It is not the National Staff’s venue and should be planned and performed by the ARCON staff and the REP-AreaCCs. The National Staff will more than likely request time for presentations at ARCON and will help make things run smoothly. By advised that ultimately it is your show to run.

h. Expectations at NATCON – During NATCON it is the REPs time to represent their Region in person. During the course of the conclave, the REP will be the point of contact for their region. For example, during workshops it may require the REP to be the spokesperson for their region during activities etc. This will be your opportunity to show your leadership skills when the time comes. 
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